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Strategies

to Support Families & Communities





CHILDREN’S BUREAU  - OAKWOOD FAMILY RESOURCE CENTER 

Paperwork Checklist

Intake Paperwork:

· Form A (One for each family living in the home. Have parent sign each form.)          

(       Form B (client income verification – 1 per family. (If applicable)

· Intake Form – Part 1 and Part II

(      Get Verification of Income, Residency & Identification  (Client to provide:

          
Address Verification, Identification, Proof of Income, Utility Bill or other.

If client does not have the necessary documentation, they may fill out the                             self-verification form instead, but only as a last resort.)

(       Parent Permission Form (If needed)

(       Release of Information Form  (Must have parent/adult sign one to speak to     

other partner/agency. Also need one to speak to anyone outside if necessary.

· Client Agreement for Services

· Client Contract

· Client Rights and Responsibilities

· Client Appeal

· Client Consent to Participate in WestEd Program Evaluation

· Grievance Process 

· Matrix Outcomes Categories 

FDN  - 2  (out of 9) per family 

NAP  - 1 Per family “Family Relations and Parenting”

SR     - Not applicable

Each worker must submit all paperwork within 2 working days.  A file will not be considered open until the data entry person has received all of the above information.

Comprehensive Case Management Services

FDN & NAP – Client Strengths Assessment
SR – Not applicable
These forms should be turned in to the program’s secretary on (at least) a monthly basis:

( Individual/Group Contact Notes 


(Due by the first of each month for the previous month)

( Matrix Outcomes Monthly Updates (if applicable)

(Due by the first of each month for client. 

· Daily Logs
· Discharge Form when case is closed 
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