Data Collection CINS/FINS
Purpose:
The intent of this policy is to ensure compliance with Florida Network data collection requirements for CINS/FINS programs other funding sources and accreditation.
Policy:
CDS staff will gather information about youth and families served by Interface Youth Program (from intake forms, service provision tallies, referral sheets, contact sheets, intake and service summary forms) which may be used to evaluate the program, to plan for new and/or revised programming, to justify funding requests, and to provide information to interested community members.
Procedure and/or Process:

Information is collected and compiled monthly from the above-mentioned forms; quarterly and yearly reports are compiled from current data.  Data collection is monitored by designated staff who solicits assistance of other staff as needed.  Compiled program data and other data (state and regional) are located in a labeled file drawer in the office and are available to staff for reference ​on request of community members and/or as staff interest arises.  Data folders should always be replaced in the drawer as soon as possible and are never to leave the facility with staff or volunteers.
Staff Responsibility

The data collectors coordinate the collection process -soliciting assistance, monitoring collection efforts, and preparing reports monthly, quarterly, and annually.  All staff records all participant-related information on the service provision tally, intake forms, referral sheets, progress notes and contact sheets. Incomplete files and sheets will be rerouted to responsible staff for completion.
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