Procedure for referring First Steps children
to an Education Agency

at 18 and 30 months
	
	Procedure

	At  Intake when the child enters the First Steps Program



	1
	The intake coordinator (IC) reviews with parents the release forms identifying that child find information will be sent to the Local Educational Agency (LEA) after child is 18 months old.

	At 18 months



	2
	The System Point of Entry (SPOE) sends the 18-month information (child’s name, birth date, parent’s contact information and school district) from the State First Steps office twice a year, generally in April and October, to the LEAs (typically the School Co-op Director). Include procedures in Memoranda of Agreement (MOA).

	3
	The SPOE/Service Coordinator (SC) does not send 18 month referral form – it has been deleted.

	Children entering First Steps after 18 months



	4
	The IC reviews with parents the release forms concerning child find information being sent to LEA, child information will be sent at next occurrence (see #2 above).

	Child exiting First Steps after the 18 months child find information has been sent to the LEA


	5
	The SC should not provide the LEA any information.

	At 30 months one of the following occurs.



	6
	The SPOE/SC sends the 30 month referral form and all the other necessary information to the LEA with the parent’s permission.

	7
	The parents do not want their child referred to the LEA at 30 months; SPOE/SC completes the 30 month referral form.  The parent checks no parental consent and the SC files in the child’s EI file.  Nothing is sent to the LEA.

	8
	The Child is no longer in First Steps at the 30 month period – SPOE/SC does not send any information written or oral to the LEA.

	Children entering First Steps after 30 months of age.



	9
	The IC/SC reviews release forms concerning child find information being sent to LEA; child information will be sent at next occurrence (see #2 above).

	10
	SPOE/SC completes 30-month referral form and follows steps # 6 or 7 above as appropriate.

	At 30 months the LEA has names from the 18 month child find listing and has not received information from the SPOE/SC regarding this child.

 

	11
	LEA contacts the SC supervisor to learn the status of this child. The SC tells the LEA he/she will check the names. If a child who is due a transition meeting has been missed, the SC will immediately initiate paperwork to begin the 30-month process. Because of confidentiality, the SC will not be able to tell LEA anything about the child outside the regular 30-month process identified in # 6-8 above.
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