Directions for reporting Caregiver Support Groups
Using the Elderberry Institute Database System

In the service activity log click on ADD NEW


Person Served - enter the caregiver attending the support group session.


Service Provider – Enter the name of the Group Leader

Service Date – enter date of support group session


Service Type – If you are in the Metro enter 3E-PEER SUPPORT GROUP EDUCATION. If you are in 
CMCOA enter 3E-Caregiver Support Group (E)-Staff or 3E-Caregiver Support Group (E)-VOL.  
(These should already be service types in your database. If they are not in your database you will 
need to contact Bernie at Elderberry Institute to walk you through fixing this)

Hours spent – FOR ONLY 1 participant at the session you should enter the number of hours that 



the session lasted. (NOTE: Entering the hours in this cell will ensure that your program receives 


credit on the quarterly services report for either volunteer hours or coordination hours) 

Home visits – enter 0 (zero)


Unit – enter 1 – This is very important because this is the number that appears on the report.  This 


number should NEVER be a fraction.  IT IS A SESSION. A person cannot attend ½ of a session.

After entering all of the attendees at the session in the same manner, click on “ADDITIONAL” in the Service Activity Log.  Then click on ADD NEW


Service Type – enter 3E-PEER SUPPORT GROUP EDUCATION (These should already be service 


types in your database. If they are not in your database you will need to contact Bernie at 



Elderberry Institute to walk you through fixing this)


Service Date - enter date of support group session

EXAMPLE

Jane Smith has faithfully attended your caregiver support group that is held weekly on Thursdays. Each Support Group session lasts for 1.5 hours and is hosted by your volunteer named Tami Jones.  Mary Nelson also attends this support group but only comes every 2 weeks.   Below is how you would make these entries for both the attendees and the service provider.

Service Activity Log
	Person served
	Service provider
	Service date
	Service type
	Hours spent
	Home visits
	unit

	Jane Smith
	Tami Jones
	4/2/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1

	Jane Smith
	
	4/9/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1

	Jane Smith
	
	4/16/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1

	Jane Smith
	
	4/23/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1

	Mary Nelson
	
	4/2/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1

	Mary Nelson
	
	4/16/09
	3E-Peer Support Group Education (E)-VOL
	1.5
	0
	1


Service Activity Log (Additional)
	Service Type
	Service Date
	People Served
	Note (Optional) 

	3E-Peer Support Group Education (E)-VOL
	4/2/09
	2
	Tami Jones

	3E-Peer Support Group Education (E)-VOL
	4/9/09
	1
	Tami Jones

	3E-Peer Support Group Education (E)-VOL
	4/16/09
	2
	Tami Jones

	3E-Peer Support Group Education (E)-VOL
	4/23/09
	1
	Tami Jones


Please call Bernie at Elderberry Institute if you have any question about how these entries should be made.  She can be reached at 1-800-320-1707 or 651-649-0315 or bernieryan@elderberry.org.
