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Pocatello/Chubbuck Head Start uses the Head Start Family Information System (HSFIS) for computer based record keeping of program services information.  This program is overseen by the local HSFIS Administrator who assigns user rights to all program staff depending on their specific job and area of need.
PROCEDURE

1.
New staff will be entered into the HSFIS system by the Program Secretary, who then sends the information to the HSFIS Administrator.
2. The HSFIS Administrator ensures the basic staff information is correct and sets up the staff’s access rights in HSFIS in the Staff Browser, User Account form.
3. Staff will have access to only the information necessary to do their job.  As an example, a teacher assigned to classroom 1 will only be able to access child/family information to children in that specific class.

4.
Staff will log in to HSFIS with their own private password.  Staff will not share this with others, nor will they attempt to use other staff’s credentials to use HSFIS.
5. For most areas of HSFIS, staff will have Read and Write ability.  Some areas may be limited to Read only.
6. Due to the potential to inadvertently lose data, the “Delete” option is disabled for most staff.  Should something be entered incorrectly, the staff will need to contact the HSFIS Administrator to make the necessary corrections.

7. Staff training will occur in the beginning of each year and will continue throughout the year one on one with staff members.

8. HSFIS contains many built in reports, as well as additional options to write or modify reports.  For additional information or to request a report, contact the HSFIS Administrator.
9. As in all areas of the program, information in the computer based system is confidential.  When staff are away from their workstation (computer), the HSFIS program should be closed and the computer should be shut down or locked or staff logged off in order to maintain confidentiality.
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