

Procedure 5-14


Child & Family Development Programs

Child File Set-Up

PLEASE REVIEW WITH ALL CENTER STAFF

INSTRUCTIONS:

File Setup:

Each file will contain colored component files to match color codes in the SOAP system of documentation. Filing system needs to be set up in the following manner:

Health (Red)

Social Services (Green)

Education (Blue)

Special Needs (Black or alternate file folder color available)

SOAP

Color of mental health entries will depend upon point of origin, e.g.: family counseling is social services (green), student counseling in education area (blue), health related is red.

The SOAP file should have form1-81 stapled to the front cover with any notations about allergies, custody, etc.  On the left inside cover, place the signature page, followed by the table of contents.  On the right side, starting with the first page on the bottom and pages in order to the top are SOAPS.  Each entry will be written in corresponding color to the topic and given a letter and number combination code.  (Please review SOAP training for entry guidelines.)

Two Family File:

Once files are blended they cannot be altered. If the need arises to separate future information, simply begin separation process as described on page 4.

Returning Children:

The previous year’s file contents should be placed in a separate file. 

These items need to be moved forward to the current year’s color coded sections:

Red - Health History Form 3-44, Certificate of Immunization Status, any other center specific documents including forms 3-22 and 3-23  when treatment is still needed or exam dates expire sometime during the current school year and nutrition analysis when recommendations are made and can be reinforced.    
Green - Application Form 5-6, Eligibility Criteria CP13, Income Verification 5-6a, FPA, Legal Papers as needed, any other center specific documents.  Family Goal to be reviewed and updated with parent at goal setting.
Blue – Individual Child Report, any center specific documents, example: behavior plans.  Forms 2-2 and 2-4 to be reviewed and updated with parents at start up.   
Black - Statement of Eligibility, Current IFSP documentation, any other center specific documents

SOAPS - **This file does not change, and the entire file is moved to the current year. 

The SOAP file shall have a new 1-81.  Codes from the previous year will be continued for the current year, for example Well Child Exam coded C4 last year will be C4 for the current year.  SOAP pages will be continued with a notation at the end of the previous year and the beginning of the current year.
All Files

SOAP FILE INCLUDES:
· Sign-In Sheet For Child’s File (1-81)
· Signature Sheet for SOAP Files (5-10a)
· Table of Contents (5-10b) SOAP (5-10)
· Staffing Form (5-11)or Staffing written in SOAP
· Profile information from recruitment     
HEALTH FILE INCLUDES:

· CIS Immunization form w/ parent signature     
· Permission Slip for Children (5-1)

· Developmental Health History (3-44)

· Emergency Notification Card (3-11)

· Hearing Screening Form

· Vision Screening Form  
· Dental Statement  (3-22)

· Health Statement Document (3-23)

· Nutrition Analysis or Nutrition Information Summary 3-36

· CP-2a 45 Day Tracking 

· CP-2b 90 Day Tracking 

· Communication/Correspondence

· Health Services Policy (3-9)

May also contain:

· “Ouch” (3-1)
· Report of Accidents to Participants Reports (3-21)

· Exclusion Notice (3-19a)
· Height & Weight Graph (ChildPlus)

· Nutrition Survey Form 3-6 or 24 Hour Diet Recall (3-34)
· Medical Statement for Food Substitution (3-12)

· Medication Permission Slip (3-8a), if needed  

· Head Lice form (3-18a)

· Individual Care Plan(3-46)

· Asthma Information (3-48)

· Permission to Exchange Confidential Information 3-7

· Mental Health Consultants notes/Reports

· Mental Health Referral Form (CP-11)

· Preschool Health Exam from Tillamook Multi-Modular Exam
SOCIAL SERVICE FILES INCLUDE:
· Application (5-6)

· Income Verification Worksheet  (5-6a)

· Eligibility Priority Criteria  (CP-13)

· Family  Plan & Goal Sheet and Family Goal Worksheet (5-4), unless 2 family file

· Child Plus Family Transactions (CP-5) unless a 2 family file

· Confidentiality Statement (1-20a) unless 2 family file

· Volunteer Declaration (1-71) unless a 2 family file

· Memo’s or correspondence to families, unless 2 family file

· Family Interest Survey (4-7) unless 2 family file

· Enrollment/drop form (CP-1)

· Social Service Home Visit (5-23)

May also contain:

· Transportation notes

· CTA forms (4-9 through 4-9e)

· Change of Status  (CP-3)

· Child Supplemental Family Member Information  (CP-4)

· Permission to Exchange Confidential Information 3-7

· Absentee follow up 5-16

· Notes from parents (absence)
EDUCATION FILE INCLUDES:

· General Permission (2-28)
· Child Guidance (2-27a) 
· Individual Planning (2-7)
· Home Visit (2-6), unless 2 family file 
· Specific Field Trip Permission (2-11)
· DIAL 3 Record Form 
· DIAL 3 Parent Questionnaire 

· DIAL 3 / developmental screening results reported on CP2a 

· About My Family (2-4) 

· Learning Profile 2-2 

· Talking About Touching Permission letter (2-18) 

· DECA and Individual Child Profile (separate parent part of 2 family file) 

· Home Visit Agreement letter (2-12) 

· TS GOLD Family Conference Form 

· Individual Child Report (printed at year end after finalizing or when child drops) 
May also contain:

· Functional Behavior Assessment 
· Behavior Support Plan (PBIS/DECA)
· Behavior Tracking Forms
· Correspondence
· Authorization to Act As Parent (2-30)
· Permission to Exchange Confidential Information 3-7
· DIAL 3 Cover Sheet from Tillamook Multi-Modular Exams
SPECIAL EDUCATION FILE INCLUDES:
· IFSP 

· Eligibility Statement ECSE (MDT determination)
· Disability Worksheet (CP-8)
· ECSE Progress Reports
May contain any or all of the following depending upon services provided:

· Parent Notification of IFSP meeting (ESD Form)

· Evaluation Report(s) – special needs

· Permission for Evaluation (6-9)

· Correspondence

· Permission to Exchange Confidential Information (3-7)

· Staffing Form (5-11)
CAN FILE:

A separate file will be set up by Center Manager (No cross reference to CAN 
File). All reported information from child goes in SOAP file with the notation “program procedures followed.”A SOAP is started in the CAN file to track all information including follow up with DHS/Child Welfare.  The CAN file is kept separate from the child’s file.  

TWO FAMILY FILES: 
Separate family files may be set up when there is a change in custody (parents, foster parents, or guardians), divorce, separation or when both family members or a guardian still have involvement with Head Start. Each SOAP consists of form 1-81 stapled to the front with 5-10a and 5-10b on the inside.  It contains entries/forms listed below.  
All portions of the 1-81 will be completed on each file as appropriate.  Confidential information will not be written about either mom, dad or guardian in the Child’s file.
Two Family Files:  SOAP File for Family One 

The word parent will here after refer to parent, foster parent, or guardian

· Child Supplemental Information (CP-4) with parent 1
· Family Partnership Worksheet (5-4) with parent 1
· Child Plus Family Transactions (CP5) with parent 1
· Home Visit forms (2-6) with parent 1 and home visit SOAP entries
· Social Service Home Visit (5-23) with parent 1 and Social Service SOAP entries
· Correspondence of a sensitive nature to and from parent 1
· Volunteer Declaration form (1-71) with parent 1
· SOAP entries of sensitive nature to parent 1
· Volunteer Attendance

Two Family Files:  SOAP File for Family Two


· Child Supplemental Information  (CP-4)with parent 2
· Family Plan and Goal Sheet, Page 4(5-4) with parent 2

· Child Plus Family Transactions (CP5) with parent 2

· Home Visit forms (2-6) and SOAP entries with parent 2
· Social Service Home Visit (5-23) with parent 2 and Social Service SOAP entries

· Correspondence of a sensitive nature to and from  parent 2
· Volunteer Declaration form (1-71) with parent 2
· SOAP entries of sensitive nature to parent 2
· Volunteer Attendance

Child’s SOAP:  

· All health, special education and education forms not listed above. (As reviewed in SOAP training.)
STAFFING ENTRIES:

All Health, Education, Special Education and Social Service/Parent Involvement issues are listed in child’s SOAP unless there is a situation that requires a two family file, then only Educational, Health and Special Education would be written in the Child’s SOAP File and filed there.  Other activities, correspondence and issues would be listed in the parent’s or guardian’s separate file(s).

If a parent wants to read his child’s file that contains information from a separate household, the blended file may be copied. The confidential information in the copied file may be whited out and copied and then can be shown to the parent. No parent from a separate household has the right to read a file that contains information from another household. No original files may be altered, cut, thrown out or whited out.
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