
 

Paperwork Without Panic™ — System 
Sneak Peek​
Preview Packet: Developmental Disabilities Compliance System 

To Our Fellow Providers, 

Thank you for visiting. This packet offers a sneak peek at the Paperwork Without Panic™ 
system — a training-first, audit-ready documentation framework created specifically for 
agencies serving individuals with developmental disabilities. 

This system was built to reduce preventable citations, support staff clarity, and create 
consistency across files without losing sight of person-centered care. The examples included 
here are designed to show how the structure works while keeping full ownership of 
documentation and content creation with your agency. 

What You’ll Find in This Packet: 

1.​ System Overview: The Plug-and-Play Philosophy​
 This page explains the 80/20 design that guides the full system. Agencies get a 
consistent structure that works across service types, with built-in room for 
state-specific needs. The format simplifies onboarding, speeds up corrections, and 
keeps documentation aligned without overwhelming staff.​
 

2.​ Sample Client File Page — Arielle Trina: Health Protocol​
 This page comes from a fully fictional client file. It demonstrates how real-world 
information can be presented clearly and ethically, using formatting that prepares 
agencies for audit without relying on generic templates. This is not a fill-in-the-blank 
form. Each agency is responsible for developing and maintaining its own 
documentation.​
 

3.​ Training Guide Example — Health Protocol Walkthrough​
 Each major section in the system comes with a training page like this. It breaks down 
what the document is, what should be included, and why it matters from a compliance 
standpoint. These guides help new and experienced staff understand not just the form, 
but the function behind it.​
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4.​ Placeholder Sample — Positive Behavior Support Plan​
 When documentation is missing or pending, the system uses branded placeholders 
instead of leaving blank sections. These explain what belongs in the file, why it matters 
to regulators, and include space for corrective action. This approach keeps audits 
transparent and focused on progress, not punishment. 

All examples in this packet are HIPAA-safe, fictional, and built around real-world expectations. 
The full Paperwork Without Panic™ system is available as a licensing package or as a 
full-service setup for agencies looking to get audit-ready without starting from scratch. 

If you’d like to see more or have questions about how the system works, feel free to reach out 
anytime. 

Sincerely,​
 Rebecca Harris​
 Founder & Compliance Strategist​
 Paperwork Without Panic™​
 hello@paperworkwithoutpanic.com | paperworkwithoutpanic.com 
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The Plug-and-Play Philosophy 
This system was never meant to be built from scratch.​
Because honestly? You’ve done enough of that already. 

Paperwork Without Panic™ is designed on a plug-and-play model — meaning most of the heavy 
lifting is already done for you. The structure is here. The logic is here. The tools are here. All you 
have to do is fill it in, swap out what you already use, and build forward, not from zero. 

 

The 80/20 Principle (But for Files) 

Here’s the truth: 80% of what every agency needs is basically the same.​
That’s the backbone — the core structure that applies no matter what state you’re in or what 
services you offer. 

The other 20%? That’s where the magic happens. That’s where your agency’s specific 
requirements, state rules, or service differences get layered in. 

This system gives you that 80% pre-built, with room for your 20% to shine. 

 

Pre-Made File Scaffolding 

Every file in this system — whether it’s a client, staff, or QA file — starts with a consistent, 
pre-designed layout: 

●​ A table of contents that follows state logic 
●​ Sections organized for real-world use 
●​ Placeholder documents that explain what’s missing and why it matters 
●​ A file tracker that keeps everything from falling through the cracks 

Instead of staring at an empty folder wondering what goes where, you’re handed the blueprint. All 
you have to do is start plugging in. 
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Medical Protocols – Arielle Trina  
Client Name: Arielle Trina                                                                                       Date of Birth: 03/22/1992  
Date of Document: May 1, 2025  
Provider Agency: Enchanted Coastline Supported Living  
Prepared By: Eric King, Program Coordinator  

1. Shellfish Allergy – Anaphylaxis Protocol 

Diagnosis: Anaphylactic allergy to shellfish​
Equipment: EpiPen 0.3 mg Auto-Injector (kept in emergency bag at all times) 

Known Triggers: 

●​ Shellfish consumption or cross-contamination 
●​ Airborne particles from shellfish preparation areas 

Signs to Watch For: 

●​ Swelling of face, lips, or tongue 
●​ Rash, hives, or flushed skin 
●​ Difficulty breathing or wheezing 
●​ Nausea, vomiting, or abdominal pain 
●​ Drooling, coughing, or signs of throat closing 
●​ Dizziness, lightheadedness, or fainting 

Action Steps: 

1.​ Administer EpiPen immediately into the outer thigh (through clothing if necessary). 
2.​ Call 911 and provide details of the allergic reaction. 
3.​ Stay with Arielle, monitor breathing and level of consciousness. 
4.​ If breathing stops, begin CPR and follow emergency responder instructions. 
5.​ Notify guardian and service coordinator as soon as emergency services are on the way. 
6.​ Document the incident thoroughly in Therap. 

Notes: 

●​ EpiPen must be checked daily for expiration and visible damage. 
●​ Staff are required to complete allergy and EpiPen training quarterly. 
●​ Staff must confirm allergen-free meal preparation for all meals and snacks. 

2. Sensory Shutdown (Non-Seizure Event) 

Diagnosis: Sensory Processing Disorder / Autism Spectrum Disorder 
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Common Triggers: 

●​ Bright fluorescent lights 
●​ Crowded or loud environments 
●​ Unexpected touch or disruption to routine 
●​ Emotional overwhelm or rapid transitions 

Signs to Watch For: 

●​ Curling into fetal position or sitting down suddenly 
●​ Covering ears, eyes, or face 
●​ Becoming nonverbal or appearing unresponsive 
●​ Rocking, repetitive hand movements, or hand-flapping 
●​ Facial flushing or rapid breathing 

Action Steps: 

1.​ Remove or reduce environmental triggers (dim lights, reduce sound, clear crowd). 
2.​ Offer access to sensory tools or guide to a quiet space. 
3.​ Speak calmly and provide visual supports (written or symbolic prompts). 
4.​ Do not touch Arielle unless she indicates consent via AAC, gestures, or prompts. 
5.​ Allow time and space for self-regulation without pressure to communicate. 
6.​ Document the event in Therap. 
7.​ If the episode lasts longer than 10 minutes or results in injury, notify guardian and 

service coordinator. 

Notes: 

●​ Staff receive quarterly training on Arielle’s sensory needs and de-escalation 
techniques. 

●​ Use pre-planned transitions and visual warnings whenever possible. 

3. Mobility & Fall Risk Support 

Diagnosis: Unspecified lack of coordination (R27.9) / Autism Spectrum Disorder 

Known Challenges: 

●​ Motor planning difficulty in high-stimulation or crowded environments 
●​ Decreased balance on uneven or slippery surfaces 
●​ Fatigue-related coordination decline during extended outings 

Signs to Watch For: 

●​ Hesitation or difficulty initiating steps 
●​ Leaning heavily or appearing unsteady 
●​ Increased use of hand support 
●​ Reports of fatigue, dizziness, or “legs feel tired 
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Action Steps: 

1.​ Ensure walking surfaces are clear, dry, and stable. 
2.​ Offer arm support on uneven ground or in crowds, if consent is given. 
3.​ Encourage pacing and rest breaks. 
4.​ Monitor transitions closely and avoid rushing. 
5.​ Document any balance concerns or falls in Therap. Notify guardian and coordinator if a 

fall occurs. 

Notes: 

●​ Staff trained to recognize fatigue-related instability. 
●​ Arielle does not use a mobility aid but benefits from proactive environmental support. 
●​ Quarterly safety reviews will assess for changes. 

 

 

 

SECTION FOUR 

Medical Risks and Protocols Page: 58-60 ✅  

State Wants: Health action plans for known risks.  

Why: Proves you’re prepared, not just winging it.  

⚠ Missing? Major safety violation. 

Common Mistake: No update after a new diagnosis or allergy. 
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POSITIVE BEHAVIOR SUPPORT  
PLAN PLACEHOLDER 
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What This Document Is:​
The Behavior Support Plan (BSP) addresses any challenging behaviors, outlines positive replacement 
skills, and provides staff with clear response strategies. 

What Should Be Included: 

●​ Target behaviors and positive replacement skills. 
●​ Antecedents/triggers. 
●​ Staff teaching and response strategies. 
●​ Data collection methods. 
●​ Review and approval by the behavior consultant (if applicable). 

Why This Matters to the State:​
BSPs protect the individual’s rights while ensuring safety and consistency in behavior management. 
Missing or outdated plans can result in rights violations or staff confusion. 

If Missing, the Action Step to Fix: 

    

 

 

 

 

 



 

Thank You for Reviewing 

This packet was designed to give a glimpse into how the Paperwork Without Panic™ system 
works. Not just as a set of documents, but as a full framework for file structure, onboarding, 
and internal quality assurance. 

Every part of this system was built around the same goal:​
Make it easier for good agencies to get great audits. 

Thank you for taking the time to explore what we’ve built. If this feels like a fit for your agency’s 
goals around documentation and compliance, I’d love to connect. 

Rebecca Harris​
Founder, Paperwork Without Panic™ 

paperworkwithoutpanic.com​
hello@paperworkwithoutpanic.com 
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