Procedure CP 15
CHILD & FAMILY DEVELOPMENT PROGRAMS

Child Plus Data Entry Procedure

To ensure information is documented and entered into Child Plus, the following process will be utilized.  Accurate entry is necessary for tracking and monitoring services to children and families.
1. Information will be documented at the center level utilizing CP and CFDP forms and sent for data entry. 
2. Training at the center level will be provided to staff utilizing CP and CFDP forms to be sent for data entry.  If more training is required, Area Supervisors (AS) will support.
3. Data entry personnel will enter the documented information from CP and CFDP forms and immediately date stamp each form prior to entering more information.  Although this will be time consuming, it is a way to ensure accuracy.
4. If information is missing or incomplete, data entry personnel will notify the Center Manager (CM) in writing and return the forms without being entered.  The information will be entered when the CM provides the complete information.  If it is an ongoing issue, data entry personnel will notify the Area Supervisor.  
5. CMs are point of contact for data entry questions at the center level. This will ensure that center data entry issue will be identified, training provided and resolved.
6. Data entry personnel will enter information documented on CP forms, applications, health histories, etc. and enter in all applicable locations during data entry into CP to reduce duplication.
7. Data entry personnel will be familiar with Child Plus and with all the screens; so when infromation comes in on one form, data entry personnel will know to automatically change screens in order to enter the informaiton in every appropriate spot.
8. Forms will be mailed certified through USPS to ensure the mail is trackable. 
9. Prior to the first scheduled program class day: Data entry personnel will enter an Accepted date as the date marked on the CP Report 2025. 
10. Prior to the first scheduled program class day: Data entry personnel will use the programs first scheduled class day as the enroll and entry date, as identified on the program calendar for the school year, for all children who are enrolled prior to the first scheduled program class.
11. After the first scheduled program class day: Data entry personnel will enter an Enroll date as the date date marked on the CP 1.
12. After the first scheudled program class day:  Data entry personnel will enter an Entry date as the date marked on the CP 1.  
13. If the enroll date is different from the entry date, data entry personnel will enter Not Scheduled for all class or socialization days after enroll date and prior to entry date.
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