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             TRANSITION CHECKLIST
             Revised - July 2009

Child’s Name: __________________________________________  

DOB:  ______________ Child is 2 years, 6 months on: ___________
School District: ________________________________________
	STEPS
	DATE COMPLETED

	Inform parent that directory information (i.e. child’s name, DOB, parent’s name, address & phone number) will be sent to the school district unless parent opts out. If parent opts out, Parent Directory Information Opt Out form must be in child’s file and documented in case notes. 
	

	Before the Service Coordinator can provide additional information to the school district about the child (except directory information), they must have the parent sign the First Steps Release of Information indicating what information can be shared with the district. ROI must be in child’s file.
	

	Obtain parent permission to invite ECSE to transition IFSP meeting (can be done over the phone). Must also be documented in case notes.
	

	For late referral children (referred between 2yrs. 6mos and 3 years), with parent’s permission, contact the school district immediately to inform them the child was just referred and will turn 3 on _________.  
Must also be documented in case notes. 
	

	Schedule IFSP transition meeting and document contact with ECSE (with permission granted from family). Must also be documented in case notes.
	

	Send written meeting notification to all invited participants, as well as family (and ECSE if permission granted by family) 
Copy of Meeting Notification must be in child’s file.
	

	Document when and what info was provided to district (can be before or after meeting) in case notes, transition section of IFSP, and on Transition Checklist form.
	                           

	· Written reports from service providers from the past year (progress notes)
	

	· Evaluations from the past year (list evaluation types below)
	

	· Current IFSP w/ transition plan (It must be documented in case notes when the IFSP created at the transition meeting is sent to ECSE after the transition meeting).
	

	· Medical Info – documentation of diagnosis, reports, etc. (optional)
	

	Introduce transition to family
	

	Share differences between Part C and Part B services. Discussion with and training of parents regarding future placements and other matters related to the child's transition. Document discussion in IFSP.
	

	Discussion about changes in Service Delivery

Discussion about procedures to prepare the child for changes in service delivery including steps to help the child adjust and function in a new setting. Document discussion in IFSP.
	

	Sent info to Community Programs with Parental Consent

Explain other available community programs to family, and send specified information to community programs, upon informed, written consent, to facilitate service delivery or transition from the First Steps early intervention system. Document discussion in IFSP.
	

	Advocacy Resources provided to the family (as needed)
	


NOTE: Dates and information on this checklist must be supported by documentation in WebSPOE and child’s file. 
