DRAFT CP Policy 15

COLUMBIA PACIFIC HEAD START

Policy for Maintaining Child Plus Data Entry

1. Center Managers will check management reports four (4) times a year against child files and their own management systems.

2. The Director and Assistant Director will conduct regular onsite visits to maintain reporting accuracy.  At least one child file will be reviewed during visit to monitor center tracking system.
3. PIR reports will be reviewed three (3) times a year. A final review will occur on the first of May to analyze inconsistencies and determine any additional data needed to complete the report.

4. The system will track FPA’s and home visits, as well as any follow-up planned, executed and completed. Center Managers will review reports for accuracy  and submit changes as appropriate.
5. Child Plus and Management tracking forms will be reviewed monthly at Leadership meetings to confirm accuracy and to assure that health services are on target.

6. Centers will maintain a file containing all returned CP documents until June 15th.

