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FRYSC
Record Keeping

WHY?2?272?




And another reason... UG

If you can’t show
people what
you are doing,
what do they
think you are
doing?

Cabinet for Health and Family Services

“1 am not disorganized — I know exacely where everything is
The newer stuff I on top and the older stuff Is on the dbottom.”
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Administrative Forms

Cabinet for Health and Family Services

FRYSC Forms and Reports
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The following changes and information " I
are documented on center information ‘

page on the FRYSC Counts system:
*new coordinator/ name change
*new center name, phone, e-mail or address
*New advisory council chair
*School names & pre school free lunch

numbers

*New principal & their contact info
*Supplemental center information

The following changes and information are

documented on the District page

e new Superintendent

e district contact change

e Finance officer change

Cabinet for Health and Family Services
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FRYSC Request Form

Region #:
Sehool District:
Center Name:

Coordinator Email:
Centet Phone:

2 =]

Center Gther:

Opesstions

Revision e
== =

Explanstionfhsstification !E

Required Signatures

Center Coordinatos:

PI‘Q:
Advisory Councll Chair Date:
Superimendem/Designee: Date:

FRAYSC Regional Program Menagers will 2pprove or desty al requests whhin FRYSC Coumts. No

suthorization is given to move forward with this request unth RPM spproval is made. Approvals snd
denials pre generniy made within ten (10) working days.

Other Required
Documentation

Cabinet for Health and Family Services
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- Updated balance of allocation &
expenditures

- Advisory Council meeting agendas,
minutes, bylaws and sign in sheets

- Needs Assessment tools and results
- An inventory list

- Documentation of money, goods, donations
or program income

- Original FRYSC grant application

- Previous monitoring reports

- Monthly MUNIS reports (or desktop
access)

- A copy of FRYSC contract

- Administrative Guidebook

- Required training documentation

- Service Appeal information posted in
center

- Documentation of school committee
involvement to show school integration

8/26/2019
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Daily Contact Log i

Documents:

* Non-targeted services
» Referrals for preschool students
‘e Contact with community partners

* Contact with teachers, principals
and counselors

Cabinet for Health and Family Services

» Other suggested documentation
» Flyers & brochures
» Activity and Program Documentation
» Timesheets

» Travel vouchers

» Important e-mails

» Employment contract

» District policies & handbooks for personnel and volunteers
» Meeting agendas




Although not required, you may choose to

use a...

Roferral Form

* It helps you stay organized;
* Documents feedback and follow-up; and
* May enter into Infinite Campus at a later time.

Cabinet for Health and Family Services

Campbell Ridge Family Resource Center
STUDENT REFERRAL FORM
ALL INEORMATION IS CONFIDENTIAL

Students Name, Age_____ DOB Grade
Free / Reduced Lunch? YES NO  Teacher
Parent/Guardian Phone
Address .
City State Zip
I Referred by Date
d W :
H SERVICES/REFERRALS EEDS]S0C [ FAMILY CRISIS |
ance Hedical Dental Eood %auﬁ
Homework Vision] Eyeglassas Clthing/Shoes Homeless
KMentoring/Tutorng Hearing Housing ‘Transpostation
Behavior Problams KCRIP ] Cihes Insurance Employmant
SchoolSupplies Tmmunkations Fnancl Asssance
Summer Program/Camp Lice Prevenbon/info
Home visit Vic
PARENTING Educational
- CHILD CARE [ REFERRAL ABC’s For Parents Physical
Thanksgiving After School Program Relative Raising Children Sexual
Christmas Before SchociProgram AdultEducabon Domestic
Easter Summer

Cabinet for Health and Famlly Services
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Other Bright Ideas from FRYSC
coordinators...

* Monthly reporting form {to give to
district contact, Advisory Council,
principal, and/or SBDM council) Ex: "Did

you Know" reports

*Yearly calendars or schedule of events

Cabinet for Health and Family Services

r—

Daily Center Operations....

W MM How do | keep
e 11ACK Of €verything
et | dog”

Cabinet for Health and Family Services

8/26/2019

10



INFINITE CAMPUS
(AT LEAST
EVERY TWO WEEKS!!)

Files should be kept for:

eParental permission or consent forms —for
necessary provided services such as
medical, counseling, health, or dental or
participation in programs

*Consent to Exchange or Share Information

*Parent/guardian consent and
confidentiality

*Your records could be subpoenaed

Cabinet for Health and Family Services
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Records Retention Schedule

How long
do | need
to retain
records?

Cabinet for Health and Family Services

Brief discussion of
Monitoring Tool and where
to find it

8/26/2019
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FRYSC Counts!

Overview

https://kog.chfs.ky.gov/

Remember...

http://chfs.ky.gov/agencies/dfrcvs/frysc/
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