Family Advocate Folder Contents

· Record of Disclosure – This is used to separate each year’s documents with the current year on top/in the front. Please combine each year’s documents using a paper clip. DO NOT STAPLE THEM TOGETHER.
· PFCE Family Assessment Form – This is the physical copy you took to the home with your notes/date from your visit. (This is not required to be printed from COPA.) It must be on the current form. You can find this form on the website. Old forms will be marked as a finding if used. 
· Referrals – Printed from COPA. Updates and follow-up will be documented on COPA, so it is not necessary to print them, but do ensure that they are completed.
· Referral Service Area MUST be shown.
· Referral Date MUST be shown.
· Referral Follow-Ups must occur within 60 days of the previous date listed. This will be found on COPA. It is not necessary to print every follow-up. 
· Family Home Visit Forms – Must be in the folder, even if it occurred outside of the home. They will be filled out completely and signed/dated by the Primary or Secondary Caregiver. (See FAQ for other scenarios.)
· Family Partnership Agreement Form – The carbon copy will be kept in the folder. Families will receive the original white copy. You will write your completion date on the form once the goal has been achieved. You will write each date you followed up next to the “in-                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                           progress” check box on the form. Goal category must be checked. Follow up will occur within 60 days each time. Follow up notes can be tracked on COPA. Goals will be marked as “New,” “In Progress,” “Completed/Achieved” or “Not Accomplished” on COPA depending on the goal status or it is the end of the year. 
· Classroom Volunteer Declaration of Child Abuse – This must be in the folder, even if the said volunteer is an employee of the school system. 
· Family Interest Survey –You will send a copy of the back page to the Nutrition Services Manager and keep a copy in the folder. 



FAQ

Returning Families
· Do we need to keep previous year’s documents for returning families?
Yes. Previous year’s documents must be in the family’s folder. 

· What if we have a returning family who intends to work on the same goal next year?
You will mark this year’s goal as Not Accomplished. If the family chooses to work on the same goal next year, you will input this as a new goal.

· Do I need to complete a PFCE Family Assessment with my returning families?
Yes. You must complete a Family Assessment with all families assigned to you. You must take a new blank form to the home for your notes. You will not reuse old PFCE forms and write no changes. You will complete the PCFE with returning families the same way you would with new families. You will still ask them the same questions, even if they give you the same answers. You will be counted off if previous PFCE forms/notes are used as current PFCE forms/notes for a new year. 

Referrals
· Can I mark Complete or Ongoing on the referral status on COPA?
No. The only options that should be marked for the referral’s status are: New, In Progress, Declined Services or Received Services.

· How do I know which referral status to choose when inputting on COPA?

New – This referral has just been established and input on COPA. There has not been any follow-up to this referral yet.

In Progress – This can be chosen at your first follow up documentation and following follow ups. This means that the family is working on this referral.

Ongoing – This would be chosen if it is a referral that is lasting longer than 12 months or something that is considered long term. Since we are only with these families for approximately 10 months and we will be marking referrals as either “completed/achieved,” “not accomplished” or “declined services” at the end of the school year, Ongoing would not be a valid option. 

Complete – This should not be marked on a referral’s status. You will be given a finding if this is marked because this option does not reflect on the PIR.

Declined Services – This option will be chosen if the Family decides that they no longer need the services they were referred for or if they decide not to pursue the referral. This can also be chosen if at the end of the year, the Family was not able to receive services and then documented in the comment section. (This should rarely be the case though because you should make every effort to help families receive the services that they are seeking.)

Received Services – This option is chosen when the Family received the services that they were seeking. 

Goals
· How do I know which goal status to choose when inputting on COPA?

New – This goal has just been established and input on COPA. There has not been any follow-up to this goal yet.

In Progress – This can be chosen at your first follow up documentation and following follow ups. This means that the family is working on this goal.

Ongoing – This would be chosen if it is a goal that is lasting longer than 12 months or something that is considered long term. Since we are only with these families for approximately 10 months and we will be marking goals as either “completed/achieved” or “not accomplished” at the end of the school year, Ongoing would not be a valid option. 

Complete/Achieved – This option will be chosen when the Family has achieved the goal they were working towards.

Not Accomplished – This option will be chosen if the Family decides that they no longer want to work towards this goal or did not achieve it before the end of the school year. 

Declined or Expected to Achieve – This option will not be chosen, as there are other options that would apply to any scenario and we want to keep this as consistent as possible. 




Other FAQ

· Who can sign forms/documents for the family folder?
Only Primary or Secondary Caregivers (that are listed on COPA) should be signing the forms/documents. If someone else is signing the forms, it must be documented in Family Case Notes as to why they are signing the forms. There must be a valid reason if someone else (that is not on COPA) is signing forms. 
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