 Child Folder Closeout Checklist
	Child’s Name
	Complete Closeout 
Not Returning
All items in Child folder taken out and placed in manila envelope.
	All Children
GEN-13, H-307, DHS Compliance Notification form, all placed in manila envelope.
	Returning Child Education and Family Services Section Removed and placed in manila envelope.

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	






Child Folder Closeout Protocol
Non Returning Head Start/Early Head Start Closeout
1. Remove all contents of the binder (excluding tab dividers), make sure everything stays in order.
2. Behind the child folder, place the child information sheet, authorization for emergency care to minors, shot records, and the compliance notification form.
3. Place all information in a manila envelope.
4. Write child’s name, center, and school year on the outside of the folder. 
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EHS/HS Closeout returning students
1. Remove all of the Section Checklist Sheets 
2. Remove the parent/teacher conference checklist and consent for services form.
3. Remove all the contents of the Family Services section.
4. Remove all the contents of the Education section.
5. Behind the above items, place the child information sheet, authorization for emergency care to minors, all but the most current shot records, and the compliance notification form.
6. Place all information in a manila envelope.
7. Write child’s name, center, and school year on the outside of the folder. 
9. Place all of the envelopes in alphabetical order in a banker’s box.  Write/type on the outside of the box the names of the children inside the box with the center and school year. 
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Center Name 2021-2022
Adams, John
Bush, George
Lincoln, Abraham
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