
	FRONT of BINDER:

	
	Form Name
	Update
	Copy Elsewhere?

	
	Child Release and Emergency Contact
	Immediately
	No

	
	Permanent Student Record
	End of Year
	No

	
	Comprehensive Staffing Form
	2X (Mgrs)
	No


	SECTION I: EMERGENCY AND FAMILY INFORMATION

	
	Form Name
	Update
	Copy Elsewhere?

	
	Child Application Form
	No
	No

	
	Child Eligibility Form
	No
	Director

	
	Enrollment Application – Demographics
	No
	Director

	
	Restraining Order, Custody documents, etc.
	If changed
	Director 

	
	Protected Child Agreement
	If changed 
	Director

	
	Law Enforcement of Child in Custody (if child has been removed from classroom by DHS/CW or law enforcement official)
	No
	Director

	
	Authorization to Act as Parent (if needed)
	If changed
	Director

	
	Authorization/Consent to Release and Disclose Confidential Information (as needed)
	No
	With request

	
	Parent Classroom and Volunteer Orientation
	No
	No

	
	Volunteer Interest Survey
	Volunteer file
	No


IN HOME VISIT WORKBOOK

	
	Family Partnership Agreement 
	As changed 
	HV Workbook


IN ANECDOTAL RECORD NOTEBOOK

	
	Anecdotal Record Pages
	Ongoing
	No


	FORMS KEPT in the ADMINISTRATIVE OFFICE: NOT in Child or Center Files

	
	Form Name

	
	Income Information (will be shredded after income eligibility has been verified)

	
	CACFP Enrollment Form

	
	CACFP Confidential Income Statement Form English/Spanish

	
	Conditions of Volunteer Service (Eastern Oregon University)

	
	Confidential Report of Suspected Child Abuse and Neglect


	SECTION 2: HEALTH & NUTRITION INFORMATION

	
	Form Name
	Update
	Copy Elsewhere?

	
	Child Medical Provider Information
	End of Year
	H&N Mgr

	
	Authorization/Consent to Release and Disclose Confidential Information (as needed)
	No
	With request

	
	Child Physical Exam
	No
	H&N Mgr

	
	Child Oral Health Assessment 
	No
	H&N Mgr

	
	Child Health History
	No
	H&N Mgr

	
	Consent for Well Child Screening
	No
	H&N Mgr

	
	Certificate of Immunization Status
	If changed
	H&N Mgr

	
	Medication Authorization (if needed)
	If changed
	H&N Mgr

	
	Medication Log (if needed)
	As administered
	H&N Mgr

	
	Blood Glucose Diary (if needed)
	Each meal
	H&N Mgr

	
	Parent Update Re: Medication Administration      (if needed)
	Send weekly
	H&N Mgr

	
	“Ouch” Report (if needed)
	No
	H&N Mgr

	
	Parent Letter – Exclusion - Contagious Illness  (if needed)
	No
	H&N Mgr

	
	Parent Letter – Head Lice in Center (if needed)
	No
	H&N Mgr

	
	Student Accident Report (for serious accidents in needed)
	No
	Original to Director

	
	Medical Statement for Food Substitutions             (if needed)
	No – replace if changed
	H&N Mgr

	
	Release for Sharing Nutritional Information 

(if on WIC)
	No
	H&N Mgr

	
	WIC Assessment (if on WIC) 
	No
	H&N Mgr

	
	Child Nutrition Assessment (if not on WIC)
	No
	Original - H&N Mgr

	
	Anemia Screen (if not on WIC)
	No
	Original - H&N Mgr


	SECTION 3: EDUCATION & MENTAL HEALTH INFORMATION

	
	Form Name
	Update
	Copy Elsewhere?

	
	Progress and Planning Report (TS- Gold)
	3 X Year
	No

	
	Dial 3 Protocol
	No
	No

	
	Vision Screening
	No
	No

	
	Hearing Screening
	No
	No

	
	Ages and Stages Questionnaire: SE
	No
	No

	
	DECA (if needed)
	No
	No

	
	Mental Health Observation 
	No
	Ed Sup, D Mgr

	
	Mental Health Authorization/Consent to Release and Disclose Confidential Information (as needed)
	No
	Ed Sup, D Mgr

	
	Staffing Notes for Individual Mental Health Observations    (if needed)
	No
	Ed Sup, D Mgr

	
	Mental Health Provider Log
	No
	D Mgr

	
	Parent Permission for Playgroup Participation   (if needed)
	No
	D Mgr, MHC

	
	Playgroup Staffing Notes
	No
	No

	
	Individual Behavior Plan (if needed)
	As changed
	Ed Sup, D Mgr, MHC

	
	Additional Home Visits (if needed)
	No
	No

	
	Parent Permission Slip (for walking field trips)
	No
	No

	
	Linkage Form
	No
	K. Teacher

	
	Authorization to Release Information
	No
	No


	SECTION 4: Disabilities Information

	
	Form Name
	Update
	Copy Elsewhere?

	
	IFSP Child file Checklist
	As Needed
	No

	
	Referral for Evaluation
	No
	D Mgr

	
	Individual Family Service Plan (IFSP)
	Add Revisions
	D Mgr

	
	Provider Notes
	As Provided
	D Mgr

	
	ECSE Forms:

      (  Prior Notice of Consent/Release of Info.

      (  Statement of Eligibility

      (  Evaluation Report

      (  Notice of Placement Meeting

      (  Prior Notice of Change of Services
	Replace as Changed
	D Mgr

	
	Service Provider Logs (as completed)
	As provided
	D Mgr (monthly)
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