Documentation An Investigator May  Need

When Doing Private Child Care Investigations

1. Incident Reports (includes time outs, therapeutic holds or other critical incidents.)  Assess to see if staff used de-escalation techniques prior to using a therapeutic hold.  This should be documented on the incident report.  Did each adult involved in the hold complete an incident report?  Consider the length of the hold, technique used, medical condition of the child etc.  Compare what staff say when interviewed to what information they wrote on the incident report.

2. Review Life Space Interviews or other methods used to process therapeutic holds afterwards with the child and staff involved.  This is normally attached to the incident report. 

3. Nurses’ notes that relate to the incident in question or situations similar to that incident. 

4. Review Personnel Records (looking at any patterns of employee conduct that might be relevant.)  How long has the employee been at this facility?  Have they worked in other child caring agencies?  Look at employee evaluations closely.  If problems were identified, was a plan to deal with these issues implemented by management?

5. Review the Child’s File (review the psychological, behavioral history, I.Q, any medications they are currently taking etc.)

6. Review/copy the Child’s Individualized Treatment Plan.

7. Review documentation on how the facility does Q.A on therapeutic holds (who reviews, feedback given etc.)

8. Review training records of staff.

9. Review the organizational  chart of the agency (to show the line of supervision.)

10. Review the Policy Manual (particular policies may be needed based on allegations or systemic concerns.)

11. Review/Copy the Behavioral Plan for the Child (Is it specific to the child’s needs?)

12. List of the Board of Directors & contact information.

13. A list of all agency employees & their degrees.

14. Job descriptions of employees.

15. Home address, phone number and social security number of  any alleged perpetrator or individual employees who may have information regarding the allegation(s).

16. Medication Logs.

17. Contact information on former employees or children who may have information regarding the allegation or systemic issues.

18. If a referral involves an agency foster home, the foster parent file may be needed for review (consider the original home study, any annual reviews, home visits by the agency to this home, any problems and actions taken to relieve any problems in that home.)  Also, assess individuals who reside(or who are often present) in that home such as grown children, paramours, etc. 

19. If supervision checks are done, documentation on how & when these are done.  Also, review logs that indicate this activity has been done.

20. Review AOC & C.A.N.  checks done on employee (s).

21. If cameras are used to monitor children, access to review these tapes may be needed.

22. Treatment records (includes individual counseling, group counseling, psychiatrist/psychologist notes etc.)

23. Obtain information on the types of children the facility takes, including the levels,  philosophy of the program and the structure in place for the children etc.

24.  If the facility has initiated any type of internal review/investigation of the alleged incident, review/obtain copies of their documentation, pictures etc.

25. Obtain copies of any past citations OIG may have given a facility and the  plan of correction that was submitted by the facility in response.(Working closely with OIG is important as we each have distinct roles and areas of expertise.)

26. SOP 7B.8.2 is on the DPP Website and focuses on the procedures for doing Specialized Investigations.

· This is not an all-inclusive list, but meant to give some ideas on what might be needed.

Other helpful hints

1. Have a quiet place available for the social worker to privately interview the child (ren) or staff.

2. Have agency staff available when the social worker is in the facility helps to wrap up the investigation more quickly.

3. Have documentation available, and a way for the social worker to copy information that they may need to keep, helps to move things along.

4. Staff the social worker will most likely interview:

Director, Assistant Director, therapist(s), nurse, psychiatrist/psychologist, direct care staff, anyone directly involved in or who may have information about, the alleged incident or systemic concern.  Sometimes investigators may want to randomly interview staff or residents depending on the allegations.

**This information was originally written for Private Child Care Providers as they had requested a list of what information a CPS Investigator might want during the course of an investigation.  More information was added to assist the investigator.

Don’t Forget!!!!

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 helps us see how many referrals we may have a certain facility.
