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Individual Move-In Checklist
Individual: ________________________________________
Site:_____________________________________
Maintenance:
· Ensure a bed is available and on site the day prior to move in.
· Ensure a dresser is available and on site the day prior to move in.
· Ensure blinds are hung on bedroom windows the day prior to move in.
· Any repairs needed in the room?

· Have the walls been painted?

· Has the carpet been shampooed?  

· Ensure appliances are in working condition.

Lead Counselor:

· Ensure maintenance tasks are complete.

· Does the new resident have bedding? If no, purchase a bedding set, which includes fitted sheet, flat sheet, comforter, bed skirt, and pillow case.  We must also provide a pillow.

· Purchase a towel set which includes a washcloth and a bath towel.

· Ensure a bedroom (or apartment) key is available to the resident prior to move in.  This should be given to them the day they move in.

· Review the Program Book and communicate any questions or concerns with the Program Director.  Are we missing anything?
· Conduct a walk through the morning of the move in to ensure everything looks presentable, this includes the bed being made and towels placed on the bed. 

· Ensure there is a posted Emergency Escape Plan in the individual’s bedroom.
· Greet the new resident, provide a tour of the house and introduce to housemates and staff.

· Check in the individual’s money and explain our process for budgeting and safekeeping of funds (as necessary). Complete the Funds Transfer form found on the ZH website.   

· Check in medications and cross check to the MAR (when one is available).  If one is not available, then create a Medication Sheet using the orders as written on the labels. Complete the Medication Transfer form found on the ZH website. 
· Communicate with the Program Director if any medications refills are needed promptly.

· Assist the individual with unpacking their belongings.

· Ensure that any contraband items are set aside until approval is obtained.

· Conduct a Fire and Severe Weather Drill within the first 24 hours after move in (this is a licensing requirement).

· Complete a Change of Address with the Post Office.
· Update State ID Card.
· Open US Bank Account or complete a change of address with the bank.
· Schedule any necessary appointments (communicating with the PC).
· Ensure all staff have read and signed off on necessary documents in the Program Book.
Program Director:
Director of Operations will complete intakes. In the event the Dir. of Op. is unavailable: 

· Complete Internal Move Checklist (for internal moves only) 

· Put together Program Book, including relevant history for training staff (this includes a diagnosis summary for medical conditions and/or mental illnesses).

· Send an email updating the house and Lead about the intake meeting and any pertinent information that needs to be shared.
· Individual Data Sheet – once completed, send to house and Lead
· Ensure updated IAPP is provided to the house with a signature page attached.
· Establish service with Bloomington Drug 

· Have guardian sign “Billable Party” form then fax to pharmacy

· Fax data sheet

· Indicate which pharmacy was used previously
· Ensure pharmacy has all current prescriptions (which might require reaching out to medical providers to request copies) 

· Establish local healthcare providers, including transferring medical records when necessary.
· Communicate with the Lead regarding any upcoming medical appointments.
· Communicate the date/time/location of 45 Day Meeting with all parties. 

· Seizure Protocol (when applicable) – have neurologist sign off before going in the book

· PRN Admin Plan (when applicable) – within three days of admission (might require requesting more information from the psychiatrist).
· Snapshot with staff signature sheet – Due by 45 Day Review.
· Behavior Support Plan with staff signature sheet – Due by 45 Day Review. 
· Ensure the most recent CSSP is provided in the resident binder.  If one is not available, then request one from the case manager (print request for file).

· Contact List (when necessary) – this is helpful for listing other important phone numbers.
· Provide simple data tracking forms, although formal goals will not be established until the 45 Day Review.
· Ensure any probation or Provisional Discharge requirements are met with our programming or are built in to the individual’s programming when necessary (i.e. attending sex offender treatment, attending weekly AA meetings).

Page 1 of 2


