Required Elements for IFSP Transition Steps and Transition Services 

Instructions

Left Column: Required elements are listed and underlined in the left column of this chart. Each required element must be printed on the IFSP Transition Steps and Transition Services form as written, and in the order presented. 

Right Column: Instructions for completing the elements and technical assistance are in the right column. Refer to the sample form for more clarity on how the required elements fit together. 

	Required Element
	Instructions for Completing the Elements

	Child’s Name


	Complete all information; Client ID is an optional field and may be used for local or TKIDS case ID. 


	Date 
	Enter the date of the IFSP meeting when the transition steps and services were developed.


	Develop specific steps and services between the ages of 27 and 33 months to support the child and family to effectively transition from early childhood intervention services to activities, places, or programs the family would like the child to participate in after exiting ECI. 
Use the Guided Transition Discussion questions to identify specific steps and services.


	Transition steps and transition services must be developed in an IFSP meeting with the parent. This occurs between the ages of 27 and 33 months for a child exiting the program. If the child is older than 33 months of age at the time of the initial IFSP transition steps and services must be developed then.
Transition steps and services are also developed for a family that anticipates a change in their circumstances and requests transition assistance, regardless of the child’s age. Two examples of this are 1) an anticipated move to another city or state, or 2) change in the parent’s employment that may require childcare to start. 
Page two of the form, Guided Transition Discussion, provides questions that can be used to identify specific steps and services. The questions are not intended to be included in the IFSP. Document the concerns that families have as a result of this discussion in a progress note, and use the results of the discussion to complete this form.



	I would like to explore these service options

Check boxes for each of the following:
Childcare

Head Start

Home

Preschool

Early Childhood Special Education services (Part B)

Private therapy

Parent’s Day Out

DARS Autism Program

Community centers

Other 

	Check all boxes that apply.
By using the Guided Transition Discussion questions on page two, the service coordinator can help the parent identify services available in the community that the family would like to explore. The list printed on the form is not all inclusive and other service options that result from the discussion should be documented in the Other blank. The order of the list items is optional.
Leave space to describe “Other.”

	I would like to explore these resources

Check boxes for each of the following:
Medical

Dental

Respite care

Advocacy

Assistive technology

Counseling

DARS Division for Blind Services and Office for Deaf & Hard of Hearing Services

Case management programs

Medicaid waiver programs

Child development information

Child and family rights information
Parent support groups

Other (with space to enter other information)

	Check all boxes that apply.
Some of these same resources may have been identified in the case management section of the IFSP. The discussion at this time will focus on these resources and how they will be useful as the child transitions. 
The list printed on the form is not all inclusive and other resources that result from the discussion should be documented in the Other blank. 

The order of the list items is optional.

	Include more specific information below under Required Additional Steps and Services Specific to My Child and Family
	Information about the service options and resources inform the development of additional steps and services. Documentation of needed steps and services that are not related to or that exceed the Part B timelines and process are documented in the space at the bottom of the page for Required Additional Steps and Services Specific to My Child and Family. 

	Columns titled:
Steps & Services

Responsible Party

Timeline

Anticipated Completion Date


	This form is the plan for completion in the coming months of transition steps and services. Documentation of completion of the steps and ongoing follow up on services must be recorded in the child’s record. 

	Row 1. Provide to the parent an overview of transition concepts and activities 

Service Coordinator

No later than 33 months of age

	The Service Coordinator must provide an overview of transition concepts and activities to the parent. This may be accomplished by providing a copy of Beyond ECI and reviewing it with the parent(s).

Document the anticipated date of completion.

	Local Educational Agency (LEA) Notification of Potentially Eligible for Part B Services
(Check box.) My child’s Service Coordinator has explained the LEA notification process to me. I understand that limited personally identifying information (child’s name & date of birth, parent names, addresses, phone, service coordinator’s name, and language spoken by my child and family) will be sent to the LEA unless I opt out. I understand I can opt out in writing any time up until the scheduled notification date.

ECI Provider.

No later than 90 days before the child’s 3rd birthday 


	Because a complete explanation of the transition process and the development of the Transition Steps and Transition Services might not occur on the same date, the LEA notification information is included here.
The Service Coordinator must review the notification process and include the following:  

· the information that is included in limited personally identifiable information 

· the availability of the choice to opt out , and
· the date that the notification will be sent to the LEA

The parent has the right to change their mind and request notification to the LEA at any time, before the child’s third birthday. 
This information must be provided no later than 90 days before the child turns 3 years old.

Document the anticipated date of completion.


	(Check box.) Check here if the child is Potentially Eligible for Part B Services

	Check this box if the child is determined potentially eligible for Part B services by the IFSP team.


	If my child is potentially eligible for Part B services:

1. ECI will notify the LEA that my child is potentially eligible unless I opt out
ECI Provider

No later than 90 days before the child’s 3rd birthday


	Further information about completing and documenting steps 1-4 on the form can be found in the LEA Notification and Transition form. 
The Service Coordinator must explain to the family that, when a child has been determined potentially eligible for Part B services, the ECI provider will notify the LEA of the child’s personally identifiable information no later than 90 days before the child turns 3 years old unless the parent has opted out.
Document the anticipated date of completion.

	(Check box.) Check here if the parent elects to opt out of LEA notification of potentially eligible for this child
Date:


	Check this box if the parent has elected to opt out of the LEA notification of potentially eligible.
Document the date the parent opted out of the LEA notification of potentially eligible.

	2. With parental agreement, ECI will hold a transition conference with a LEA representative, the parent, the service coordinator and other ECI team members. The conference must include a discussion of options for the time from the child’s third birthday through the remainder of the school year.
IFSP Team

No later than 90 days before the child’s 3rd birthday


	The IFSP team must discuss with the parent the options for a transition conference. The conference must be a face-to-face meeting with the parent and the service coordinator. Additionally, at least one other ECI professional who is a member of the IFSP team must participate either in person or through other means as permitted in 34 CFR 303.343(a)(2). Other family members, advocates, and other participants specified in 34 CFR §303.343, must be included as requested by the parent. Prior written notice must be given to the family for this meeting.

If the parent agrees to have the conference it must happen no later than 90 days before the child’s third birthday.
Document the anticipated date of completion.


	3. With parental consent, ECI will provide additional planning information to the LEA.
Service Coordinator

No later than 90 days before the child’s 3rd birthday


	The service coordinator must obtain written consent from the parent to release information (other than limited personally identifiable information) to the LEA for planning. The minimum information that must be provided (with consent) is the most recent evaluation(s) and IFSP. 
Document the anticipated date of completion.


	4. If available, an ECI representative will attend my child’s admission, review  and dismissal (ARD) meeting at my request
IFSP Team

By the child’s 3rd birthday

	If available, the most appropriate member(s) of the IFSP team attends the child’s ARD meeting when requested by the parent. 
Document the anticipated date of completion.

If the meeting occurs after the child’s 3rd birthday, ECI staff should attend if available. 

	Provide me with information, including contact information for other community placement options and resources
Service Coordinator

By the child’s 3rd birthday


	The service coordinator will provide the parent with information about community options additional to the LEA. Identification of these options occurs during the discussion of the questions on page two of this form, Guided Transition Discussion.
Document the anticipated date of completion.

	Assist me with meetings and referrals to other community placement options and resources; make referrals with parental consent
Service Coordinator

By the child’s 3rd birthday


	The service coordinator will work with the parent to identify which community options they would like to be referred to and have meetings with. 
Written consent to release information must be obtained before information is shared with community options. 
Document the anticipated date of completion.

Document these steps and services in the Required Additional Steps and Services Specific to My Child and Family section at bottom of the page.



	Columns titled:

· Required Additional Steps and Services Specific to My Child and Family 

· Responsible Party

· Timeline

· Anticipated Completion Date


	Document steps and services that exceed or are not related to the Part B timelines and process in this space. This will include community options that were identified.
Every family will have additional steps and services that are unique to their situation; these must be documented on the form. The Guided Transition Discussion questions on page two of this form will assist in the identification of needed steps to address areas such as behavior issues, toileting, separation, diet, and activities to continue to meet the child’s developmental needs. 
Page two, “Guided Transition Discussion” are not part of the IFSP.

If there are IFSP outcomes that are linked to transition, write them in the first column. 
Example: 
· Required Additional Steps and Services: Mom would like child to be able to use more words before starting PPCD in October. This is being addressed through IFSP outcome # 1 

· Responsible Party: Mom and the SLP

· Timeline: By child’s 3rd birthday

· Anticipated Completion Date: 5/10/12
When community transition meetings occur it must be a face-to-face meeting with the parent and the service coordinator. Additionally, at least one other ECI professional who is a member of the IFSP team must participate either in person or through other means as permitted in 34 CFR 303.343(a)(2). Other family members, advocates, and other participants specified in 34 CFR §303.343, must be included as requested by the parent. Prior written notice must be given to the family for this meeting.



	Guided Transition Discussion
Transition steps and services must be developed at an IFSP meeting with the family of the child. The IFSP transition content must include the following:
· Transition Services: Identification of transition services and other activities that the IFSP team determines are necessary to support the transition of the child.
· Transition Steps: 
· Discussions with, and training of, parents, as appropriate, regarding future placements and other matters related to the child’s transition.
· Procedures to prepare the child for a change in service delivery, including steps to help the child adjust to, and function in, a new setting, and to exit from ECI.
Assess transition needs by using the guided discussion questions below. Document any identified concerns about any of the following:
What do you know about Head Start, Pre-K, and preschool or child-care centers? Do you have concerns?
Would visiting these centers or classrooms be helpful to you?
How is it for you and your child when you separate? 
How does your child play with other children?
What health and medical issues does your child have? Does your child take medications during the day? 
Are there diet restrictions or preferences that need to be addressed? 
What requirements does the center or provider have for medical and health information, Social Security Number, consent to seek medical help in an emergency, transportation, etc? 
Are there accommodations, including those related to sensory issues, that need to be made for your child to participate in classroom activities, mealtimes, music time, art time, playground time, etc.? 
How does your child behave in structured settings and activities? Do you have concerns about your child’s ability to sit still, follow directions, etc?
Are there any skills your child will need to learn to participate in activities you are interested in, such as toileting, waiting his or her turn, sharing toys, etc?
If a community activity, such as story hour, requires you or another adult to stay with your child the whole time, will you or another caregiver be able to do so?
Will you need someone to help with case management needs after ECI? 
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