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  Family/Child Transition Process
EHS to 3-5 Early Childhood Program

The transition process starts when a child turns 30 months old.  The process is regulated by our Performance Standards.  It is individualized so each home visitor will have children starting transition at any time throughout a calendar year.  The date a child turns 2 ½  or 30 months will determine how quickly the total process will be completed.  For example a child who turns 30 months old in June (their birthday is after December 1) would be in transition until August of the following year with a total transition process time of over a year. As compared to the child who turns 30 months old in May (their birthday is in November) who would be in transition until Fall Head Start Program Start Up with a total transition process time of maybe 3 months.
· All the following procedural components described below must be completed to successfully transition a child and their family.
· Throughout this procedure the words “family” or “parent” are used interchangeably.  The whole family needs to be considered in the transition although at times the home visitor may be doing a home visit with one parent.  Always be mindful of including both parents in transition activities even if they are not living in the same household.

Section A:  General Timeline and Procedure
1.
Throughout the program year, the Early Head Start Coordinators will monitor county caseloads for children who are near to or in the transition process for monthly reporting.  Monthly Reports should include the following information on the children in transition:  child’s name, date of birth and date of third birthday.  Coordinators will also review transition activities at case staffing with home visitors. 
2.
By March 1, the Early Head Start Coordinators will submit a list of children who are age eligible for Head Start for the next program year to the Administrative Program Manager. 

3.  By May 1, the Early Head Start Coordinators will submit completed applications to the Administrative Program Manager for the Wait List children who are age eligible for Head Start for the next program year.  (See Section B: # 1 below.)
4.   Six months prior to the child’s third birthday, the Home Visitor will:
A. Discuss the concept of transition with the family using the “Guiding Principles of Transitions”.  The Guiding Principle sheet can be used differently for each family as determined by the home visitor.  For example, it could be used as a reference sheet for discussion or given to the parent to read. 

B. Give the parent a copy of the NAEYC (National Association for the Education of the Young Child) transition brochure “So Many Goodbyes”.  Review with the parent and address questions or concerns as needed.  

C. Fill in the Next Steps Transition Plan completing the following sections: Child’s name, Birth Date, Parent(s) name, Home Visitor’s name.  Fill in the first activity on the flip side of the sheet as ‘Transition Discussion’ including So Many Goodbyes and completion of the Next Steps Transition Survey.   
Note:
If child has an IFSP, the IFSP will serve as the Next Steps Transition Plan.  This will help with continuity of services and less paper work for children enrolled in Early On.  (Remember to include all the activities listed on the Next Steps Transition Plan in the IFSP.)

D. Complete the ‘Next Steps Transition Survey’ with the parent and attach it to the Next Steps Transition Plan. Information gathered on the survey will be used to help you list and plan activities. 
E. Continue development of the Next Steps Transition Plan on an individualized basis. The individual timeline for completion will depend on how long the child will be in the transition process.  Some items to consider will be:
· If a classroom visit is requested, the Home Visitor should work with one or two current classroom teachers in the Center the child will most likely attend or in a Center convenient for the parent and child visit.
· Introductions to additional Center staff including FSWs, Bus Drivers, etc. should be with staff currently in those positions at the Center the child will most likely attend or in a Center convenient for the parent and child visit.

· For children attending a summer transition class, refer to the ‘Guidelines for Preschool Transition Class’ regarding Home Visitor and Transition Class Teacher placement recommendations.
Section B:  Additional Procedural Timelines and Components
1.  Preschool Application by May 1st to Administrative Program Manager.
· Use the next program year’s Head Start application packet prepared by the Administrative Program Manager. Refer to the instructions provided with the packet for completion of the forms and sending the application file back to the Administrative Program Manager.  Consult with the EHS CC or Administrative Program Manager with questions.  Application packets should be distributed to FSWs and EHS HV soon after the first of each year for the next program year.
· Applications can be done on a home visit by the Early Head Start Home Visitor.

· Set a date with the family for completing the 3-5 Head Start Application.  Remember completed applications are due to the Administrative Program Manager by May 1st each year.

2.  Placement recommendations should be made by July 10th to Family 
     Partnerships Program Manager and Facilities/Transportation Services 
     Coordinator.
· The EHS HV will compile a list of transitioning children with program option placement recommendations.
· If the Home Visitor’s recommendation is different from the parent’s preference, a written explanation should be included.  
· The EHS HV should review of placement recommendations all placement recommendations with their EHS CC before the July 10th timeline.
3.  Head Start Transition Review Meetings by July 31st. 
· The purpose of these review meetings is to share Early Head Start information with Preschool Program staff regarding each child’s development and family services.
· Child Development Program Managers and the Family Partnership Program Manager will help with meeting set up if Teachers and FSWs required to attend are in summer lay off status and need to be scheduled.
· At a minimum the meeting should include the EHS Home Visitor, an FSW and a 3 to 5 Teacher.  If the child has been involved with Mini Pine, the EHS Teacher or Primary Caregiver should also be included.
· The meeting agenda will include discussion about general strategies and skills that have worked to develop a relationship with each family and a review of the following paperwork:
1. Parent Tool:  “A Look at My Child’s Development”

2. IDA Summary Sheet 
3. Child and Family Summary Statements

4. Family Partnership Plan

5. Physical 

6. Dental

7. IFSP or IFSP/IEP

8. Next Steps Transition Plan with discussion about joint home visits if requested. 
4.  The EHS Home Visitor should have paperwork ready to hand over to the EHS   CC by July 31st.   The EHS CC will be responsible for distribution of file     components once placement assignments are finalized.  Some of the      components will need copies made because they will be placed in two sections of the Head Start file.


Education File:  

IDA Summary
Child and Family Summary Statements
A Look At My Child’s Development
Next Steps Transition Plan

IFSP or IFSP/IEP


Social Services File:
Child and Family Summary Statements
Family Partnership Plan
Next Steps Transition Plan


Health File:



Physical
Dental

Immunizations
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