

Procedure 5-14


Child & Family Development Programs

Child File Set-Up

PLEASE REVIEW WITH ALL CENTER STAFF

FILE SETUP:

Each file will contain colored component folders with SOAP pages. The color of ink used will match the component color.  The filing system will be set up in the following manner:

Table of Contents (Manila)

Education (Blue)

Social Services (Green)

Health (Red)

Special Needs (Purple Folder – Black Ink)
The staffing forms will use the appropriate colored ink that corresponds to the colored component folder.
Color of mental health entries will depend upon point of origin, e.g.: family counseling is social services (green), mental health assessment and behavior observation (blue) and child mental health counseling related is red.

Each component folder will have the SOAP pages Form 5-10 on the right side and the supporting documents on the left.  

The Table of Contents folder: Important information such as notations about allergies, custody, etc., will be attached to the outside front of the contents folder.  Form 1-81 will be attached to the left inside of the folder.  Each item that is sent to Admin or taken on a home visit must be recorded on the 1-81. All CP2 forms will be kept under the Form 1-81.  All other CP forms will be kept in the appropriate component file.  
On the right side of the manila folder place the signature page, followed by the table of contents.  The Table of Contents page is the place to list all entries and activities as documentation of our efforts to provide services and support to children and families (the SOAP pages will be placed in the color coded component folders and will have the narrative written in them).  Each entry will be written in corresponding color to the topic and given a letter and number combination code.  Each file will contain the program wide codes and family specific codes. The Table of Contents codes will match the component file SOAP entries. 
Each colored component folder will have a content sticker that will be attached to the file.  This sticker will list the actual documents that must be in the component folder.  Information will be checked as completed.   The Table of Contents folder will have a sticker with those things listed that we need to record but do not necessarily have an actual document that we can put in the component folders.
The item on the top of the sticker will be on the top of the stack in all folders.  Each folder will have standard prong fasteners to secure all folder contents.

CODING:

Each folder will contain program wide specific coding and individual family/child coding.  The only significance codes hold is to ensure effective and efficient tracking of requirements and services.  There is NOT any other priority or significance regarding the codes.  (In the past, codes signified the order of entries in the SOAP, like A1 came before A2).  The codes no longer signify order. 

The following codes and descriptions will be used program wide:

EDUCATION:

 A1: Child Observations (developmental)
 A2: Absence *
 A5:  T.S. Gold Family Conference form shared with parent
 A6:  Development & Learning Report (shared in-person/shared on-line)
A8:  Developmental Screening.

 A9:  Behavioral Screening
A10: Child Learning Profile

A11: Individual Child Planning Form (2-7)

A12: Home Visit

A13: Family Staffing

A14: PTC

· If absenteeism is unexcused and lasts for more than 3 consecutive days, a 5-16 would be completed and that would generate entry into another component file – and possibly two other component files.  For example: if the absence was 4 consecutive days, you contact the family and complete a 5-16 which would be documented in the social service file.  Let’s say the family told you the reason for the absence was an unexpected medical emergency for the child, that would generate another entry – one in the health file.  Each entry would cross reference the other entries.  Example:  A2(B14&C21)
SOCIAL SERVICES:

B1: Recruitment Efforts (Once an application is received, a Table of Contents and SOAP page are created.  B1 will track efforts for recruitment such as phone calls, scheduling, etc.)

B2: Family Profile

B3: Eligibility

B4: Parent Insurance

B5: Enrollment Status: Waitlist, welcome back, or selection letter.

B6: Orientation (Copy of orientation agenda with parent signature)
B7: Family Partnership established (Meaningful Relationship)
B11: Family Goal

B12: Home Visit
B13 Family Staffing
HEALTH:

C1: Allergy
C2: Food Substitution
C3: Care Plan (If needed)
C4: Child Insurance
C5: Immunizations
C6: Nutrition: 3-7 Permission, 3-6 as needed 

C7: Height/Weight/BMI
C8: Vision Screening
C9: Hearing Screening
C10: Incident Report (3-21)
C11: Fluoride

C13: Staffing
C14: Medical Home (can be parent report)
C 15: Medical Care Status (from health professional: up-to-date/not up-to-date)
C16: Medical Well Child Exam (from health professionals)
C17: Dental Home (can be parent report)
C18: Dental Care Status (from health professional: up-to-date/not up-to-date)
C19: Dental Exam (from health professional)
C20: Milk Substitution

C21: Asthma
The category of Special Services would be used if there is a suspected or diagnosed disability.  If, on the application, there is a concern, that would generate a Special Services folder and SOAP entry. 

SPECIAL SERVICES:
D1: Disability Status (Concern or Diagnosed)
D2: Statement of Eligibility

D3: IFSP

D4: ESCE Progress Report

D13: Staffing
RETURNING CHILDREN:

The previous year’s file contents should be placed in a separate file, keeping components together and label each component. 

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

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

Blue – The Education SOAP page, Individual Child Report and any center specific documents, example: behavior plans.  Forms 2-2 and 2-4 to be reviewed and updated with parents at start up.   

Green – The Social Service SOAP page, Application Form 5-6, Eligibility Criteria CP13, Income Verification 5-6a, Intent to Continue Enrollment (Form 5-30), Scaled Family Assessment Tool, Family Plan, Legal Papers as needed, any other center specific documents.  Family Goal will be reviewed and updated with parent at goal setting.

Red – The Health SOAP page, 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.    
Purple – The Special Services SOAP page, Statement of Eligibility, Current IFSP documentation, any other center specific documents

The component folders and Table of Content folder shall have new content stickers with the current year written on the top.  Codes from the previous year will be continued 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 (Form Order):
TABLE OF CONTENTS FOLDER CONTENTS:
Right Side:

· Signature Sheet for SOAP Files (5-10a)

· Table of Contents (5-10b)
Left Side:
· Sign-In Sheet For Child’s File (1-81)
· CP2 forms
EDUCATION FOLDER INCLUDES:

Right Side:

· Form 5-10

Left Side: Top of list would be top of file:
· TS Gold Individual child report printed at year end or when child withdraws

· Family Staffing

· Home Visit form

· Individual Planning Form 2-7
· Specific Field Trip 2-11

· Family Conference Forms (TS Gold & Shared with family)
· Authorization to Act as Parent (2-30)
· Developmental & Behavior Screening ASQ & ASQSE
· PBIS Forms

· About My Family 2-4
· Child Learning Profile 2-2
· General Walking Field Trip Permission 2-28
· Child Guidance Policy 2-27a
· Talk About Touching Permission Form 2-18
· Home Visit Agreement letter. 2-12
May also contain:

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

· Classroom Mental Health Behavioral Assessment

· Functional Behavior Assessment 

· Behavior Support Plan (PBIS/DECA)

· Behavior Tracking Forms

· Correspondence

· Permission to Exchange Confidential Information 3-7

· Developmental Screen Cover Sheet from Multi-Modular Exams

SOCIAL SERVICE FOLDER INCLUDEs:

Right Side:

· Form 5-10

Left Side: top of list is top of file:
· Staffing form

· Family Goal 5-4
· Application (5-6)
· CP 4 Supplemental Family Member Information

· CP 3 Change of Status

· Legal papers

· Family Correspondence, unless 2 family file
· Family Transactions (CP5)

· Reciprocal Relationship Established (CP5)

· Scaled Family Assessment Tool
· SS HV forms

· Family Interest Survey (4-7)
· Volunteer Declaration (1-71)
· Confidentially Form (1-20) unless 2 family file
· Orientation Agenda

· CACFP Food Program Enrollment Form

· CP1 Enrollment/Drop Form

· 5-30 Intent to Re-enroll

· CP13 Eligibility Priority Criteria

· 5-6a Income Verification

· Eligibility Documents
· Enrollment Status (Wait List, Welcome Back, Selection)
May also contain:

· Transportation notes

· CTA forms (4-9 through 4-9e)

· Permission to Exchange Confidential Information 3-7

· Absentee follow up 5-16

· Notes from parents (absence)
HEALTH FOLDER INCLUDES:

Right Side:

· Form 5-10

Left Side: Top of list is top in file:
· End of Year Health Summary

· Emergency Form 3-11

· Staffing Form

· Care Plans 3-46 (If needed)
· Asthma Information 3-48, if needed.
· Food Substitutions (USDA or 3-1)
· Milk Substitutions (USDA or 3-1)
· Correspondence

· Exclusion (3-19/3-19a)
· Head Lice (3-18/3-18a)
· Incident report 3-21
· Dental Home
· Dental Care Status Determination

· Dental Exam 3-22
· Medical Home
· Medical Care Status Determination
· Well Child Exam (3-23)
· Fluoride
· Nutrition Information: 3-7 permission, 3-6 as needed

· Height/Weight/BMI
· Vision Screening: Casey Eye form

· Hearing Screen: Pilot form

· Immunization Record

· Mental Health Services, Observation and Action Form
· Mental Health Evaluation Permission Form 6-9

· Health Services Policy 3-9

· Health History 3-44
· Permission Slip for Children (5-1)
May also contain:
· Medication Permission Slip (3-8a), if needed  

· Permission to Exchange Confidential Information 3-7

· Mental Health Consultants notes/Reports

· Preschool Health Exam from Multi-Modular Exam
SPECIAL SERVICES FOLDER INCLUDES:
Right Side:

· Form 5-10

Left Side: Top of list is top in file:
· Family Staffing

· Correspondence as needed

· ECSE Progress Report

· CP8 Disability Worksheet

· IFSP Signed

· Statement of Eligibility

· Evaluation Report

May contain any or all of the following depending upon services provided:

· Parent Notification of IFSP meeting (ESD Form)

· Permission to Exchange Confidential Information (3-7)
ENTRY: When an entry is made, the staff person will put their initials in the “Who” box next to the end of their entry.  An entry will contain narration.  The words, “See form” will only be used at the end of the narrative, if applicable.  When an action or plan is made, follow-up is needed and will be identified by printing “PLAN:” prior to typing the action or plan.  All entries must be printed in a clear and legible manner.
When documenting home visits, the contents will contain the number of the home visit (example: HV #1, HV #2, etc.) and will be SOAPed in the Ed or SS folder with the same code and number as the contents file in addition to the narrative from the home visit.  If a home visit was planned and canceled (for example, HV #3), the contents will contain HV #3 Canceled with the date it was canceled.  The folder would then state, “HV #3 canceled” with the reason.  If home visit number 3 is canceled again the contents would again list HV #3 canceled with the new canceled date and the folder would again list HV #3 canceled with the reason.  Each folder entry listing the HV number and reason will also contain a PLAN.
FOLLOW-UP NEEDED: Each entry will be documented by staff initials indicating who wrote the entry, if there is follow up needed there will be a ( (checkmark) made in the appropriate “Referred To” box, and staff initials (not position or DST) will be identified in the Referred To box.  The exception is during recruitment activities and before children have been assigned to a classroom, you may use the position and classroom (PM1Teacher) until the staff person is known. 
FOLLOW-UP COMPLETE:  Once the follow up is complete, the ( (checkmark) will have a line through it, resulting in an X, indicating the follow up is complete in both the SOAP and Table of Contents folder.  
CAN FILE:

A separate file will be set up by Center Manager (No cross reference to CAN File will be made in the child/family file). All reported information from child goes in Table of Contents folder with the notation “program procedures followed.”A SOAP folder 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 FILE:

Once folders are blended they cannot be altered. If the need arises to separate future information, simply begin separation process as described in this procedure.

TWO FAMILY FILES: 
Separate family folders may be set up when there is a change in custody (parents, foster parents, or guardians), divorce, and separation or when either family members or a guardian still have involvement with Head Start. Each Table of Content folder will consists of form 1-81 with 5-10a and 5-10b.  It contains entries/forms listed below.  
Confidential information will not be written about mom, dad or guardian in the Child’s file.
Two Family Files:  Social Service folder for Family One 

The word parent will here after refer to parent, foster parent, or guardian.
Right Side:

· Form 5-10

Left Side:

· Staffing Form: Plan and/or follow-up written in SOAP 
· Scaled Family Assessment Tool and Goal Sheet (5-4) with parent 1

· Child Supplemental Information (CP-4) with parent 1
· Correspondence of a sensitive nature to and from 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 (2-6) with parent 1 and Social Service SOAP entries
· Volunteer Declaration form (1-71) with parent 1
· SOAP entries of sensitive nature to parent 1
· Volunteer Attendance
Two Family Files:  Social Service folder for Family Two


Right Side:

· Form 5-10

Left Side:

· Staffing Form: Plan and/or follow-up written in SOAP 
· Scaled Family Assessment Tool and Goal Sheet (5-4) with parent 2
· Child Supplemental Information (CP-4) with parent 2
· Correspondence of a sensitive nature to and from parent 2
· Child Plus Family Transactions (CP5) with parent 2
· Home Visit forms (2-6) with parent 2 and home visit SOAP entries

· Social Service Home Visit (2-6) with parent 2 and Social Service SOAP entries
· Volunteer Declaration form (1-71) with parent 2
· SOAP entries of sensitive nature to parent 2
· Volunteer Attendance for parent 2

Child’s Folders:  

Right Side:

· Form 5-10

Left Side:

· All health, special education and education forms not listed above.
STAFFING ENTRIES:

All Health, Education, Special Education and Social Service/Family Engagement issues are listed in child’s file 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 File and filed there.  Other activities, correspondence and issues would be listed in the parents or guardians 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.
If files are requested for subpoena see Procedure 5-22.

Closing files see procedure 1-44.

Updated: 08/15

                    Page 4 of 9

