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INDIVIDUAL CHILD FILE 

Head Start, HSSAP, EHS, Pre-K Counts
Teachers must keep a file on each individual child in their classroom. All forms need to be uploaded into Child Plus (CP). The files need to be labeled with the child’s first and last name and must be kept in a locked filing cabinet. 

For a completed list of what items need to be uploaded into Child Plus, please reference the Child Plus Documentation Guide found on the ELC website:
Staff Resources  Username: staff@earlylearningconnections.org Password: 139Riegerroad  Staff Resources (top of page)
 
If a child withdraws during a program year:
Teachers will collect all documentation/forms for the child and pass along to the Family Service Worker (FSW). FSW will add the teacher’s file to their file, making one file. This will be given to the Family Engagement/ERSEA Director or ERSEA Coordinator. 

End of the year procedure:
The files are divided into returner and k-bound boxes. K-bound files will consist of all documents combined into one folder labeled with last name, first name.  

Head Start: Turns the boxes of files into their FSW. The FSW will store the returner box at their designated location in a locked file cabinet. The FSW will add their files to the teacher k-bound files and pass them to the Family Engagement/ERSEA Director or ERSEA Coordinator. 

Pre-K Counts: Turns the boxes of files into the ERSEA Coordinator.

EHS: Teachers will keep returners files in their classroom. If children are transitioning to HS refer to policy FS-04-100 Transition from Early Head Start.

Home-Based Parent Educators 
Parent Educators (PE) must keep a file on each enrolled individual on their caseload. The files need to be labeled with the individuals last name, first name, birthdate and enrollment date. They must be secured in a locked filing cabinet. The PE will place documentation in the individuals file following the file review sheet. Important dates and information will be written on the File Control Sheet located at the front of the binder. The PE will scan and attach documentation into CP in the designated area following the Child Plus Documentation Guide.  

HS Home-Based End of the year procedure:
The PE will review the file of any child who plans to return the following year for updates/completion. The PE will leave the file in the locked cabinet in the HB office. If a child goes to the center-based program, the PE will make sure all documentation is updated in CP and the income verification is on file. The PE will give this file to the Home Based Program Manager (PM). The PM will give the file to the ERSEA Coordinator. For children who will be going to kindergarten, the PE will make sure all documentation is updated in CP, enclose the income information, and close the child’s file. The PE will give the closed file to the PM to review and then pass to the Family Engagement ERSEA Director or ERSEA Coordinator.

Family Service Workers/ERSEA Coordinator
FSWs must keep a file on each individual child. All forms need to be uploaded into Child Plus. The ERSEA Coordinator and FSWs will use the Child Plus Documentation Guide to ensure all documents are uploaded under the correct tab in Child Plus. 

