BEHIND THE SCENES STAFF CHECKLIST FOR FRCI FAMILY ASSESSMENT


· Are you aware of the FRCI Consent Form? Have you obtained consent? 

·  Have you read the protocol manual?
· Administration instructions
· Scripts
· Tips and common pitfalls to avoid
· Upload instructions

·  Do you have your forms and talking points ready for use?

·  Are survey and assessment forms filled out correctly and fully? Do they have the correct Cityspan ID?

·  Have they been entered into CMS 

·  Have you noted when the next one is due? Do you have a system in place to help you track what is due next, by when, and for whom?





Notification Protocol for FRC Initiative and Personally Identifiable Data: 2017-2022
Instructions:  Please retain with your client records the below signed notice for any adult participant enrolled in CMS.

I _________________________________ understand that this Family Resource Center receives city
                 (insert participant name)
funding from First 5 San Francisco, the Department of Children, Youth and Their Families (DCYF) and the

San Francisco Human Services Agency (HSA). These funders collect data on children and families 

participating in their programs so that they can make sure programs are strong and families get what they 

need. Information we collect can be found in this agency’s intake form. 

Your personal information is protected by strict, up-to-date security technology and kept private. 

Information that identifies you or your child personally (name, birth date, address) is never put in 

reports or public documents and is seen only in limited circumstances by a few, select staff of: this 

center, city funders, and contractors hired by the city to protect, store and analyze data. Our policy 

is not to share information with criminal justice, family courts, INS, IRS, DMV, private corporations 

or marketing firms, or collection and credit agencies unless legally mandated to do so. 


_____________________________________
Signature

_____________________________________
Date

