CONCERN LOG INSTRUCTIONS
Use “TAB” key to move to the next field.  Using enter will move the form to another page.
1. All concerns related to a child and family that is reported to the Program Manager must be recorded on the Concern Log (EI-10a).   

a. Enter date Program Manager was notified of concern

b. Check box if it’s a new concern/issue by a family

c. Enter person’s name who brought up the concern/issue

d. Enter staff person’s name who originally received the concern/issue

e. Check box of how concern/issue was received

f. Check box of issue/concern 

g. Check box if there is documentation that family rights were explained to the family when they voiced their issue/concern.

h. Check “Resolved” box if issue/concern was resolved and include the date it was resolved.

i. Check “No” box if issue/concern was not resolved.

j. Describe how issue/concern was resolved or if not resolved, what the next steps are.
2. If technical assistance is needed to address any concerns, contact the EI Administrative Team.  
3. Prior to sending the Concern Log to EIS, password protect the document using the same password that is assigned to your program for submitting your monthly database.  This is required to ensure security and confidentiality are maintained.  

Instructions for Encrypting with a Password

a. Click File > Info > Protect Document > Encrypt with Password.
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b. In the Encrypt Document box, type assigned password, and then click OK.

c. In the Confirm Password box, type the password again, and then click OK.
4. Email password protected Concern Log to Leann Lagrio Leann.Lagrio@doh.hawaii.gov by the 8th of the following month (e.g. January 2016 Concern Log EI-10a is due February 8, 2016).  

EI-10a:  Concern Log Instructions, 12.29.15

