
Instructions for Completing VENA Documentation

The electronic VENA documentation form can be accessed from the Family Page or Participant Page. All 
completed VENA on Participant Pages will be displayed on each applicable Participant Page and the Family 
Page. If VENA is only completed on the Family Page, it will be displayed only on the Family Page. 
 
• A completed VENA documentation is required for each certification, recertification, mid-certification 

assessment and when parent/guardian has concerns during a mid-point review. 
• Staff are encouraged to document other counseling sessions such as high-risk counseling, formula 

issues, etc. to enhance communication among staff and provide continuity of care for participant/
parent/guardian.

• If more than one family member is being certified on the same day, only one completed VENA 
document is required. 

 
Explanation of Fields

General section
• FFamily:amily: System auto-populates family’s name.
• Participant:Participant: System auto-populates participant’s 

name when VENA document is completed on the 
Participant page.

• ParParent/Guardian’s Primarent/Guardian’s Primary Concern:y Concern: Required 
only if participant/parent/guardian has concerns 
or interest in a specific topic. Document the 
primary concern(s) and/or interest(s).

• SStataff’s Primarff’s Primary Concern:y Concern: Required only if staff 
have identified concerns.  Document the 
primary concern(s) (regarding anthropometrics, 
biochemical, clinical, dietary, environmental,  
and/or family information).

• Goal Goal (General Goal General Goal or Goal/Commitments Goal/Commitments):: 
Required to complete. Document the participant/parent/guardian’s individual or family goal. Guide 
and assist the participant/parent/guardian in setting a goal of their choosing. Never choose/set a goal 
for the participant/parent/guardian. If participant/parent/guardian does not want to set a goal, enter a 
statement such as “no goal set.” 

Status section
• Goal PrGoal Progrogress:ess: Required only if a previous goal 

was set. Follow-up with the participant/parent/
guardian about their previous individual/family 
goal and document the status, if applicable. If the 
session does not allow for follow-up due to other 
more meaningful discussion, document “follow-up 
not applicable” or “other topics discussed.” Field 
may be left blank for initial visit.

• Success Level:Success Level: Optional to complete. If completing, 
select the best representation of the success level 
from drop the down list.

• Completion DaCompletion Date:te: Optional to complete. If completing, enter the date the goal was met, if applicable. 
This is not the date this field was completed. 
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Referral section
• Referrals:Referrals: Required to complete only if a 

referral was provided during the counseling 
session. Complete the Referral in the same 
way as on the Participant page. 

Notes section
• Notes:Notes: Required to complete if there was a 

counseling session. Document the topics 
discussed to provide a snapshot of the 
session. Documentation shall reflect that 
the participant/parent/guardian’s primary 
concern(s) and/or interest(s) was addressed. 
Documentation should be concise and 
include approximately one to three 
sentences. 
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