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OFFICE OF CHILDHOOD — PARENT EDUCATION HOME VISITING PROGRAM
FAMILY FILE REVIEW – ON SITE MONITORING TOOL
	INSTRUCTIONS

	This document will be utilized during the visit to verify compliance with the ECDA Administrative Manual, identifying requirements as Met or Not Met. Family files will be randomly selected from each parent educator to complete this review. It is recommended that program supervisors use this form to complete the required quarterly family file reviews. Select random family files from each parent educator to complete the Individual Parent Educator File Review. Complete the review by indicating each item that is present in the family file.

	If you or a member of your immediate family ever served in the U.S. Armed Forces, click here for more information about military-related services in Missouri. If you would like to receive information and assistance regarding veterans benefits and services from the Missouri Veterans Commission, please fill out this form.


	FAMILY FILES

	Parent Educator Name:  
	Date of Review:

	Program Year(s) Reviewed:
	Family Name: 

	[bookmark: _bookmark0]RECRUITMENT AND ENROLLMENT RECORDS

	Enrollment Information: includes name of parent(s) and child, contact information, birth date of child, entry date into the program, exit date from program, ethnicity, etc.
	☐ Met
	☐ Not Met

	Participation Agreement is in place.
	☐ Met
	☐ Not Met

	FAMILY PERSONAL VISIT DOCUMENTATION

	Personal Visit Planning Guide(s) (completed prior to the visit):
	☐ Met
	☐ Not Met

	Resource Information includes the resource connection name, date discussed, and any follow up action taken by the family.
	☐ Met
	☐ Not Met

	Developmental Milestones are reviewed and updated. 
	☐ Met
	☐ Not Met

	Family goals are documented and updated regularly.
	☐ Met
	☐ Not Met

	Personal Visit Record(s) (completed within 2 days of the visit): 
	☐ Met
	☐ Not Met

	At least one enrolled child is present, along with at least one parent/guardian.
	☐ Met
	☐ Not Met

	Family visits are, at a minimum, 60 minutes in length. 
	☐ Met
	☐ Not Met

	DEVELOPMENTAL SCREENING DOCUMENTATION

	Child Health Record(s): health, hearing, vision, and dental information as well as verification of immunizations.
	☐ Met
	☐ Not Met

	Screening Protocol(s) to include both the general development and the social-emotional development from an approved instrument.
	☐ Met
	☐ Not Met

	Child Screening Summary(ies) includes a written summary of the screening results including the functional hearing, vision, and dental checks. A personal conference is conducted if concerns were detected.
	☐ Met
	☐ Not Met

	Prior written consent to release information.
	☐ Met
	☐ Not Met

	Referral is documented, if applicable.
	☐ Met
	☐ Not Met

	EXIT INFORMATION

	Exit information is available, if applicable. Exit information includes parent/child name(s), enrollment and exit dates of the family, age of child at enrollment and exit dates, reason for exit, and a summary of services received by the family.
	☐ Met
	☐ Not Met



The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, religion, sex, sexual orientation, national origin, age, veteran status, mental or physical disability, or any other basis prohibited by statute in its programs and activities. Inquiries related to department programs and to the location of services, activities, and facilities that are accessible by persons with disabilities may be directed to the Jefferson State Office Building, Director of Civil Rights Compliance and MOA Coordinator (Title VI/Title VII/Title IX/504/ADA/ADAAA/Age Act/GINA/USDA Title VI), 7th Floor, 205 Jefferson Street, P.O. Box 480, Jefferson City, MO 65102-0480; telephone number 573-522-1775 or TTY 800-735-2966; fax number 573-522-4883; email civilrights@dese.mo.gov.
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