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Health & Safety Checklists – CPOnline Instruc�ons 
 
From the main drop-down menu, select Management. Select Internal Monitoring. 
 
 

 
 
 
 
 

 

 
 

 

 
 
The following Reviews screen opens with the list of reviews in the system.  
(FYI: The list can be filtered and sorted. To open an existing checklist, click on the review you want to open.) 
 

Create New Review Record 
 
To add a new monitoring checklist, Click Add Review. 
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When you click Add Review, the Review Details screen opens. Data enter the following: 
 
 Date Completed: Enter date of the Health & Safety Review 
 Reviewer: Select your name 
 Checklist: Select the Health & Safety Checklist to be completed. After selecting, the classroom data 

entry field opens. 
 Classroom: Select the classroom you are reviewing. 
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When Review Details are entered, click Save. 
 

 
Your new review record opens. 
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Complete the Review 
 
For each checklist item, click the Result: 
 No Concern = click when standard identified is fully met, no correction of any kind 
 Concern = click when standard identified is not fully met, even when the correction is made 

immediately. It is important to document all the steps you take to prepare the classroom to be safe for 
children. 
 
When you click Concern, fields open for Reviewer’s Notes and Status. 

• Reviewer’s Notes = type notes if needed to explain the specific concern for the item 
• Status = the only two options to use for Health & Safety checklists are Corrected Onsite or  

In Process. 
 Select Corrected Onsite when concern is addressed immediately at the time of the 

health and safety check. No other documentation required. 
 Select In Process when item is not corrected yet. 
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Follow Up on In Process Concern 
To document the process of correcting a concern, open the existing checklist and update the record. When 
checklist opens, click the information icon to open the data entry box for the specific item. 
 

 
 
 
 
Data entry box for the review item opens. Data enter: 
 Status = change to Closed  
 Closed Date = enter the actual date item was corrected. ChildPlus auto-fills today’s date. Change the 

date if necessary.  
 Add Notes (optional) = click Add Notes if you need to document additional information. 
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ChildPlus Learning Library Resources 
For additional information on using internal monitoring checklists, visit the Learning Library. 
 
You can click this link: https://library.childplus.com/search/topic/15 
 
You can also open the Learning Library from the Help menu in CPDesktop or CPOnline. 
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