65C-13.012 Substitute Family Records.

A record must be maintained for each substitute care home. Except for confidential information on abuse or neglect reports the substitute care home record is a public record and can be reviewed by the substitute parent. Records are filed in a central place alphabetically under three headings: Pending in the study process, Approved, and Closed. A unit file must also be established for all approved substitute care homes which must contain all of the items listed below, and any other information which the unit may find helpful in utilizing the home:

(1) Application for a License;

(2) Affidavit of Civil Rights Compliance, if appropriate;

(3) Register of Children in Emergency Shelter Family Home, if appropriate;

(4) Certificate of Completion;

(5) Closing of Foster Home for Dependent Children Form;

(6) Certificate of License;

(7) Relicensing Summary for Foster Homes for Dependent Children;

(8) Staff Inquiry – Annual Relicensing Study;

(9) Telephone Inquiry;

(10) Personal References;

(11) Substitute Care School References;

(12) EPSDT Agreement;

(13) Agency Reference Sample Letter;

(14) Confidentiality Statement;

(15) Consent to Law Enforcement and Abuse Registry Record Check;

(16) Affidavit for Good Moral Character;

(17) Delinquency Checks, if appropriate;

(18) Health Certificate Sample Letter, if appropriate;

(19) Participant Evaluation;

(20) Agreement to Provide Substitute Care for Dependent Children;

(21) Identification Cards for Substitute Care Parents;

(22) Control Cards;

(23) Certificate of License Sample;

(24) Substitute Care Home Ledger;

(25) Family Profile which is signed, dated and notarized.

(26) All GPS-MAPP materials from the pre-service training including home visits and neighbors information.

(27) Incident Reports. Client Risk Prevention reports which pertain to proposed confirmed or confirmed abuse, neglect or abandonment are confidential. These reports must be placed in an envelope or file marked confidential and should not be considered as part of the public licensing record. These records must be kept separate from the licensing file.
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