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Completing the Child Outcome Summary (COS) Process

This guide covers how to enter the Child Outcome Summary 
ACORN Powered by EI Hub.

Intake/Exit 

Disclaimer: This training aims to enhance the knowledge, skills, and proficiency in using ACORN 
as it relates to Early Support Services and should not substitute required programmatic training. 

The information presented in this content reflects the system build at the time of training. 
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The COS Process
Job Aid

• To add a Child Outcome Summary (COS) to a Child’s record 

in ACORN’s Case Management module 

HOW TO

• The Child Outcome Summary (COS) grid/table in ACORN’s 

Case Management houses electronic versions of the COS. 

• The grid/table allows for multiple COS’s to be added.

• To have an Exit COSF added to their record, the Child must 

have an active, non-interim IFSP on file.

ABOUT THE ACORN'S COSF SURVEY
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The COS Process
Job Aid

• To add a Child Outcome Summary (COS) to a Child’s record 

in ACORN’s Case Management module 

HOW TO

• The COS must be completed within 45 days of referral. If a 

Child is missing an initial COS, for example, that Child’s name 
populates on Missing Child Outcome Survey Dashboard 

notifying the FRC that the Child is missing a COS.

ABOUT THE EI-HUB’S COSF SURVEY 
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The COS Process
Job Aid

Step/Action 

1. From a Child’s record in ACORN’s Case Management, select 

the Child/Family Outcomes tab. 

2. Select the Add button from the COSF grid/table. The COSF 

pane populates.

3. Please take note of the Virtual Decision Tree located on the 

COSF pane. The Decision Tree will be addressed later in this 

job aid. 

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module  

HOW TO

• Fields and dropdowns with an asterisk (*) are required for the 

system to save/submit information entered.

NOTE
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The COS Process
Job Aid

Step/Action 

1. The Current Initial Active or Active IFSP date, Exit Date, and 

Initial Service Date, and Last Service Date fields will auto-

populate. 

2. Use the COSF Type drop-down list to select the appropriate 

COS Type (Entry/Exit form) for the Child. The appropriate 

form (Entry/Exit form) populates based upon the COSF Type 

selected.

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module

HOW TO

• Fields and dropdowns with an asterisk (*) are required for 

the system to save/submit information entered.

NOTE
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The COS Process
Job Aid

Step/Action 

1. Manually enter or use the calendar picker to select the Child’s 

COSF entry or exit date from COSF Entry Assessment Date 

or COSF Exit Assessment Date fields.

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module 

HOW TO

• Fields and dropdowns with an asterisk (*) are required for 

the system to save/submit information entered.

• ACORN’S COS is separated into two sections, COSF Entry 

and COSF Exit. The section that populates is based upon 
whether a user selects COSF Entry or COSF Exit from the 

COSF Type drop-down list.

• ThE Child must be exited before entering in an Exiting 

COSF form.

• Please note, the data in the screenshots are for functional-

purpose only and are not shown to provide guidance 
regarding what information should be enter into the COS.

NOTE

COSF ENTRY 

COSF EXIT 
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The COS Process
Job Aid

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module

HOW TO

• Individuals completing the COSF will have access to the 

COSF Decision Tree to assist with the form’s completion. 

• The Decision Tree is accessible via a linked pdf document 

housed above the COSF tab.

• Upon selecting the Decision Tree link, the Decision Tree pdf 

will populate in a separate tab allowing those completing the 
COSF to reference the Decision Tree document as they 

enter information on the COSF. 

NOTE
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The COS Process
Job Aid

Step/Action 

After the COS conversation has taken place with the IFSP team, 

including the family:

1. Use the skills drop-down lists to rate the extent to which the 

Child has demonstrated mastery of a skill (i.e., Positive Social 

Emotional Skills) on a scale of 1-7.

2. Use the drop-down to select “Yes” or “No” for any questions 

related to whether a Child has acquired a new skill. 

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module

HOW TO

• Individuals completing the COS will use selection drop-down 

lists to rate a Child’s mastery of each COS area (social 
emotional skills, acquisition and use of knowledge and skills, 

and use of appropriate behaviors to meet needs) on a scale 

of 1-7. 

• Fields and dropdowns with an asterisk (*) are required for 

the system to save/submit information entered.

NOTE
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The COS Process
Job Aid

Step/Action 

1. If you are unable to complete Questions 1, 2, and 3 on the 

COSF Exit Survey, use the last drop-down list to select a 

reason for incompletion (e.g., Moved out of state)

2. Once complete, Select the Submit button to save/submit the 

COSF Exit Survey.

• To add a Child Outcomes Summary (COS) to a Child’s record 

in ACORN’s Case Management module 

HOW TO

• Fields and dropdowns with an asterisk (*) are required for 

the system to save/submit information entered.

NOTE

This option is displayed on the COSF Exit Survey. 
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