Transition Initiative Transition Bag Check Out Procedures

Transition Bags are # 1-10 (English) #11-15 (Spanish)

Check Out Process
1. OSC/Intake requests transition bag from Cluster Coordinator.

2. Cluster Coordinator gives check out list to OSC/Intake.  OSC/Intake completes the check out list by indicating the child’s name that the bag is going to and then initialing/dating/ and recording the bag # on the checkout list.

3. The Cluster Coordinator then gives the transition bag to the OSC/Intake.

Check In Procedure

1.  Transition initiative bags are to be returned to the OSC/Intake at the child’s transition meeting.

2. The OSC/Intake returns the bag to the Cluster Coordinator and checks the bag back in by initialing and dating that the bag has been returned.

3. Cluster Coordinator will do an inventory of the transition bag with the OSC/Intake present to insure that all items have been returned.  Missing items will be documented so future OSC/Intake/Families are not held responsible for missing items.

