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Great guardians bring skills and tools to the start of a new working relationship. Professional guardians have 
their favorite documents and preferred ways to begin, but may easily skip over some important tasks in haste 
or through lack of coaching.  

Family or new guardians can be overwhelmed by a list of tasks and be unclear about the order of importance. 
Without guidance, steps can be missed that lead to mistakes later on. 

This training was designed as part of our “Guardianship Basics Curriculum.” But please don’t think it is only 
for rookies. Here you will see tools or job aids in action. You can choose to download any and all of them.  
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In this virtual instructor-led training, we cover 3 large topics that answer the question “What needs to 
happen to save a person’s life, or help someone’s life improve?” 

1. Understand Your Appointment. Actions you may take before accepting the guardianship and ideas for
getting organized before your first meeting with a new client.

2. Person-Centered Planning. Many actions and activities that help you make on-point decisions for each
specific client.

3. Make Urgent Decisions. How to analyze problems that need urgent attention, document your decision-
making process, and explain how you made your decisions in case you need to in the future.

1-Understand Your Appointment

If you are lucky enough to receive pre-appointment information, you may be able to request specific powers 
or actions be added to the order/decree. Without this advance input, Guardians need to look closely at your 
decree or order when you receive it. 

TAKE ACTION IMMEDIATELY 

✓ Begin to organize information into a
face sheet/fact sheet electronic form or app.

✓ This can cue you to ask for facts, documents and contacts so
you can begin to understand this new client.

✓ Evidence of incapacity, petition, proposed decree, list of
Diana’s people with contact info, ID number for Diana, her
home address, etc.

✓ Take opportunity to have edits
and corrections made to the proposed decree before
court hearing, when possible.

ORGANIZE WHAT YOU KNOW SO FAR INTO A SINGLE 
DOCUMENT, APP, OR PROGRAM 

Make it easy to find names, numbers, and facts all in one place. 

On the next two pages you will see the document Diana’s guardian 
selected. It is an excel spreadsheet called a Face-Fact Sheet. 

You may download this tool and use it for your own guardianship 
cases in Excel format or pdf format. 

https://training.guardianshipcenter.org/catalog/info/id:149 

• 66F

• BIBA to ED unconscious from

apartment 4 days ago

• Diagnosed with type 2 diabetes

• Gangrene in left foot

• Cataracts

• Condition stable, foot amputation

recommended

• Ex-husband local

• No children

• Room 1608

https://training.guardianshipcenter.org/catalog/info/id:149
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UNDERSTAND YOUR ORDER or DECREE 

Even when you have seen many orders or decrees, it is worthwhile to be sure you review what the judge has 
ordered for the specific new client. 

This graphic reminds us what guardians of the person are assigned to make decisions about, typically. It shows us 
what guardians of the estate are assigned to make decisions about, typically. Your state may use the term 
“guardian” or the term “conservator” differently than is shown. The important message here is to be sure you 
understand what is expected of you. Expectations include whether the authority is full or limited, and due dates 
for reporting. 

 

Why is your calendar important enough to include as a “tool” or “job aid?” 

 

 

 

 

 

 

 

 

 

 



 The First 60 Days: Best Practices for Starting a New Guardianship  
 Training Participant Guide 

https://training.guardianshipcenter.org/                    Page 6 

 

BE MEETING READY 

 

What might a great guardian bring to a first meeting? 

 

 

 

 

 

Is it okay to drop in at the hospital and meet with Diana at your convenience, or are there people you 
should schedule time with?  

 

 

 

 

 

2-Person-Centered Planning 

How well do you understand “person-centered planning?” Which is the best definition? 

A. A documentation and planning process that focuses on an adult’s best interests; considers past 
decisions and relationships and makes decisions that provide change to improve safety,  
security and health.  

B. A court-tested program of approaches for decisional-support that includes identifying a person’s 
areas of challenges; relieving the person of the burden of being involved in upsetting decision-
making; instituting changes to keep person safe and happy; minimizes conflict. 

C. Approaches designed to guide change in an adult’s life; carried out in alliance with the person; 
providing positive control over the life the person desires and finds satisfying; values the person’s 
current and future contributions to their community and supports respectful relationships. 
 
 

Why is person-centered planning at the heart of a guardian’s work? 
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5 ACTIVITIES SUPPORT PERSON-CENTERED PLANNING 

These 5 activities are not always completed in this specific order. However, it is wise to visit, observe, assess and 
interview before making urgent decisions. 

 

 

VISITS 
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Download Contact Notes https://training.guardianshipcenter.org/catalog/info/id:150  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://training.guardianshipcenter.org/catalog/info/id:150
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Download Guidelines Card here: https://training.guardianshipcenter.org/catalog/info/id:267  

  

https://training.guardianshipcenter.org/catalog/info/id:267
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Download Bill of Rights Job Aid here: https://training.guardianshipcenter.org/catalog/info/id:259   

https://training.guardianshipcenter.org/catalog/info/id:259
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OBSERVATION + ASSESSMENTS 

We combine these two activities because observation skills are needed to use assessment tools. 

Observation skills involve looking, listening and understanding facts. We can observe what someone is doing 
(activities, body language) or saying (words and tone). We can observe someone’s appearance (clothes, 
cleanliness, change of hairstyle or piercings, and physical injuries). 

Documentation requires facts. Observations are facts. Include verbs of action. Not general descriptions or 
judgments. 

 

Read each statement. Is it an observation or a judgment? 

1. Diana looked alert when Dee entered the room. 

2. Diana moved her hands out from under the blanket and waved. 

3. She has no appetite. 

4. Diana opened the lid on her breakfast tray only after being prompted, then closed it without eating 
anything. 

5. She is not taking care of herself. 

6. I noticed her front left tooth is brown and has a crack in it. 

7. Diana is estranged from her family. 

8. Tears filled Diana’s eyes when she described the mean things she said to her brother. 

9. She does not understand what’s happening to her. 

10. She stated, “I thought I had a black sock on and couldn’t get it off.” 
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Download this tool at https://training.guardianshipcenter.org/catalog/info/id:151 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

These 5 categories of adult living skils help guardians observe very specific client activitis and gain a picture of 
what the person can do.  

I. Home, Safety + Comfort Skills 

II. Social + Personal Skills 

III. Healthcare + Medical Decision-Making Skills 

IV. Financial Management Skills 

V. Values, Goals, Preferences, Dreams + Worries 

 

How does a skills assessment help with person-centered planning? 

 

 

 

 

 

https://training.guardianshipcenter.org/catalog/info/id:151
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INTERVIEWS 

Great guardians uncover information from clients + others. Interviews are different than observations and 
assessments.  

INTERVIEWS OBSERVATIONS + ASSESSMENTS 

• One-to-one conversations where specific questions are 
asked so guardian can learn: 

o Facts from one person’s viewpoint on various topics 

o Opinions and past experiences that clarify one 
person’s viewpoint 

o Stories and anecdotes that enhance your 
understanding 

• Facts seen and heard by the 
guardian 

• Client skills compared to 
commonly used scales of adult 
capabilities for independent living 
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CONVERSATION STARTER Questions List 

Get to know your client. Create interactive conversations that draw out facts to help you know someone well. Use 
this list as a starting point for interviewing clients, their loved ones, caregivers, etc.  

 

1. CURRENT SITUATION + IMMEDIATE PAST HISTORY 
• What can you tell me about the the situation that brought you here? [What happened to NAME?] 
• Have you been struggling with this for a while? [How long has NAME been struggling with this?] 

2. HEALTH 
• How are you feeling? [Have you noticed changes in NAME’s health? What? When?] 
• Are you better today? 

3. FOOD/APPETITE 
• How is the food? [What can you tell me about NAME’s appetite or eating habits?] 
• Are you hungry? 
• What are your favorite foods?  

4. PETS  
• Do you have pets, do they need attention right now? [Does NAME have any pets that need to be 

taken care of right now?] 
5. HOME LIFE 

• How do you like where you live? [Does NAME say anything about wanting to move or feeling 
dissatisfied about where she/he/they lives?] 

• Is there someone you want to live near?  
6. UNMET NEEDS 

• What do you need? Is there anything I can bring you? [What do you think NAME needs?] 
7. ACTIVITIES + FREEDOM 

• What do you like to do with your time? [What do you and NAME do together? Can you tell me about 
activities she/he/they enjoys?] 

8. IMPORTANT PEOPLE 
• Who are the most important people in your life? [Who are the most important people in NAME’s 

life?] 
• Anyone you need me to contact? 
• Who can help me get to know you better? 
• Who do you trust to talk with me? 
• Anyone you don’t want me to talk to? 

9. EMERGENCY SITUATIONS 
• I see you have [name] listed as your emergency contact. Is it okay if I contact [name]?  
• Who else might you want to know about what’s happening with you? 

10. PLANS FOR AGING + DEATH 
• Have you made any arrangements for the future such as a living will or plans for burial? [Have you 

and NAME discussed plans for aging such as a living will or funeral?] 
• Would you like to tell me about how you feel about long-term care if you get very sick? What you will 

or will not want to have happen to you? 
11. SAFETY 

• Do you feel safe where you are now? [How safe is NAME where she/he/they lives now? Does 
she/he/they have guns or are there people around her/him/them with weapons?] 

• Do you feel safe at home? 
• Anyone or anyplace you want to avoid? 
• Do you own any weapons? 
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Visits typically help to uncover urgent actions. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What urgent issues or actions have been uncovered for Diana Dawes? 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Urgent Decisions 
typically involve 

physiology + safety 
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3-Making Urgent Decisions 

DEFINITION 

In guardianship, urgent decisions can be defined as topics to take action first or immedately. 

In business, urgent decisions can be defined as actions taken without the usual due diligence or process. 

For guardians, even though speed is necessary, thorough decision-making is required. 

 

 

 

You may download this tool as an Excel Spreadsheet and use it for your guardianship work. Find it here: 

https://training.guardianshipcenter.org/catalog/info/id:260  
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DIANA’S DIABETIC NEUROPATHY (is a name you might choose for this file) 
 

Use this space for notes on this case: 

 

 

 

 

 

 

 

 

Section 5 of the “6-Box Professional Q+A” reminds guardians to refer to the “Standards of Practice” or 
published by NGA. Our version capsulizes the standards into an easy-to-use job aid we call “Ethical 
Principles.”  

Which of the 21 “ethical principles” apply to this decision we are discussing? 

 

 

 

Download this job aid at https://training.guardianshipcenter.org/catalog/info/id:208  

https://training.guardianshipcenter.org/catalog/info/id:208
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CLIENT CASES ARE VERY DIFFERENT FROM ONE ANOTHER. TOOLS & PROCEDURES CAN BE THE SAME. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Final Review 

1. The first 60 days is rarely a casual “get to know you” period. Courts expect Guardians to take control and 
help the person immediately.  

2. Explanatory “leave behinds” can help someone get comfortable with your good intentions, availability, 
and the facts about guardianship. 

3. Assess a client’s capabilities rather than focus on challenges or incapacities. Find the coachable skills and 
the right people to do the coaching to bring positive change to someone’s life. 

4. Interview everyone but make it conversational. 

5. Document every conversation/contact to help you with accurate reporting. 

6. Person-centered planning requires visits, observation, assessment, interviews and the making of urgent 
decisions. This can mean a dozen contact records (or more) are completed during early weeks. 

7. Urgent decisions must involve thorough decision-making procedures. The “6-Box Professional Q+A” tool 
can help you make decisions then explain them to others, if needed. 

8. If written tools (that we offer at no charge) are not for you, look for software and apps that get and keep 
you organized.  

 

                             
                                                           

               

            

               
                     
                  

                         
                         
                       

                    
                             

                             
                    

           

            

                    

             

                     

                  

                     

                   

                      

                 

                    

                       


