This job aid was created by Stephanie Mikulski, Starfish Family Services, the January 2024 Bright Spots winner. This agency customized the Result
Name, has designated titles for staff and has a specific process for reviews.

Steps to Respond to a Completed Internal Monitoring Checklist in ChildPlus Online

Locate the Review in Internal Monitoring.

Check the Review for:

/2, Staternent of No

* Non-Compliant or your agency equivalent
+ Urgent Non-Compliant or your agency equivalent

missing In Process -

e The Reviewer added a note here as well. In this agency itis [ . )
the compliance specialist. '

missing In Process -

("\

0 For more information, click on the ®

migsing n Process
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e This window opens.

At this agency: e — o
a. The compliance specialist previously documented a 2- Income Verification, including proof of income (6.0 W2, e 1o
P . . . . Statement of No Income, or Non-Disclosure of Income Statement for
reason for thelr flndlng In the Re\"ewers NOtes SeCtlon- Private Pay Applicants). Income needs to be re-verified in the missing
H following circumstances: 1. When children transition from EHS to HS
BUt If they had nOt! you can add one. 2. Every year for an over-income client 3. When a child is enrolled in
b. The family services workers for this agency will be listed HS for a 3rd year.

as the assigned person to correct the item, but any staff
member who works with the child can address the item
and/or add attachments as supporting documents to
allow the compliance specialist to update the status
upon review.

Compliant Urgent NC N/A Partial

In Process -

8/21/20 (]
o]
[ o
The information in the above window will be completed by the o e | wa -
compliance specialist for any Non-Compliant or Urgent NC
StatUS Statu In Process - e
a. Status = In Process oo -
b. Assigned To = Family services worker as documented -
in ChildPlus for this agency
c. Address By = Default time period for correction date
d. Date Closed = Blank for initial review
[ o

o At this agency they ask that the information in the above areas is not changed. These items will be updated by the compliance team during the
re-review process.
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e Once the reviewer or a member of the team has addressed the Child File Review Tool (FY23 - Q2) [ECE Compliance]
non-compliant item:

— ==
 Click the Add Notes button and document the action P _
2 - Income Verification, including proof of income (e.g. W2, Reviewer's Notes
taken Statement of No Income, or Non-Disclosure of Income Statement for g
Private Pay Applicants). Income needs to be re-verified in th missin
° If an attachment |S uploaded tO Support the Correctlon, follca;ngazlrc?:n;aan:es ‘\c.ow‘:ene:hlijr; iais.:nor\efrom Ei«sm HS
2. Every year for an over-income client 3. When a child is enrolled in
that can be documented here as well. Hfora 31 year

N/A Partial
Closed -
Jina Abner
W rECEEd proct o Income
8/21/20 ) FSW received proof of
8/21/2C o] | ;

e « Continue through the entire Checklist to address all I S - bl
non-compliant statuses as necessary.

¢ The compliance specialist will conduct the re-review Status In Process iwmiticies
when the Address By Date has passed. Assigned To Pamelia Keane Q
Address By 09/01/20 o]
(-‘m:p Closed o)

Use the button to add attachments

Job Aid for Internal Monitoring
Created by a ChildPlus Software Customer

Bright Spots Winner
2/2/2024





