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PROGRAM DROP FILES
Policy:  A program must maintain child records in a manner that ensures only parents, and officials within the program or acting on behalf of the program have access, and such records must be destroyed within a reasonable timeframe after such records are no longer needed or required to be maintained.
Program Drop File Procedure:

1. Early Head Start- Home-Based
Child Family Specialists

· The CFS will update the child’s recent Teaching Strategies Gold Assessment period checkpoints and place the up-to-date Development & Learning Report in the file of the dropped child.

· The CFS will ensure all Family Services Events (Family Goals & Need Identified) are up to date in Child Plus.  The CFS will ensure the PIR is completed in Child Plus. 
· The PSC will complete a Change of Status within 7 days of a child dropping and distribute. Indicate the effective date of the drop, the last day the child attended, and the reason for the drop on the Change of Status
· When a child is transitioning to another program, the CFS follows the “Procedure for EHS Transition to Head Start of Child Care” and the “Transitioning Policy and Procedure.”
· The CFS verify that the child and family files are in order according to the child and family file review sections of the “Activities and Inventory” form.

· The CFS will put the child and family files together in a 10 x 13 manila envelope with a Child Drop File label, which includes the child’s name, Center/Site name & program year. 
· The CFS will determine with the Program Services Coordinator where labeled drop files will be stored during the program year.  This must be a secured/locked location.
Program Services Coordinator

· At the end of the year, the PSC will ensure that drop files are in alphabetic order in the labeled site box.

· The PSC will then make arrangements to have the files delivered to the TC office to be processed according to the Storage Procedure (#4 below). 

2. Collaborative Centers and Early Head Start Center-Based Classrooms 
Teachers, Collaborative Centers Service Coordinator (CCSC), Site Coordinator (SC), Family Services Specialist (FSS)
· EHS teacher or CCSC will place the up-to-date Development & Learning Report in the file of the dropped child or attach it in ChildPlus to the Education tab.

· The CCSC/FSS will finalize any open needs in the Family Services tab in ChildPlus.

· CCSC/FSS will finalize In-kind and submit to DMT.

· CCSC and FSS will complete direct entry of PIR components related to their role.

· When the child is transitioning to another program, the CCSC/FSS coordinates with teacher to complete EHS Transition Plan and together schedule a transition meeting with the child’s new teacher.

· The CCSC/FSS will file the above and verify that files are in order according to the Child File Review form with the “drop” Change of Status in the front of the file.
· The CCSC and SC will complete a Change of Status SS-4 within 7 days of a child dropping and distribute and submit to DMT. Indicate the effective date of the drop and the last day of center attendance on the Change of Status SS-4 and the reason for the drop.
· The CCSC/FSS will put the files together in a 10 x 13 manila envelope with the Child Drop label, which includes the child’s name, center/site, and program year.

· CCSC/FSS will store the labeled dropped files during the program year, with the “end of year” child files in a secured/locked location until the end of the year.

· At the end of the year, CCSC and SC will ensure that drop files are in alphabetic order in the labeled site box. CCSC will collect file boxes as needed from the Logan’s office.  
· The CCSC/SC will deliver files to the TC office to be processed according to the Storage Procedure (#4 below).
3. Head Start & GSRP - Classroom
Teachers
Files of Children That Drop During the School Year:
· The teacher will ensure that the child/family file is in the order of the “Child’s File Review,” with the drop change of status at the beginning of the child file.  All files of children that have dropped will be kept in a locked cabinet at the center until the end of the year.
· In accordance with the Child File Review procedures, 3200 reports will be pulled from the Confidential File for CPS Reports and returned to the child’s file when exiting or completing the program for final storage. 
· Note: When a child transfers between NMCAA classrooms, the 3200 report follows the Child’s File to the new center. The report is then placed in the Confidential File for CPS Reports ONLY at the new classroom until the child exits or completes the program. Once the child exits or completes the program, the report is returned to the child’s file for final storage.
· The teacher will update the child’s recent Teaching Strategies Gold Assessment period checkpoints and place the up-to-date Development & Learning Report in the file of the dropped child.

· The teacher will finalize the Contacts/Social Service Tracking SS-7 and PIR and ensure copies of both are in the child’s file.  Submit to DMT.
· Child Information Records will be placed in the child’s file at the end of the school year.

· DMT will send teachers the Participant Health Summary to put in file, as needed.
· The teacher will complete a Change of Status SS-4 within 7 days of a child dropping and distribute. On the Change of Status SS-4, indicate the effective date of the drop, the last day the child attended, and the reason for the drop.

· Teachers will hold on to the dropped files and submit files of children that have dropped throughout the year, with the “end of year” child files.  
“End Of the Year” Child File Process:
· At the end of the year, teachers will place the combined child/family files of non-returning children and children that have dropped throughout the year in alphabetic order in the labeled site file box.  File boxes will be made available for teachers at their April Teacher Professional Development Training.  DO NOT PACK LICENSING FILES.
· This box will be given to the Education Coach at the end of the program year.

· Files of returning children will be kept by the teacher at the center through the summer.  

· The Education Coach will review the child/family files and place them in a secured locked room.

· After the new program year begins, the Education Coach will make arrangements to have the files delivered to the TC garage.   
· See storage procedure below.

4. Storage Procedure

· Attach to the box a label that identifies program year, destroy date and box content. Boxes without proper labeling will be returned.
· Please notify Program Support staff, programsupport@nmcaa.net, that you will be bringing boxes directly to the GARAGE at 3 Mile in Traverse City.  

· Get the keys for the garage from the front desk.  Head Start files are stored in the first aisle directly inside the garage door.  Place the boxes at the end of the aisle in this area. 

· Program Support will then go to the garage to affix numbered fluorescent labels and take information from your labels to enter in the Garage Storage spreadsheet. 

· The boxes will remain in the garage until 7 years have passed, at which time they are destroyed. Some records are kept permanently.

· The spreadsheet at p: head start/garage storage can be consulted to easily locate the box you want. Just click on the tab for the program year you want and then look at the label information. When you find the box information you are looking for, note the corresponding number and the color of the fluorescent label for that program year. 
For both returning and transitioning children, see Transitioning Activity Guidance.

Acronyms

SS-4     Change of Status

SS-7     Contacts, In-Kind and Social Service Tracking

PIR       Program Information Report

CFS     Child Family Specialist

DMT     Data Management Technician

CCSC Collaborative Centers Service Coordinator
PSC     Program Services Coordinator
SC      EHS X Site Coordinator
EHS X Center Based Programs
Reference: Licensing R 400.8143, HSPPS 1303.24 (a)
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