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POLICY

An effective and efficient record keeping system will be maintained to provide accurate and timely information regarding children and families.  Confidentiality of these records must be assured as per the program confidentiality policies.

PROCEDURE

1.
As per program policies & procedures, all staff will complete the required and appropriate data entry into the HSFIS program for documentation regarding child and family and for use in program reporting.

2.
A Family Binder will be assembled at the beginning of the school year. 

a.
The front of the binder will contain an access log.  All staff outside the classroom team (teacher, assistant, family service staff) will sign entry on the access log.  

b.
Behind the access log will be a Guide.  This guide will give direction as to the whereabouts of any documents not maintained in the binder (as they are working documents for other staff).

c. This binder will be divided by tabs for the following areas: 

i. legal documents – which include court orders, etc.

ii. enrollment/application – which includes enrollment form,  application,  screening criteria/intake checklist, and agreement of understanding  

iii. family services – which includes the family partnership agreement and family service home visit forms, geno grams and eco maps  

iv. releases/referrals/consents

v. education – which includes education home visit and parent teacher conference forms, screening, Child Family Support Team (CFST)  minutes,  assessment 

vi. disabilities – which includes a copy of the IEP

vii. parent involvement – which includes the Parent Program Partnership

3.
The binder will also contain a pocket folder for all materials (see transition to Kindergarten – cumulative file) that will be forwarded to School District #25 via their cumulative folder.  At the end of the year the cumulative folder will be completed, as per District instructions, by the teacher and the information transferred into this file.

4.
Binders will be maintained in a file cabinet in the classroom (or teacher’s office when classroom is shared).  The file cabinet will be locked during non-work hours.   Teacher and Family Services Staff for the classroom will be provided with a key to the cabinet. They will be responsible for them during the school year.  Lost keys will be treated as per School District #25 procedures regarding lost keys.

5. The Program Services Assistant will provide child name cards to be placed on the spine of the binder for easy retrieval in the file cabinet.  Family Services Staff will receive the binders at intake and file the enrollment/application materials behind the appropriate tab during this time.  The binders will then be forwarded to the teachers.

6. All records not kept in the binder during the year will be placed in the binder during a federal review or other review of the program for easy access.

7. At the end of the year binders for exiting 4 year old children will be purged/readied for the next year.  Binders for returning three year old children will be stored for the summer and forwarded in the Fall to the new teacher.  

8. Data will be entered into HSFIS as follows:

a. Developmental & Behavioral Screening – by last work day in September. 

b. Health Screening – by the end of the 45 day count.

c. Child Development Plan – by last work day in November

d. Education/Family Services Home Visits & Parent Teacher Conferences – within one week of last visit/conference.

e. Activity/Service Delivery Tracking  - as need arises.

f. Attendance – entered daily.

HSFIS Data Entry by Family Services and Teaching Staff will be monitored by the Family Services and Children’s Services Managers

9. All items will be filed in the Family File at least monthly.  Family file will be monitored by the Family Services and Children’s Services Managers.

10.
This program follows the Pocatello School District #25 Policy for Retention of Records.
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