ERSEA Coordinator & FSW Scanning Checklist		Appendix ED-P1
ERSEA Coordinator
	
Document name
	
Child Plus Tab
	
Form completed with signatures Y/N
	
Comments/date scanned

	Application (Signed)
	Enrollment
	
	

	Income Verification
	Enrollment
	
	

	Declaration of Kinship Care
	Enrollment
	
	

	McKinney-Vento Eligible
	Enrollment
	
	

	Self-Declaration Letter
	Enrollment
	
	

	Declaration of Zero Income
	Enrollment
	
	

	Confirmation of Public Assistance
	Enrollment
	
	

	Income Documentation (paystubs, W2, etc.)
	Enrollment
	
	




Family Service Worker
(HS, HSSAP and EHS)
	Document name
	Child Plus Tab
	Form complete w/ signatures Y/N
	Comments/date scanned

	Entry Notice
	Enrollment
	
	

	Birth certificate
	Enrollment
	
	

	*Foster or Custody Court Orders
	Enrollment
	
	

	*Transfer Notice
	Enrollment
	
	

	*Withdrawal Notice
	Enrollment
	
	

	Insurance Card
	Health
	
	

	**Doctor Release
	Health
	
	

	**Dentist Release
	Health
	
	

	**Notice of Privacy Practices (HIPPA)
	Health
	
	

	**Child Health History
	Health
	
	

	**Child Nutritional Patterns
	Health
	
	

	*Asthma Paperwork
	Health
	
	

	*Seizure Paperwork
	Health
	
	

	*Allergy Paperwork
	Health
	
	

	**HS-02-104 Health Plan Policy Signature Page
	Health
	
	

	**Family Profile
	Education
	
	

	**Child Profile 1
	Education
	
	

	**Megan’s Law Signature Page
	Education
	
	

	**Parent Permission Form
	Education
	
	

	*/**Kindergarten Release (if K-bound)
	Education
	
	

	**FSW/Parent Agreement
	Education
	
	

	Child Release
	Education
	
	

	**Successful Toilet Training
	Education
	
	

	**Diminished Capacity Sign Off (Appendix ED-X1)
	Education
	
	

	**FS-O4-110 Family Code of Conduct Signature Page
	Education
	
	

	**IU Releases
	Disability
	
	

	**Mental Health Consultation Release
	Mental Health
	
	

	**Behavioral Health Releases
	Mental Health
	
	



(EHS ONLY)
	Health Appraisal Need in 90 days
	Health
	
	

	Parent consent for Oral Health, Vision, Hearing, and Developmental Screening
	Health
	
	

	Photography/sunscreen/allergies permission
	Education
	
	



*As needed
**Completed online- no need to scan unless hard copy was completed


Green – Enrollment	Red – Mental Health	Purple – Health		Orange – Education
Blue - Disability




