 Day Care Investigations Tip Sheet

· Notify OIG regarding any referral received.  Attempt to do a joint investigation with OIG, but do not wait as their time frames for initiation are different from ours.

· Do an entrance interview with the program director or designee to let them know you are conducting an investigation and advise them of basic information about the allegations.

· Find a quiet place to interview the child (ren) privately.

· Interview any staff whom were directly involved in the incident(s) or who may have information about the incident.  Depending on the allegation, it may be helpful to randomly select other staff to interview as collateral’s.

· Use a safe plan to identify any immediate safety concerns in the facility until the investigation can be completed.

· Look at the agency’s policies on the supervision of children, meeting the medical needs of the children, caring for the children, discipline methods etc.

· Reviewing training records of staff can be informative.

· CPS/Criminal history check is needed on the alleged perpetrator, director or any staff involved.  It’s often helpful to check under the name of the facility also, many referrals have been entered various ways over the years (this includes the Mainframe).

· Random interviews of children assigned to a particular room or area can be helpful to obtain supporting documentation.

· It is often helpful to sit quietly in a day care center and observe the day to day routines to get a feel for the facility.  Compare the information you have received from the child(ren) and adult(s) with the layout of the facility or items you see in a particular area (ex. It is likely a staff person could see what was going on in another room.)

· Consider talking to parents about the strengths and weakness of the facility as collateral contacts.

· It is helpful to obtain information on what type of contact OIG has had with the facility.  Get copies of any citations OIG may have given them and plans of corrections that have been submitted.  Has the facility followed their plan of correction?

· Get a copy of the agency organizational chart, as it makes it easier to find out the line of supervision.

· Look at the number of staff available to care for the number of kids.  Regulations mandate the staff to child ratio; the Cabinet decides whether the children appear to be taken care appropriately with the number of staff.

· Look at job description of various staff and make copies of this information as needed.

· Look at the agency policy manual as it helps to determine if staff where following appropriate standards of care.

· Get contact information on parents and children from the Director.

· Consider interviews with former staff depending on the allegation.  Agency staff should be able to give you contact info.

· Things to consider when interviewing the agency director:

1. Is there an agency policy that addresses the allegation(s)?

2. Ask the “who, what, when, where and why” questions.

3. Have there been any past or current issues/problems they have had with child, parent or employee?

4. If issues have been brought to their attention before and what, have they done to try to rectify the problem?

· When entering the referral in TWIST, the case name should be under the alleged perpetrator (if more than one perp, choose one for the case name.)  The name of the facility is entered in the resource name field next to each perpetrator’s name. This helps in tracking people should they move on to other facilities or help us see how many referrals we may have on a certain facility.

· An aftercare plan is important when issues arise that are of concern, but do not rise to the level of being a safety concern.  Examples might include: identifying any additional training that a staff member might need, or perhaps the facility may need to improve how they keep their documentation on children or staff etc.

· SOP 7B.8.3 is on the DPP Website and focuses on the procedures for doing a Day Care Facility Investigation.

