Participant Chart Order
Emergency Shelter
	1
	INTAKE 
· Participant Pictures (extra)
· Intake Assessment/ Emergency shelter
· Caseworker Agreement 

· Non-Custodian Arrival
· HIPAA  Notice of Privacy Practices

· Participant Orientation Checklist

· Screening

· Service Provision Tally (N.W., East only)

· Inventory Statement

· Mother Sheet (N.W. only)

	2
	MEDICAL/ MENTAL HEALTH (if applicable)
· Parent/Guardian consent regarding medication

· Medication logs

· Medical Health Follow-up form

· Medication Transfer

· Special Diet Reminder

· Suicide Screenings/ Assessments

· Safety Plan 
· Observation Logs

· Medical, Mental Health Alert Alert

	3
	DOCUMENTATION/ MOVEMENT 
· General progress notes

· Group notes (N/A  NW, E)
· Runaway Reports (N/A  NW, E)
· School Progress Reports (N/A  NW)
· Departure/ Return Logs

	4
	DISPOSITION 
· Release summary 
· Point Sheet

· Parent/Guardian Release

· Non-Custodian Pick-up
· Participant Money transaction (N/A  NW, if applicable C, E)
· School Placement Facilitation Upon Termination of Services (N.W. Only)
NON-CDS/IYP FORMS AND CORRESPONDENCE 
· Documents should be placed in chronological order
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