[bookmark: _GoBack] Child Genesis Earth File Tracking
Guide for GE file review 

Child’s Name______________________________DOB:_______________

Classroom____________________________	Enrollment Year_______


Child Summary
_____              Check to see that teacher and family service educator is correct
_____	Growth Assessment: height & weight are entered after registration (within 45 days) and at other checkpoints throughout the year. 
Health & Development
_____        	Medication Authorization  
_____		Permissions
_____		Teacher’s Action Plan  
_____		Accident forms are filled out as necessary.
_____		Initial Speech Screening form filled out  
_____		Vision Screening Form filled out
_____		Childs Mental Health Assessment

Case Management Tools
_____		Emergency Form is Completed Correctly
_____		Child Abuse and Neglect forms are filled out if necessary. (Check reports for completeness and follow up.)
_____		Family staffing forms are filled out
_____		Case Notes 
		_____Are objective with proper grammar
		_____Use approved Case Note titles
		_____Case Notes are compiled under the correct titles
		_____Behavior Plan Notes entered weekly if necessary
		_____Therapist Visits entered monthly if necessary
		_____Calls for Home Visit/Conference (documenting phone calls and     cancellations, and where it will be held if not in home and why.)
Classroom and Education
_____		Developmental screening status form is filled out 
_____		Behavioral screening status form is filled out
_____		Individual Learning Plan updated 
_____	Parent/Teacher FPM notes are filled out for each Education Meeting and Conference. 
_____		Transition-Elementary School filled out

Special Needs 
_____ 	 Behavior Plan
_____	 Disability Information filled out
 

			


Reviewer Comments 









Areas of Concern w/ listed correction date:



















Reviewer’s Signature                                                                   Date______________

Supervisors verification of changes:                                             Date_____________

Teachers: fix items noted in the file and initial as done on this form, if needed give to FSE to do the same. FSE or teacher then turns form back into supervisor when corrections are made.  
Revised 1/3/2012
