WIN GA CFTM Feedback Form Administration Instructions

The CIS form will now have a second set of questions on the back of the form, titled “CFTM Feedback Form”.  So it is a two-sided form and the caregiver completes both sides.  These new questions are about the Child and Family Team Meeting.  Therefore the CIS must be completed at the conclusion of the  CFTM from now on.   If it is helpful for the actual meeting to have the CIS completed beforehand that’s fine, but the CFTM Feedback Form questions must be answered at the conclusion of the meeting.  Completed CIS/CFTM feedback forms will be returned directly to EMSTAR by mail for entry.

Who should complete the form?  The caregiver who regularly attends the CFTM.  We’re going for consistency in who completes the form from one meeting to the next.  If more than one caregiver attends the CFTM regularly have them elect one caregiver to complete the form on an ongoing basis, or they can complete it together.  If a single caregiver regularly attends then that’s who we’re going for – if that  caregiver is not present one meeting and are expected back next time you can skip the form that month.  

Instructions for administering the form:
1. CIS/CFTM Feedback forms come in envelopes that are return addressed and postage paid for convenient return to EMSTAR.  Bring an envelope+form, and a pen to every CFTM.   
2. Write date completed, youth’s name, assigned care coordinator, and assigned FSP on the CIS side.
3. At the conclusion of the CFTM give the envelope with the form inside to the caregiver 
4. Tell them to complete the form, that they can ask you for clarification of any questions, and that you won’t know what their responses are.  It’s being sealed and mailed directly to EMSTAR.  
5. Ask them to seal the completed form in the envelope and give it to you when they’re finished.    
6. Put the sealed envelope in the mail.  It is your goal to receive the completed form in a sealed envelope and drop it in the mail.
7. If no caregiver is present at the CFTM, no form should be completed that meeting.
8. Keep an extra copy of the form with you in case you need to help a caregiver by reading the questions aloud.

 
Other questions that might come up:
· If someone asks, the purpose of the CIS and CFTM Feedback forms is to identify improvements in their child and family’s well-being, and to identify areas for improvement in CFTM functioning. 
· You may need to read the questions to the caregiver.  If you do, use your own copy to read in order to make sure they are making their responses privately on their own copy.  The items are numbered so be careful to make sure they’re following along with responses to the right items as you’re reading.  
· They can skip a question if they don’t know -- the forms are voluntary.  But we need responses to as many questions as possible from as many meetings as possible, for the reasons in the first bullet, so encourage them to complete the form.
· If you need a Spanish language version of the forms please download and print from www.wingeorgia.org and replace the original form in the envelope.  


If you have any questions just give me a call (404.713.7043) or email (adam_darnell@yahoo.com).
