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POLICY – PROCEDURE

	SUBJECT:  
Child File Track
	WRITTEN BY/(HS) COMPONENT: Child Development  
	EFFECTIVE DATE:



	PROGRAM APPROVAL:  

	

	APPLIES TO:  
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POLICY

Child files are maintained digitally in the data system and forms needing a signature are maintained in the child’s paper file.

PROCEDURE
The following forms are maintained in hard copy, and the results are entered into the data system.  A copy of this policy/procedure is placed inside each child file with staff’s initials entered as each form is filed. This form is also used by Child Development Services Supervisors (CDSS) to do file reviews. After the file review is completed a copy will be given to the teacher so that he or she will know what to fix, once the teacher is done they will pass it to the Family Service Educator  (FSE) so that he or she can fix whatever they need to. The copy will then come back to the CDSS initialed as to what has been fixed. If concerns are noted by the CDSS regarding the FSE’s work he or she will notify the Family Services Manager. 
 Child Name_________________________
  Classroom__________________________
Staff Initials

Form









________    
Record of Access and Disclosure





Family Service Folder (blue)                               
________
Emergency Form  w/ Correct date (attach teacher’s action protocol if applicable) Only have one emerg. Form


in the blue folder. Old emergency forms needs to be archived to the purple folder.). 
________
Attendance Plan 

________
Confidentiality Agreement 
________       
Court Documents (if applicable)

________
Head Start Application (if CIS documentation or other documents are attached place in appropriate area. Application 
                              must have a parent signature, ERSEA signature and dates).
________
Criminal History letter (if received)




Health Service Folder (yellow) 

________
Permission to Exchange Confidential Information / ROI (1 per provider)
________
CIS & Immunization Alert (Signed, dated, and copy of parent’s immunization card if available)
_________
Child & Adult Food Care Program Child Enrollment Form (copy) (must have site name on it).
________
Well Child Exam (must be initialed & dated by the FSE & HSS)
________
Health Follow-up Chart Notes / Referral Request Form, Evaluation results 
________
Medication Authorization
________
Medication Administration Logs 
________
USDA Food Substitution Form

________
Hearing Screening Results / Referral Request Form, Evaluation results
________
Vision Screening Results / Referral Request Form, Evaluation results
________
Dental Exam (initialed & dated by FSE &HSS)
________
Dental Follow-up and Treatment

________
Correspondence w/Providers

________
Parental Refusal Form

________
Health Related Support Request Form
________
Other
Special Services Folder (green)
Early Intervention

________
Consent for Exchange of Information

________
Referral Form

________
 IFSP

________
Statement of Eligibility

________
Previous testing and/or current evaluations (chronological)

________
*Include speech screening if failed

________
Notice of Team Meetings

________
Weekly Data Sheets

________
Transition Forms

________
Outdated IFSPs and forms (chronological)

Mental Health

________
Mental Health In-House Referral

________
Mental Health Parent Permission

________
*Include screening if failed

________
Mental Health Observations

________
Meeting Notes

Behavioral Support
________
Functional Analysis

________
ABC Observation Form

________
Classroom Behavior Support Plan Development Forms

________
Classroom Positive Behavior Support Intervention Form

________
Behavior Data Sheets

________
Observation and Meeting Notes




Education Service Folder (red)

________
Permission Form 

________
Speech Screening Tool w/ EI cover sheet 
________
Developmental (ASQ)

________
Soc.Emo./Screening Tool (ASQ-SE)
________
Child Assessment Progress Reports
________

________

 ________            Kindergarten Transition Forms

________
Child Sign-in/Out sheets 



Child Portfolio (manila)
                      ________             Child Portfolio
                      ________
                      ________

                      ________
Archived Paperwork (purple) (old emerg forms, pte’s, etc)


________
Returning Children’s last years paperwork 

              The following items are maintained online in either data system.
Family partnership meeting reports, Child Health Information
Child assessment observations and reports, Nutrition History Form 
Contact Notes

Staffing Notes
   Policy complies with Head Start Performance Standard 1304.51(g) in the Management Systems and Procedures section.


