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Record Keeping and Reporting Plan 

 

 
Philosophy 

 

One of the program’s primary goals is to identify and meet the individual needs of 

children and families.  Another critical goal is to ensure that the program is fiscally sound 

and in compliance with federal, state and local regulations. 

 

In order to accomplish these goals, highly confidential data must be obtained from 

various sources including families.  The first step in effective communication is gaining 

information, whether it is from parents or other individuals.  During these times of data 

gathering, program personnel have opportunities to build foundations of trust and respect 

with parents, volunteers, consultants and other staff. 

 

Accurate records and timely reports are essential to the delivery of high quality services 

to children and families, fiscal accountability and successful personnel management.  The 

following narrative describes the program approach to efficient and effective record 

keeping and reporting. 

 

 

Type of Records 

 

The type of records kept by the program is determined by federal regulations and 

includes: 1) child and family, 2) child, 3) family and 4) program. 

 

 

Child and Family Records 

 

The gathering of child and family information begins during child find activities.  The 

information that parents provide at this time is the basis for all ChildPlus reports.  

Therefore, it is essential that enrollment applications and other child find forms and 

information are accurate and current.  It is the responsibility of parents to bring required 

documentation, i.e., birth certificate and proof of income for family advocates to enter 

error-free data.  Parents have the right to review all records which include records for 

their family and child (ren).  With written request from the parent, the child and/or family 

record is copied and given to the parent or person the parent has designated.   

 

 

Personnel Records 

 

Personnel record-keeping policies recognize and address the rights of program employees 

through established fair practices.  The process for establishing personnel records is 

described in the human resource plan and rocedures.   
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Child Records 

  

Children records are filed in classrooms in folders that are stored in locked filing 

cabinets.  The folder contains enrollment applications, health services and educational 

information.  It is the responsibility of center coordinators to ensure that both family 

advocates and teachers file the required forms and information in each folder.   

 

 

Family Records 

  

Family service records are filed in “gold star” folders that are kept in the child’s file in 

the classrooms.  Detailed information is entered in ChildPlus for easy access for those 

with password access. 

 

 

Program Records 

 

Essential program records are established and maintained at the central office.  The 

records include personnel files, food service and menu records, facilities, vehicles, 

equipment licenses and registrations, fiscal and insurance files and in-kind and volunteer 

records. 

 

 

Confidentiality of Records 

 

The program has created numerous safeguards and security measures to protect the 

confidentiality of child, family and program records.   

 

 

Record Retention 

 

Records discussed in this plan are critical to administering a quality program in an 

organized manner and for providing evidence of compliance with the Performance 

Standards and state and local requirements.   

 

 

Reporting 

 

In the context of management systems and procedures, reporting collects the pieces and 

puts them all together.  Accurate reports are effective methods for communicating with 

governing bodies, parents, staff, funding sources, making informed decisions, developing 

realistic program plans and fiscal objectives and monitoring program management and 

operation.   
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Submitting Reports 

  

Reports that the program prepares and submits to meet federal, state or local regulations 

include: 

 

 Program Information Report (PIR) – submitted to Head Start Enterprise System 

by August 30. 

 

 TN Department of Human Services Claim for Reimbursement – CACFP form 

submitted monthly-reports the type and number of children’s meals served each 

month-generates income to apply toward the cost of child food services. 

 

 Form 425 (Federal Financial Report) – submitted quarterly reports Head Start and 

Early Head Start currently active grant awards, cumulative funds received by 

program operation, and cumulative expenses charged to each program; submitted 

electronically to the Division of Payment Management, Baltimore, MD. 

 

 Form 269 (Financial Status Report) – submitted semi-annually to Regional 

Department of Health and Human Services – and a final report due 90 days 

following program year end – reflects Head Start and Early Head Start grant 

awards, amount expended for each award for the grant period, and any fund 

balances; also requires listing of funds spent for disabilities, administrative cost 

(including indirect costs), training/technical assistance, any program income 

generated/spent and total CACFP funds received. 

 

 

   

 

 

 

 


