Child and Family Development Programs
Form 5-11a
SITE VISIT MONITORING AT: 
Date:                 Participants:                                   Recorded by:                                      
            
	TOPIC
	INFORMATION SHARED
	DECISION REACHED -
ACTION TO BE TAKEN
	BY WHO - M
	TIMELINE



	FOLLOW-UP ITEMS TO REVIEW FROM PREVIOUS SV:  
	Completed items/actions are noted on past SV notes posted on Google Drive with the comment “complete.”  On-going items/actions are noted as “pending” or “in-process” with the summary or topic brought forward.  
	Action / Plans:  new or current status  
	 CM, AS
	TBD

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	CENTER MANAGER AGENDA ITEMS & QUESTIONS
	Topics identified and listed by CM
	Decision / Action / Plan
	CM, AS
	TBD

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	FOLLOW-UP ITEMS TO REVIEW FROM OFF-SITE MONITORING:  
	Items monitored by Area Supervisor and/or program specialists.  
	Decision / Action / Plans 
	CM, AS
	TBD

	CP Reports
	
	
	
	

	TS Gold: documentation, checkpoint, planning, communication, reports
	
	
	
	

	HV Excel Reports:  
	
	
	
	

	Health Specialist Monitoring Communication
	
	
	
	

	Review of Staff and Parent Meeting Minutes
	
	
	
	

	Review of MHC observation Minutes 
	
	
	
	

	AREA SUPERVISOR VERIFICATION of CM MONITORING
	CM monitoring (H & S log, files, lesson plans, observations, 30/45/90 day status, home visits) AND verify use of supporting documentation 5-11 Conferencel Forms
	Decision / Action / Plans
	CM, AS
	TBD

	Monthly monitoring of CP2’s against CP Reports and all related CM documentation
	
	
	
	

	Weekly full file reviews and all related CM documentation
	
	
	
	

	Transportation Safety Education - 30 DAYS
	
	
	
	

	Developmental Screening - 45 DAYS
	
	
	
	

	Sensory (hearing/vision) 45 DAYS
	
	
	
	

	Growth Assessment (H&W)
	
	
	
	

	Nutrition Assessment/Analysis - 90 DAYS
	
	
	
	

	Medical (health, dental, MH) - 90 DAYS
	
	
	
	

	Family Partnership Established - 90 DAYS 
	
	
	
	

	Home Visit Status (Ed & SS)
	
	
	
	

	TSG (documentation, checkpoint, planning, communication & reports)
	
	
	
	

	PBIS Action Plans
	
	
	
	

	CCIC Plans
	
	
	
	

	CLASS PD Plans
	
	
	
	

	H & S 
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	NEW ITEMS – SITE VISIT AGENDA:  
	Refer to and use Form 1-3 as agenda guidance (info shared, observations, human resources, training and mentoring)
	Decision / Action / Plans  
	CM, AS
	TBD

	CAN
	
	
	
	

	ERSEA
	
	
	
	

	Health & Safety
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	AREA SUPERVISOR ON-SITE MONITORING
	Meal Service, In-depth file review, classroom observations, H & S, etc.  
	Decision / Action / Plans
	CM, AS
	TBD
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