RECORD REVIEWS
	Personnel Records.  Personnel records shall be maintained for each staff member and shall include:
	FILE 1
	FILE 2
	FILE 3

	NAME
	
	
	

	DATE OF HIRE
	
	
	

	
APPLICATION
	
	
	

	LETTER OF EMPLOYMENT
	
	
	

	Verification of EDUCATION AND EXPERIENCE; 

13 CSR 35-71.045 (1)(F)
	
	
	

	Resume AND official  college transcript;
	
	
	

	OR a copy of the diploma
	
	
	

	copy of the professional license, if necessary.
	
	
	

	Three (3) persons, unrelated to the staff member, who can provide CHARACTER REFERENCES; 13 CSR 35-71.045 (1)(G)

                                                                                              #1
	
	
	

	                                                                                                   #2
	
	
	

	                                                                                                  #3
	
	
	

	EMPLOYER REFERENCES for the past five (5) years and a history of any previous employment in child care settings; 

13 CSR 35-71.045 (1)(H) #1
	
	
	

	#2
	
	
	

	#3
	
	
	

	#4
	
	
	

	#5
	
	
	

	A copy of the JOB DESCRIPTION signed by the employee; 

13 CSR 35-71.045 (3)(A)(4)
	
	
	

	Reports of initial PHYSICAL EXAMINATION 

13 CSR 35-71.045 (3)(A)(5)
	
	
	

	subsequent PHYSICAL EXAMINATIONS;
	
	
	

	subsequent PHYSICAL EXAMINATIONS;
	
	
	

	Results of checks of the FCSR CA/N/criminal background checks; 

13 CSR 35-71.045 (3)(6)(7)
	
	
	

	 13 CSR 35-71.020(6)(D)5. Subsequent check
	
	
	

	Subsequent check
	
	
	

	Other state Criminal Record Check (Optional)
	
	
	

	Copies of an initial six (6)months' PERFORMANCE EVALUATION 13 CSR 35-71.045 (3)9
	
	
	

	Subsequent annual evaluation;
	
	
	

	Subsequent annual evaluation;
	
	
	

	Staff Orientation. 13 CSR 35-71.045 (5)
	
	
	

	Staff Training. Total hours documented 13 CSR 35-71.045 (6)
	
	
	

	date of separation, reason(s) for separation; 

13 CSR 35-71.045 (3)8
	
	
	

	
	
	
	

	OTHER:  
	CONFIDENTIALITY STATEMENT 

13 CSR 35-71.045 (3)11.
	
	
	

	SIGNED CHILD ABUSE/NEGLECT REPORTING POLICY 13 CSR 35-71.045 (3) 13
	
	
	

	DISCIPLINE STATEMENT
13 CSR 35-71.45 (3)13.
	
	
	

	OPTIONAL:
	RECEIPT OF PERSONNEL MANUAL

13 CSR 35-71.045 (3) 14.
	
	
	

	DRIVER RECORD VERIFICATION

13 CSR 35-71.045 (3) 10.
	
	
	

	DRIVER’S LICENSE COPY
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	CHILDREN’S RECORDS
	FILE #1
	FILE #2
	FILE #3

	CHILD’S NAME:
	
	
	

	DATE OF ADMISSION:
	
	
	

	CHILD’S LEVEL: 
	
	
	

	IDENTIFYING INFORMATION:  The child's full name, birthdate and birthplace; parent's full name(s), including the mother's maiden name; date and place of parent's marriage; if parents are divorced or separated, date and place; if parents are deceased, date, place and cause of death; names, addresses and birthdates of other children in the family; names and addresses of grandparent(s); source of referral for care; date and reason for placement; and financial records, when available;  

13CSR 35-71.090(2)(A)
	
	
	

	Reports of any PREPLACEMENT VISITS and conferences; (13 CSR 35-71.060 (1),(A),5
	
	
	

	The ADMISSION ASSESSMENT, including information concerning the religious, educational, economic and cultural background of the family; information about the child's development; health history, personality, school placement and adjustment; previous placements; attitude toward separations; family relationships;  13 CSR 35-71.060(C)2, A-L
	
	
	

	For non-emergency admissions, the admission assessment must be completed before a child is accepted for care; 

13 CSR 35-71.060(C)1, A.
	
	
	

	For emergency admissions, the admission assessment must be completed within five (5) days of admission. 13 CSR 35-71.060(C)1.B.
	
	
	

	COURT ORDERS; 13CSR 35-71.090(2)(D)
	
	
	

	SCHOOL REPORTS for each semester, including the child's grades, progress and adjustment; 13CSR 35-71.090(2)(F)
	
	
	

	MEDICAL EXAMINATION within thirty (30) days before or seventy-two (72) hours after admission.  A copy of the medical examination report and findings, signed and dated by the physician, must be in the child's record. 

13 CSR 35-71.060(C)3.
	
	
	

	Subsequent Physical Examination
	
	
	

	Subsequent Physical Examination
	
	
	

	DENTAL EXAMINATION within one (1) year before admission or arrangements must be made for an examination after admission.  If the examination is done after admission, a copy of the examination report and findings must be in the child's record within three (3) months of admission. 

13 CSR 35-71.060(C)4.
	
	
	

	Children must be tested for TUBERCULOSIS according to the recommendations of the state or local public health authorities. 

13 CSR 35-71.060(C)5.
	
	
	

	Children under the age of 12 shall have an annual EYE EXAMINATION.  Children over the age of 12 shall have eye examinations as needed.

13CSR 35-71.075(1)(I)
	
	
	

	Preventive HEARING Testing 13CSR 35-71.075(1)(A)  
	
	
	

	IMMUNIZATIONS Record 13CSR 35-71.075(1)(F) and (G)
	
	
	

	Ongoing Medical Treatment 13CSR 35-71.075(1)(A)
	
	
	

	The following information shall be maintained in the case record of each child receiving PSYCHOTROPIC MEDICATION:

13 CSR 35-71.075(6)(B)1.A-E
	
	
	

	The medication history of the child
	
	
	

	Documentation of all medication administered
	
	
	

	A description of any significant changes in the child’s appearance or behavior that may be related to the use of medication
	
	
	

	Any medication errors
	
	
	

	A record of each refusal of medication including the child’s name, the date, the time, the staff administering medication and the child’s reason for refusal.
	
	
	

	SOCIAL SERVICES documented and frequency child and family are seen

13 CSR 35-71.060(2)(A)5.
	
	
	


	CHILDREN’S RECORDS
	FILE #1
	FILE #2
	FILE #3

	CHILD’S NAME:
	
	
	

	The SERVICE PLAN and subsequent service plan reviews;
	
	
	

	A.
The progress of a child and his/her family shall be evaluated at least every three (3) months, and the service plan shall be modified when appropriate. 13 CSR 35-71.060(2)(A)6.
	
	
	

	B.
In crisis placement, an evaluation shall be conducted at least every thirty (30) days. 13 CSR 35-71.060(2)(A)6.
	
	
	

	C.
The service plan review with the date and signature of the treatment team coordinator and a signed and dated attendance sheet of all other participants in the review must be documented in the child's record. 13 CSR 35-71.060(2)(A)3.G.
	
	
	

	DATE OF INITIAL TREATMENT PLAN:
	
	
	

	SUBSEQUENT TREATMENT PLAN REVIEW DATES:
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	CHRONOLOGICAL CASE RECORDING and progress summary completed at least monthly which identifies the child's progress and services provided to the family; 13CSR 35-71.090(2)(H)
	
	
	

	PLANS FOR DISCHARGE, aftercare and supervision; 

13CSR 35-71.090(2)(I)
	
	
	

	Reports from RECREATIONAL AND OTHER ADJUNCTIVE STAFF involved with the child and family; 13CSR 35-71.090(2)(J) and 
	
	
	

	Copies of CRITICAL INCIDENT REPORTS, which shall include, but not be limited to, physical restraint, isolation and injury. 13CSR 35-71.090(2)(K)
	
	
	

	A complete RECORD OF A CHILD’S EARNINGS and dispersal’s shall be maintained. 13CSR 35-71.070(1)(H)10.
	
	
	

	FORMS
	
	
	

	A WRITTEN PLACEMENT AGREEMENT between the agency and the child's parent(s) or guardian must be completed at or before placement. 

13 CSR 35-71.060(C)6.
	
	
	

	The placement agreement must include authorization to care for the child 13 CSR 35-71.060(C)6 AND
	
	
	

	A medical consent form signed by a child's parent(s) or legal guardian authorized to give consent. 13 CSR 35-71.060(C)6
	
	
	

	A consent for release form signed by the parent(s), guardian or legal custodian must be provided before records are released to any person other than those specified in these rules. 13CSR 35-71.070(1)(C)4.
	
	
	

	A written inventory of the child’s possessions at the time of admission and at the time of discharge shall be on file.  13 CSR 35-71.070(2)(E)
	
	
	

	If the agency requires mandatory religious observance or mandatory church attendance, consent of the parent(s) and/or guardian or legal custodian shall be obtained and explained to the child upon admission.  

13 CSR 35-71.070(2)(G)2
	
	
	

	The child’s parent(s), guardian or legal custodian shall provide written authorization regarding any change in religious affiliation by the child while s/he is in care. 13 CSR 35-71.070(2)(G)4
	
	
	

	At admission, the agency shall obtain written authorization for each child from the parents, guardian or legal custodian for emergency medical care, necessary immunizations and for routine medical examinations and care. 13 CSR 35-71.075(1)(C)
	
	
	

	MATERNITY PROGRAMS:
	
	
	

	The resident’s medical record shall include the name of the health care provider, a schedule of appointments, the expected date of delivery and any special needs or problems. 13 CSR 35-71.120(2)(D)
	
	
	

	No prescription or nonprescription medication shall be administered without the specific documented approval of the physician providing obstetric care. 

13 CSR 35-71.120(2)(E)
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