
New Child Intake

Upstairs Desk

_____ go through registration checklist – make sure all paperwork is completed and signed
· Application form
· Emergency form

· OTC form

· Immunization

· Infant feeding schedule
· Child health report- signed by doctor
· Food program form

· TE form

· Volunteer hours Questionnaire

· Override forms

_____ enter info into the child list and regular schedule

_____ enter child into Procare



_____ create invoice for app fee and deposit

_____create invoice for first month – get these to parents 

_____ add food program form the FP folder
_____ If Best Beginnings – 

· send email to TNC to confirm status

· Scan and email override form to TNC

· Add to QuickBooks- or have Julie add them

_____ Invite to Daily connect
_____ If infant schedule Intake and get infant intake form and feeding schedule to proper class
​​​​_____ Constant contact
Teacher

_____ label a cubby and bins for spare clothes and diapers
_____ create a new profile in Daily Connect (birthday and last name)

_____ label a plastic bin for their clothes and diapers

______ Label Art clip

