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	Title:
	TRANSITION



	Purpose:
	In accordance with the IDEA, each child’s Individualized Family Service Plan (IFSP) must include the steps to be taken to support the transition of a child from Birth to Three services to preschool special education or other appropriate services.


Overview

To assist in a smooth and timely transition for a child from Birth to Three services, service coordinators and program staff who work with the family should be knowledgeable about the transition process and the community services and supports that are available for young children and their families.
Service Coordinators and program staff should be knowledgeable about the steps to assist in achieving a smooth and timely transition for a child out of the Birth to Three System, including community services and supports that are available for young children and their families.
In Connecticut, Local Education Agencies (LEAs or school districts) are responsible for providing special education and related services to eligible children beginning by no later than their third birthday.  While all school districts must adhere to the same special education process for referral, evaluation and eligibility determination, each may vary in the activities they use to carry out this process.  Therefore, service coordinators should familiarize themselves with each school district in which they serve children.  

Informing Families about Transition

Families are introduced to the idea of transition in Family Handbook: Guide II: Orientation to Services that they receive upon entering the Birth to Three System.  Transition should be discussed with families in a general manner as early as the initial IFSP
 and at subsequent reviews.  

The service coordinator should ensure that each family thinking about pursuing considering a referral to their LEA receives Family Handbook: Guide III: Transition to Preschool Special Education Services and Supports.  Copies of the companion video, Transition to School Services are available from each Birth to Three program for families to borrow and view.  It is recommended that this be shared with the family by the child’s 2nd birthday.

Notifying the Local School District about a Child Receiving

Birth to Three Services

On an annual schedule the Department of Developmental Services will notify local school districts about all children enrolled in the Birth to Three System who either reside in their district or who have nexus with their district (as determined by the Department of Children and Families).  The names, dates of birth and names of program for all children who’s parents have signed a release to share information with their LEA on file and those children who are 2 ½ at the time of the report will be listed.
If a parent chooses to have their service coordinator contact their school district when their child is less than age two   2 ½ , the service coordinator will have the parent sign the Authorization to Release Information Form 3-3.  This allows the service coordinator to share information with the school district, but does not require the school district to act upon the information.  This early notification is highly desirable for children receiving intensive services or children who have assistive technology needs so that the school district has sufficient time to plan and budget for an appropriate program.  The date that the release is signed should be entered in the Case Information Window of the Birth to Three data system to ensure that the child’s information will be included in the next quarterly report to the responsible LEA.

The service coordinator should review with the parents what information is kept in the child’s early intervention record and the parent should identify the information to be shared with the school district.  The parent has the final decision about what information is shared.  Once initial information has been sent to the school district, updates of the child’s progress should be sent with parent permission (Form 3-3) to keep the school district’s preschool team current with the child’s developmental status.  Information provided to the school district in writing or verbally should be void of specific recommendations for services, placement, personnel, or other matters that are decisions of the Planning and Placement Team.

Referring a Child to His or Her Local School District

Even if information has been shared with a family through the notification process explained above a referral must be made to the LEA in order for them to begin the process for determining if a child will be eligible for preschool special education.  Therefore Beginning at the time any child is two years of age, parents should be asked to sign Form 3-8, Referral to Local School District, to indicate whether or not they wish their child to be referred to the school district around age 2.  (For a child who has a surrogate parent, it is the surrogate parent who can authorize the referral to the school district [see Surrogate Parent procedure]).  Form 3-8 constitutes an official written request to the school district to begin the special education eligibility determination process for this child and should be sent to make this request official, even if an authorization to release information (Form 3-3) was previously sent.  The date that the referral form is sent to the school district (if “yes”) should be entered into the Birth to Three data system.  A copy of Form 3-8 should be placed in the child’s record.  As previously mentioned, the service coordinator should make sure that the parent receives a copy of Family Handbook III and views the companion DVD or video.

If for any reason the parent who has agreed to refer their child changes their mind and chooses not to continue the referral process, the parent or service coordinator, with parent permission, must send written notification to the school district that the request for an eligibility determination has been revoked (Form 3-8).  This allows the school district to close the file.  In this case, the information that the referral was revoked should be entered in the Birth to Three data system with the date of revocation.

A parent may also choose to self-refer to the LEA.  If a parent does so, but wants Birth to Three information to go to the district, then the service coordinator proceeds using Form 3-3 to release specified information from the record to the district.  The information about the referral can be entered in the data system as if Form 3-8 had been signed.  However, if the parent self-refers and does not want any information transmitted from the Birth to Three System to the school district, then it is as if no referral to the district were made by the Birth to Three System and the case information window of the data system would show “No” for Form 3-8 with a date.

Documenting a Parent’s Decision to refer their child for 

Preschool Special Education

Service coordinators should begin to encourage a family to refer their child, if appropriate, at age two.  Whether If the family has not already made a decision on referring their child for a preschool eligibility determination, then or not, by age 2 ½ notification will be sent to the local school district.  This information will include what is defined as “directory information” in the Family Educational Rights and Privacy Act (see Birth to Three Procedure Notification to School Districts) 

the family must make an initial decision and sign Form 3-8 indicating that decision.  (For a child who has a surrogate parent, it is the surrogate parent who can initiate or decline the referral to the school district [ (see Surrogate Parent procedure]).  This decision, whether it is “yes” or “no” is documented on form 3-8 Referral to Local School District and entered in the data system along with the date of parent signature.  The signed form should be placed in the child’s record.  

If a family has indicated “no” on Form 3-8, does not want to make a referral to their local school district it is the service coordinator’s responsibility to revisit this decision periodically with the family and ensure that the family understands that postponing the referral may jeopardize their child’s ability to receive special education and related services by age three if the child is found eligible.  

[NEW] Revoking a Referral to the Local School District
It is possible that, If at a later date, a parent who initially decided to refer their child may either changes their mind or moves from that school district.  In this case, Another Form 3-8 indicating “no” should be signed and the fact that the referral was revoked should be signed and the updated information date should be entered in the data system.  If the parent does revoke the referral, In these instances the service coordinator must notify the LEA in writing by sending the updated Form 3-8 with the change so that they can close the record begun for this child.

In the data system the default answer for whether the parent has given permission to share information with their school district is “not yet”. The parent must indicate that they either do or do not want to release information by either signing a release form 3-3 OR signing the referral to the LEA Form 3-8. And, if they’ve definitely decided they do not want to refer their child to the LEA and they want no information shared with that LEA, they must sign form 3-8 and indicate “No”. That information must then be entered into the data system.

Sec. 17a-248d of CT General Statutes requires the Connecticut Birth to Three System to release data on currently eligible children who are within 90 days of their third birthday to their school district for purposes of Part B child find, unless the family has made a decision not to refer their child to their school district and that decision is entered into the data system.  This report is sent out to LEAs three times a year but may also be shared when ever a school district requests information on children from their school district.

Transition Plans for all Children

Transition steps and services are recorded on a Transition Plan.  As required by the IDEA 2004, a transition plan must be developed as part of an IFSP meeting (initial, periodic review, or evaluation of the IFSP held at least annually) and it can be updated several times to reflect the different stages of the transition planning process.  Within the IFSP form, Section IV:  Plan for Transition from the Birth to Three System to Preschool Special Education or Other Appropriate Services serves as this plan.  This section should be completed for all children, using additional pages as necessary to record the transition activities.  A child or family outcome may also be written that addresses transition activities.

The Part C regulations (303.344(h)) require that the plan include the steps to be taken to support the transition of the child including: 

· discussions with, and training of, parents regarding future placements and other matters related to the child’s transition; 

· procedures to prepare the child for changes in service delivery, including steps to help the child adjust to, and function in a new setting.  

The plan should clearly indicate the responsibilities of the service coordinator and the family (and the school district if the plan IFSP is developed or revised at a transition conference with the LEA.)

The IFSP for a child whose family has elected to receive only those services provided at no cost must still include a transition plan.

Programs will indicate in the IFSP window of the data system each IFSP that contains a transition plan by checking the box that says:  “Transition plan included”.

Transition [new word] Planning of for Children Not Eligible for Preschool Special Education or Whose Families are Not Seeking Preschool Special Education

Families of children not being referred to their local school district for a determination of eligibility for preschool special education must still have a transition conference as part of a meeting to write or review the child’s IFSP.  Timing for holding this conference can occur at any time prior to the child’s exit that allows sufficient time for planning but no later than 90 days before the child’s third birthday and sometime at or after age  24 months (for children exiting at age three).  The service coordinator is responsible for arranging the conference and ensuring that it is held within the required timelines and that it includes the parent(s), the service coordinator, and anyone else the parent feels would be helpful in developing the plan. 

The transition plan should include activities to prepare for the transition and a reasonable time frame for completing them.  It should also include connecting the family with community resources outside of the Birth to Three System and an offer to track the child’s further development up to age five through the Ages and Stages Questionnaire (ASQ) process.  If the parents are interested in participating in the ASQ, the service coordinator should give the family the Ages and Stages brochure that contains the consent form.  After the consent form is completed, the service coordinator should mail the completed form to Child Development Infoline, 1344 Silas Deane Highway, Rocky Hill, CT 06067.

Even if a child is exiting from Birth to Three services because he or she is functioning within the normal age range in all areas of development (see Exit from the Birth to Three System procedure), the service coordinator must still convene a transition conference during a meeting to write or review the child’s IFSP and develop or update the transition plan and should offer enrollment in the ASQ process.

Transition of Children Seeking Preschool Special Education Services

Just as families develop a partnership with their Birth to Three program, families should see the future potential transition to their public school special education program as a partnership that begins while their child is receiving Birth to Three services.  For this reason, parents should be encouraged to contact their school district early or allow their service coordinator to do so, because sufficient time is needed for planning, support, and transition-related activities to occur.  The first page of the IFSP form identifies for the family the name, address, and telephone number of the primary contact person in their local school district.  Whenever a parent is interested in learning more about their town’s preschool special education and related services, they may choose to contact their school district directly by phone or letter, or they may choose to have their service coordinator contact the school district on their behalf by completing Form 3-3.  The names of the LEA preschool special education contacts are listed on the Birth to Three website (www.birth23.org).  Transition activities and requirements are the same whether families are receiving direct services or whether they have elected to receive only those services at no cost.

Eligibility Determination for Special Education and Related Services

A school district may choose to use current information from the Birth to Three program to determine a child’s eligibility, or they may choose to have their own personnel evaluate and assess the child to determine eligibility, or they may do some of each.  It is appropriate, with parental consent, for the service coordinator to ask the school district what information they need from the child’s Birth to Three program to determine eligibility, such as an updated standardized evaluation or curriculum-based assessment results or current reports (i.e. a written update of the child’s developmental skills which will not be older than six months at the time of the eligibility determination).  Other requested information may include health and developmental reports and IFSPs with current goals and services.

Ultimately, it is the responsibility of the public school staff to gather the necessary information to make the determination of the child’s eligibility.  If this requires further evaluations beyond what the Birth to Three program makes available, then the school district must ensure that a comprehensive evaluation is conducted to determine a child’s eligibility.

Transition Conference with the LEA

If the parent has signed the Referral to Local School District, Form 3-8 or has self-referred to the LEA (and wants information from the child’s record shared), then the service coordinator is responsible for arranging a transition conference with the LEA at least 90 days or, with agreement from all involved, up to  nine months prior to the child’s third birthday.  with The appropriate people to have present include:  (1) the parent(s), (2) the service coordinator, (3) an LEA representative, and (4) anyone else the parent, LEA or service coordinator feels would be helpful.  Although far from ideal, it is possible to have the representative from the local school district participate by speakerphone.  

Service coordinators may use the sample invitation letter and form included in this procedure or the program may develop its own.  In either case, there must be written documentation available in the child’s record that the school district was invited.

Some school districts, upon receiving a referral, may prefer to contact the family and schedule the transition conference themselves.  Whoever schedules the conference, it is still the responsibility of the service coordinator to ensure that it is convened within the required timelines.

If, after attempting to accommodate both the LEA and the family’s schedules, and the LEA is invited, but cannot participate in the transition conference, the conference must be held in order to be timely, in compliance with IDEA Part C.  There is a field in the Case Information window of the data system to indicate if the LEA did not participate in the transition conference.  The date that the transition conference was held must also be entered in the Case Information Window of the Birth to Three data system.  The service coordinator is responsible for documenting the date the conference was held in the data system and whether a representative from the LEA was present
If a family chooses to self-refer to the LEA and does not want any information shared with the LEA from the child’s record or by the Birth to Three program, then the service coordinator cannot invite the LEA to the transition conference and must hold the transition conference without them as they would for any child not referred to the LEA.

Although not ideal, since the transition conference is a way to prepare parents for a Planning and Placement Team (PPT) meeting, the school district may use the transition conference as a Planning and Placement Team (PPT) meeting provided that the district adheres to all procedural requirements of the IDEA, Part B, including but not limited to: 1) notice to parent of the referral to special education, 
2) invitation to the PPT meeting with the appropriate reasons for the meeting identified, 3) prior written notice.  

The PPT meeting agenda may include:

· discussing the reason for the referral, review existing data, and determine if additional evaluation information is warranted;
· planning for how and when the evaluation will occur; 

· planning how and when the determination of eligibility will be made; 

· determining whether the child is eligible for special education and related services;

· developing an Individualized Education Plan (IEP); and

· discussing placement options (only after the IEP is developed).  

All of the decisions reached and activities identified, including potential dates when the Planning and Placement Team will convene to determine eligibility or develop an IEP, should be recorded.  This can be written on a contact note or as part of the transition plan if the IFSP was reviewed as part of the meeting.  

For all children and especially for children with late spring or summer birthdays, it is up to the school district’s Planning and Placement Team to determine an eligible child’s need for extended school year services (i.e. summer services).

The service coordinator should be sure to inform parents of the documentation that will be required before their child can enter school, including the birth certificate, proof that the family resides within the school district boundaries, and a completed health form (included in Family Handbook III).  However, if the family is homeless, the school district must assist them in registering their child, in accordance with the McKinney-Vento Act.  For more information see the Birth to Three Procedure on Children who are Homeless.
Role of the Service Coordinator or Provider at the PPT Meeting

Per IDEA 2004 with parent permission the Birth to Three Service Coordinator or staff member must be invited to attend the PPT.  When invited, the role of the service coordinator and all other provider’s role  is to provide up-to-date and relevant information about the child that will help inform school district personnel.  This may includeing the child’s functional and developmental strengths and needs, the child’s progress, and the identification of Birth to Three services that the child and family have been receiving.  Unless requested by the LEA, It is not the role of early intervention personnel to recommend or comment on issues such as proposed special education goals, personnel, placement or services, including the location, type, frequency, or intensity of services, personnel, or to make other recommendations. Requests for such information should be documented in meeting notes or reports. The eligibility decision and the development and implementation of the IEP belong to the PPT with participation of the child’s parents.  IDEA 2004 does require the LEA PPT to consider the child’s IFSP when developing the IEP but it does not require that the IFSP be mirrored in the IEP.
Transition for Children Enrolled in Birth to Three after 33 Months of Age

When a child enters the Connecticut Birth to Three System less than 90 but at least 45 calendar days (see below) before his third birthday, the Birth to Three System is still responsible for determining whether the child is eligible for the Birth to Three System.  If the child is eligible, an IFSP should be developed that addresses transitioning from the Birth to Three System to the local school district or other appropriate services.  The service coordinator will explain the transition process and timelines for transition to the parent and the importance of contacting the LEA as soon as possible to begin an eligibility determination.  With written consent from the family to contact the LEA the service coordinator could contact the school district to coordinate the child’s initial evaluation with the local school district thus avoiding duplication of efforts for all concerned.
Per the Memorandum of Agreement (MOA) dated 5-21-09 between the State Department of Education and Department of Developmental Services, the lead agency for the Birth to Three System, referrals to Child Development Infoline for a child who is within 45 calendar days of their third birthday shall be re-directed to the responsible local school district for an evaluation and services if found eligible for preschool special education.  This will not be considered a Birth to Three referral.
Transition Planning for Children Who are Only Receiving Those Birth to Three Services Available at No Cost to the Family
In accordance with IDEA Part C regulations, the following services must be provided at no cost to the family: evaluation, assessment (initial and annually), IFSP development and review, service coordination (including transition planning), and procedural safeguards.  When a family of a child eligible for Birth to Three services chooses to only receive those services that are available at no cost to the family, the child will, with parent permission, be referred to their school district by their Birth to Three program. 

Service coordination includes referral to appropriate programs or the child’s school district for an evaluation of eligibility for special education and related services.  The service coordinator is responsible for convening a transition conference with the appropriate participants, developing a transition plan, assisting the family to carry out this plan, and attending planning and placement team meetings.  Information from initial and annual evaluations or assessments can be made available to the school district for planning purposes with written permission from the parents.
Transition planning for children enrolled in a Nonpublic school 
The definition of a “non-public” school as found in federal law for preschool students means a preschool program that has at a minimum one elementary school grade – at minimum a kindergarten – it could also have additional elementary school grades.  A preschool only program does not constitute a “non-public school” under the IDEA 2004.  Also preschool programs that are publicly funded are not considered “non-public” (e.g., Head Start, School Readiness, etc) and a preschool program regardless of any other elementary school grades that is a for profit institution does not qualify as a “non-public school” under the IDEA

Under IDEA 2004, the town in which a “non-public” school is located is responsible for Child Find (identifying children needing special education).  If a child is eligible a service plan not an IEP (using a proportion of their federal IDEA Part B funding) may be offered.  In the event that a family has enrolled their child in a nonpublic, not for profit preschool that is part of a private elementary school, the service coordinator should, with the parents consent, refer the child to both the town of residence and the town in which the private preschool is located clearly indicating to both the reason for the referral to both towns.
If a child is not attending an institution that meets the definition of a “non-public school” then the child’s district of residence is responsible for child find and if the child is found eligible, an IEP

Data that is Automatically Shared with School Districts

The Birth to Three System sends a report three times each year to each school district including directory information on all children who are at least 2 ½ years old and  enrolled in the Birth to Three System. from their district and the programs in which they are enrolled.  If the parent has signed an Authorization to Release Information (Form 3-3) and, in the Birth to Three Data System, the program has entered a “Y” in the field “Release Information to LEA (Form 3-3)” or if the program indicates in the data system that the parent has signed “yes” on Form 3-8 Referral to Local School District then the report received by the school district will also indicate the child’s name and date of birth.  The school district benefits by having information about children they may eventually serve in special education, so that they can plan and budget for their future programs and services accordingly.

For children who are not living with their biological parents, it is very important that the data field of “Responsible LEA” in the Additional Personal Information window of the Birth to Three data system be accurate, since this is the school district that will be receiving the report of the child.  If possible, A DCF Form 603 should be obtained from DCF when the first Release of Information form is signed for the LEA or when the Referral to Local School District form is signed to ensure that the biological parents have not changed residence, therefore changing the LEA that is responsible for the child’s education.  For such children, information should be sent send the referral to both the school district in which the child lives and the responsible school district, with parental consent.

Sec. 17a-248d of CT General Statutes requires the Connecticut Birth to Three System to release data on currently eligible children who are within 90 days of their third birthday to their school district for purposes of Part B child find, unless the family has made a decision not to refer their child to their school district and that decision is entered into the data system.  This report is included in the report that is sent out to LEAs three times a year but may also be shared when ever a school district requests information on resident children enrolled in the Birth to Three System.
_______________________________

References:

Form 3-3, Authorization to Release Information
Form 3-8, Referral to Local School District
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Exit from the Birth to Three System procedure

Children Who Are Homeless procedure
Part C of IDEA Sec. 1432 (d)(8)
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17a-248e (b)(9) of the C.G.S
A Family Handbook:  Guide III Transition to Preschool Special Education Services and Supports

DVD:  Transition to School Services

Data Network Handbook

Surrogate Parent procedure
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Invitation to Transition Conference


Dear ______________________:

A transition conference has been scheduled for ____________________________, (DOB) ____________, and a representative of your school district is requested to participate.  The date, time and location of the conference has been scheduled as follows:

	
	
	
	
	

	(day/date)
	
	(time)
	
	(location)


In order to meet the requirements of the IDEA as stated below, to ensure a smooth transition, a transition planning conference must be convened at least 90 days prior to the child's third birthday.  Therefore the meeting will be held no later than __________________.

IDEA, Part C, Section 637 (8)(A) requires that the Birth to Three System "ensure a smooth transition for toddlers receiving early intervention under this part to preschool or other appropriate services".  

Additionally, IDEA, Part C, Section 637 (8)(a) (II) further specifies that "in the case of a child who may be eligible for such preschool services, with the approval of the family of the child, convene a conference among the lead agency, the family and the local educational agency at least 90 days (and at the discretion of all such parties, up to nine months) before the child is eligible for preschool services . . . ".  

IDEA, Part B, Section 612 (9) specifies that "The local educational agency will participate in the transition planning conferences arranged by the designated lead agency . . . ".  In accordance with the IDEA, a representative of the school district is required to attend the transition planning conference convened by personnel from the child's birth to three program.

If someone from your school district cannot participate in this meeting, please notify me at the telephone number below as soon as possible in order for me to work with the family to coordinate all of our schedules.  In order to ensure that the conference occurs no later than 90 days before the child’s third birthday, it will be held without LEA participation if necessary.

Sincerely,

Service Coordinator

	Program:
	

	Address:
	

	Telephone:
	


( Please note: Additional information is attached

cc: parent

Referral to Preschool Special Education


Child & Family Summary

	
	
	Date:
	

	Child’s Name
	

	DOB
	
	Address
	

	Phone
	
	
	

	Parent(s)/Guardian
	

	Address (if different from above)
	
	

	
	
	Phone
	

	Primary language spoken by parents
	
	

	If other than English, Interpreter Needed?
	(  Yes      (  No
	

	Birth to Three Surrogate Parent
	
	
	

	Address & Phone
	

	
	
	
	
	

	Does a surrogate parent need to be assigned by SDE?
	
	( Yes         ( No

	DCF Worker Name & Phone
	
	

	Birth to Three Service Coordinator
	
	
	

	Program Name. Address, Phone
	
	
	

	
	
	

	
	
	

	Brief Summary (i.e., present early intervention services, health and developmental concerns, etc.)


Sample invitation that can be printed on your program’s letterhead





If the parent changes his or her mind, enter the new 3-8 date into the data system





Diagram of Transition Process Showing Data Entry ( Requirements 





Sample of a form that can be printed on your program’s letterhead





Transition Plan


Required for all children


Part of the IFSP, should begin as early as the first IFSP 


( Check the transition plan box on each IFSP screen if plan is part of that IFSP





Children exiting at age 3





Children exiting before age 3








Permission to Share Information with (notify) LEA?


Form 3-3 (any time prior to age 2, if at all)





No


( Leave data fields blank





Yes


( Enter “Y” and date signed





Permission to Refer and Release Information to LEA?


Form 3-8 (parent signature required by age 2 ½ for all children but can be as early as age two )








No


( Enter “N” and date signed





Yes


( Enter “Y” and date sent





Not Yet


( (default)





Transition


Conference


( Enter Date


no LEA participation


required





Revoked?


( If prior to Part B eligibility determination, enter “R” and date signed.  Notify LEA of revocation





Transition


Conference


( Enter Date


Indicate if LEA did not participate





No changes to existing transition plan?


( No additional data entry





Changes to existing transition plan?


( Duplicate IFSP and enter


new review date








