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Resident Leave of Absence

LOAs should be documented 
in the following places:

• Notated on the PC/CLS Log

• LOA Log

• Progress Note in NextStep

• Census Report



PC/CLS Log

If no services are offered due to a 

resident being LOA for the entire 

day, note this on the PC/CLS Log. 

If a resident is in the home for 

part of the day, the services 

should still be marked. 
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LOA Log

The LOA Log should be 

completed for every LOA. 

• Date/Time of the LOA

• LOA Reason

• Time Admitted to Hospital (if applicable) 

• Date/Time of Return

Submit the LOA Log with the 

PC/CLS Log each month. Make 

sure the dates match correctly 

on both forms. 



NextStep Progress Note

NextStep Progress Notes are still completed 

when a resident is LOA. 

Include the date, time, and reason for the LOA in 

the Progress Note. 

If possible, include the expected return date and 

time as well. 



Census Report

The Census Report should reflect all LOAs to 
ensure proper billing occurs. 



The Census Report should reflect all LOAs accurately. If the LOA is 
a hospitalization, be sure to select Hospitalization in place of LOA.  

Census Report



Census Report- LOA Guide

Making decisions on the Census Report can be 
confusing. Luckily, there is a Census Report Decision 
Tree that will help you make the correct entry. 

The Census Decision Tree is in the Systems & 
Processes Index on the home page of ADP. 



Census Report- LOA Guide



LOA Recap

When a resident is LOA, make sure it is 
documented in the following areas: 

• PC/CLS Log

• LOA Log

• Progress Note in NextStep

• Census Report

For questions on Census Report selections, 
refer to the Census Decision Tree located in 
the Systems & Processes Index.




