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All information is to be turned in by the 3rd of each month unless indicated 
otherwise. Initial each line accordingly. 

 

Form Scanned/ 
Emailed 

Turned In Complete 

PROGRAM DESIGN    
P-101 Supply Request Form  *  

P-134 Monthly Report Checklist  *  

P-121 Monthly Recruitment Summary  
(Scan to ADCQO Coordinator) 

*   

P-153 Center Meeting Agenda with Minutes and 
Sign-in Sheet (Scan to ADCQO Coordinator) 

*(CD only)   

DISABILITIES    

D-212 Monthly IEP/IFSP Service Report 
(Scan to MH/Disabilities Coord) 

*   

HEALTH    

H-305 Daily Health Check 
(Stays in Center Directors office by Classroom) 

 *  

H-313 Classroom Checklist 
(Stays in Center Directors office by Classroom) 

 *  

H-314 Health and Safety Screener 
(Completed by CD on ChildPlus) 

  *(CD only) 

H-315 First Aid Box Checklist 
(Update each month, leave in classroom) 

  * 

H-324 Medical Progress Notes 
(Update in Child Folder weekly) 

  * 

Progress Notes 
(Update once a month in child folder) 

  * 

GENERAL DISASTER-GEN    

GEN-4 Drill Documentation Form 
(Complete Monthly, file in Center at End of 
Year) 

  *(CD only) 

GEN-5 Work Place Violence Drill (October) 
Scan to Health Coordinator 

*(CD only)   

GEN-6 Emergency Evacuation Drill (October) 
Scan to Health Coordinator 

*(CD only)   

GEN-7 Medical Emergency Drill (February) 
Scan to Health Coordinator 

*(CD only)   

GEN-8 Power Outage Drill (May) 
Scan to Health Coordinator 

*(CD only)   

FAMILY & COMMUNITY ENGAGEMENT    

F-503 Parent Meeting Agenda, F-504 Sign-In 
Sheet with F-505 MINUTES 
(Scan to F&CE Coordinator upon completion) 

*(CD only)   
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F-510 Social Service Tracking  *  

F-512 In-Kind Sheet  *  

F-520 Community Enhancement Project 
(Scan to F&CE Coord by Dec. 1st) 

*   

Monthly Newsletter 
(Scan to F&CE Coord by the 27th of each month) 

*   

EDUCATION    

E/EE-502 Weekly Lesson Plan 
(Teachers email to CD by Thursday at 2:30, CD’s 
enter into ChildPlus by Friday at 2:30) 

*  *(CD put in CP) 

CP-1-11 Coaching Forms 
(Scan to Education Coord at end of month) 

*(CD only)   

NUTRITION    

N-600a CACFP End of Month Checklist 
(Completed and filed in Center) 

  *(CD only) 

N-601 Meal Count Worksheet 
(Scan to Nutrition Coordinator) 

*(CD only)   

ChildPlus Form 2371 
(Scan to Nutrition Coordinator) 

*(CD only)   

N-618 Kitchen Checklist (placed in CACFP end of 
the month file) 

 *(CD only)  

 
 
 
 

Teacher Signature:   Date:   
 

 
Center Director Signature:   Date:   

 

 
Comments: 

 
 
 
 
 
 
 
 


