Checklist for Consumer Files
Name(s): _______________________________________________

The following item(s) checked or highlighted are missing from personnel file. 
1. Copy of Placement Agreement
2. Application for Service /Intake Study
3. Copy of Birth Certificate

4. Copy of Social Security Card

5. Copy of Individualized Educational Plan(IEP) and/or School Records
6. Copy of Person Centered Plan (TFC)

7. Copy of ITR (TFC)

8. Out of Home Family Services Agreement(if DSS custody)
9. Copy of Monthly Grid Sheets/Documentation (TFC)

10. Copy of Weekly Supervisions(TFC)

11. Copy of Legal Court Order documents/Guardianship documents

12. Copy of Physical Form (within past year)
13. Copy of Medication Administration Record (if applicable)
14. Discharge Summary (if applicable)
15. Consent for Release of Information for release of Confidential Information
16. Client Emergency Information Form
17. Permission for Prescribed Medications
18. Service Order (TFC)
19. CBHS Child Family Team Summary Form (will vary)
20. Permission for Routine & Overnight Travel
21. Consent form for Video Taping & Photographing
22. Medical Reports, Immunization Records, & Service Orders

23. Visitation & Contact Plan(if applicable)
24. Monthly Contact Record Plan
25. Permission for Administering Non-Prescription Medications
