
Sandhills CDSA Catchment Area Transition Plan, 2018
[image: image1.emf]The purpose of this document is to develop consistent transition practices and procedures between the Children’s Developmental Services Agency (CDSA) and the Local Education Agencies (LEA) within each catchment area. LEAs will need to agree to establish the same practices so that practices between the CDSA and all of the LEAs can be consistent and reliable. All parties will need to agree to the same processes/practices written in this plan and program leadership will need to sign off accordingly.

Reporting the Total Number of Children Enrolled in Part C
To assist LEAs with planning for the number of entry level assessments they must conduct (e.g., hire staff, develop contracts for personnel, etc),the CDSA will report the number of children enrolled in its program to the LEAs on a regular basis, as defined below. Unduplicated child counts should be reported for all children who have reached 2 years, 3 months of age by the reporting date.

1. Please indicate the timeline for the CDSA’s regular transmission of total number of children enrolled in the Part C program from the CDSA to the LEAs.  List the day(s) of the month data will be transmitted.

· Since this catchment area will transmit the Child Find Notification Information to the LEAs starting at 2 years, 3 months of age, this process of reporting numbers of enrolled children is not applicable.
2. Please list the primary CDSA contact (list position), email address and phone number of the responsible party for sending the Child Find (CF) Notification.

· N/A
3. Please list the primary LEA contact (list position), email address and phone number of the responsible party for receiving and logging in CF Notification information (list for each LEA as applicable).

· [image: image2.png]


N/A
1. Please indicate the timeline for regular transmission of the child find/transition data from the CDSA to the LEAs.  List the day(s) of the month data will be transmitted.

· List of children who turn age 27 months to 36 months in the previous month the 10thday of the month.
2. Please list the primary CDSA contact (list position), email address & phone number of the responsible party at the CDSA send the CF Notification.

· Sandy Tull, EISC Supervisor,(910)814-2480, Ext. 25  Sandra.tull@dhhs.nc.gov
· Ann Dunning, EISC Supervisor,(910)295-3133,Ext.228, Ann.Dunning@dhhs.nc.gov
· Lee Wallace, EISC Supervisor,(910) 997-9117,Ext.222, Lee.Wallace@dhhs.nc.gov
3. Please list the primary LEA contact (list position), email address & phone number in the LEA who will receive and document the CF Notification information (list for each LEA as applicable).

· Anson Co. –Sandra Wiggins, EC Preschool Coordinator, (704) 475-0094 
wiggins.sandra@anson.k12.nc.us
· Harnett Co. –Heather All , EC Preschool Coordinator, (910) 893-8151 ext  247  hall1@harnett.k12.nc.us
· Hoke Co.– Melanie Nunn, EC Preschool Coordinator, (910) 875-8009, Ext.222, mnunn@hcs.k12.nc.us
· Lee Co.– Teresa Pilson, EC Preschool Coordinator, (919)774-4634, Ext. 1540
tpilson.flk@lee.k12.nc.us
· Montgomery Co. –Dr. Pokie Noland, EC Director, (910) 220-1975, Ext. 228 
pokie.noland@montgomery.k12.nc.us  
· Moore Co.– Lizzie Garner, EC Preschool Coordinator, (910) 947-2342, Ext.200285
elgarner@ncmcs.org 
· Richmond Co. –Jennifer Britt, EC Preschool Coordinator, (910) 582-5860 jenniferbritt@richmond.k12.nc.us
· Scotland Co. –Barbara Adams, EC Preschool Coordinator, (910) 276-1138  Ext. 361  badams1@scotland.k12.nc.us
4. Please indicate the method in which the CDSA and LEA contacts will ensure confidentiality through the use of encryption.

· Electronically sent as an email attachment to the LEA contact person. The e-mail attachment will be encrypted, using the Ax crypt program.  The password will be sent after the first electronic transmission in a separate email.
5. Please indicate whether lists will be duplicated or unduplicated (i.e., one list will build upon the next).

· Duplicated using Excel Spreadsheet (green section). CDSA will carry over from month to month a child’s initial CF Notification date, versus giving a new CF Notification date each time the list is sent.  If possible, CDSA will highlight any demographic changes from previous submissions.
1. Please describe the agreed upon transition conference scheduling process between the CDSA and each of its LEAs.

· Flexibility is needed for a variety of reasons such as travel time, and scheduling required members to attend.  Phone calls will be made to adjust the schedule as needed.
· Anson Co. –Tuesday/Thursday weekly (PM)
· Harnett Co. –Call 1 month ahead and schedule as needed
· Hoke Co.–1st  full week of month, Tuesday and Thursday of each month 
· Lee Co. –Call 1 month ahead and schedule as needed
· Montgomery Co. –2ndMonday of each month (all Day), Thursday afternoons (1- 3:30)
· Moore Co.–Call 1 month ahead of desired month and schedule as needed
· Richmond Co. –Monday/Wednesday/Friday schedule as needed (PM)
· Scotland Co. –Monday (10-12, 1-2) weekly as needed
2. Please list the parties responsible for scheduling the transition conferences. List the appropriate CDSA and the LEA staff.

· Anson Co. –Sandra Wiggins, EC Preschool Coordinator, (704) 475-0094
wiggins.sandra@anson.k12.nc.us
· Harnett Co. – Heather All, EC Preschool Coordinator, (910)893-8151Ext. 247 Hall1@harnett.k12.nc.us
· Hoke Co.– Melanie Nunn, EC Preschool Coordinator, (910) 875-8009, Ext.222 
mnunn@hcs.k12.nc.us 
· Lee Co.– Teresa Pilson, EC Preschool Coordinator, (919) 774-4634, Ext. 1540 tpilson.flk@lee.k12.nc.us
· Montgomery Co. –Cheryl Hudson EC and support Itinerant Teacher (910)576-3651 ext. 239
ann.parsons@montgomery.k12.nc.us   
· Moore Co.–Lizzie Garner, EC Preschool Coordinator,(910)947-2342,Ext. 200285, elgarner@ncmcs.org
· Richmond Co. –Jennifer Britt, EC Preschool Coordinator, (910) 582-5860 jenniferbritt@richmond.k12.nc.us
· Scotland Co. –Barbara Adams, EC Preschool Coordinator, (910) 276-1138  Ext. 361  badams1@scotland.k12.nc.us
3. Please describe how the CDSA and LEAs will maintain an up-to-date contact list for staff responsible for scheduling and attending the transition conferences.

· CDSA service coordinators will note EISC changes on the notification list.
· Sandy Tull, EISC Supervisor, (910)814-2480, Ext. 25
Sandra.Tull@dhhs.nc.gov
· Ann Dunning, EISC Supervisor, (910)295-3133,Ext.228
Ann.Dunning@dhhs.nc.gov
· Lee Wallace, EISC Supervisor, (910) 997-9117 ,Ext.222 
Lee.Wallace@dhhs.nc.gov
· EC Directors/designees will contact the CDSA Service Coordinator Supervisors
· Anson Co. –Nancy Diggs, EC Director, (704)694-4417, Ext. 01700
diggs.nancy@anson.k12.nc.us 
· Harnett Co. –Brookie Ferguson, EC Director, (910) 893-8151, Ext. 408
bferguson1@harnett.k12.nc.us
· Hoke Co.– Lynn Blackshear-Ray, Director of Special Education, (910)875-8009, Ext 238
lray@hcs.k12.nc.us
· Lee Co. –Anne Sessoms, Director of Exceptional Children, (919)774-6226
asessoms@lee.k12.nc.us
· Montgomery Co. –Dr. Pokie Noland, EC Director, (910) 220-1975 ext. 228
pokie.noland@montgomery.k12.nc.us 
· Moore Co.–Becky Benton, EC Director, (910)947-2342, Ext. 200225 
rbenton@ncmcs.org
· Richmond Co. –Amber Watkins,  (910)582-5860
amberwatkins@richmond.k12.nc.us
· Scotland Co. –Angeline Cotton, EC Director, (910)276-1138  ext. 361  actton@scotland.k12.nc.gov
4. Please list the parties responsible for updating the contact list when changes occur in staffing. List responsible parties for the CDSA and each of the LEAs in this catchment area.

· CDSA Service Coordinator Supervisors will note EISC changes on the notification list. EC Directors/designee will contact the CDSA Service Coordinator Supervisor.
· Anson Co.–Nancy Diggs, EC Director,(704)694-4417, Ext. 01700 
diggs.nancy@anson.k12.nc.us
· Harnett Co. –Brookie Ferguson, EC Director,(910) 893-8151, Ext. 408 
 bferguson1@harnett.k12.nc.us
· Hoke Co.– Lynn Blackshear-Ray, Director of Special Education (910)875-8009, Ext 238
lray@hcs.k12.nc.us
· Lee Co.–Anne Sessoms, Director of Exceptional Children, (919)774-6226
asessoms@lee.k12.nc.us
· Montgomery Co. –Dr. Pokie Noland, EC Director, (910) 220-1975 ext. 228
pokie.noland@montgomery.k12.nc.us 
· Moore Co.–Becky Benton ,EC Director,(910)947-2342, Ext. 200225  
rbenton@ncmcs.org
· Richmond Co. –Amber Watkins,   (910)582-5860
amberwatkins@richmond.k12.nc.us
· Scotland Co. –Angeline Cotton, EC Director, (910)276-1138  ext. 361  actton@scotland.k12.nc.gov
1. Please indicate the agreed upon process for transmitting the invitation to the IFSP transition planning conference. Note if it will be transmitted electronically bye mail, fax, or through the United States Postal Service.

· The invitation (Ex: on2-part NCR paper) is copied and sent to LEA contacts at least 10 days prior to the meeting.
· The LEAs agree to allow flexibility in the issuance of TPC invitations in special situations (e.g., late referral).

· The invitations will be mailed, faxed, hand delivered, or sent via an encrypted e-mail.
· Anson –hand delivered or mailed
· Harnett–hand delivered or mailed
· Hoke –secured fax (910)875-9201, hand delivered or mailed, or encrypted mail
· Lee–hand delivered or mailed
· Montgomery –hand delivered or mailed
· Moore – secured fax (910)947-5489, hand delivered or mailed, or encrypted e-mail.
· Richmond –secured fax (910)582-7854, hand delivered or mailed
· Scotland –hand delivered or mailed
· Note:  The LEA will bring their copy of the Part C Written Prior Notice/Invitation to the TPC. Then at the TPC the results of the meeting will be documented on the middle section of the form (Action Being Proposed or Refused; Reasons why this action is being proposed or refused). This will serve as documentation for Part B.
2. Please note how the CDSA will monitor timely issuance of invitations.

· Monitored at internal record audits at least once annually
· Monitored by program supervisors
· Monitored through feedback from EC coordinators
3. Please note how the LEAs will login invitations once received.

· The LEA contact will input data on the Child Find Notification Spreadsheet.
4. Please indicate how the CDSA will inform the LEA if a child exits Part C after the transition planning conference has been held.

· If a family moves out of a county or exits the ITP, then the service coordinator will provide notification in writing to the LEA.
· If a family moves out of a county or exits the ITP, the original LEA will notify the receiving LEA and send the appropriate paperwork, if possible.
5. Please note how the LEA staff will attend transition planning conferences held during the summer months.

· Early TPCs will be completed prior to the end of the LEA school year if necessary and possible for children whose TPCs are due during the summer.
· For those LEAs that don’t have a preschool coordinator in the summer, the EC director or designee is temporarily responsible for maintaining the name and contact information for the LEA.
· Anson Co.–Nancy Diggs, EC Director, (704)694-4417, Ext. 01700 
diggs.nancy@anson.k12.nc.us
· Harnett Co. –Brookie Ferguson, EC Director, (910) 893-8151, Ext. 408
bferguson1@harnett.k12.nc.us
· Hoke Co. – Lynn Blackshear- Ray, Director of Special Education, (910)875-8009, Ext 228
lray@hcs.k12.nc.us
· Lee Co. – Teresa Pilson, EC Preschool Coordinator 919-774-4634 Ext. 106
tpilson.flk@lee.k12.nc.us
· Montgomery Co. –Dr. Pokie Noland, EC Director (910) 220-1975 ext. 228
pokie.noland@montgomery.k12.nc.us 
· Moore Co. –Becky Benton, EC Director, (910)947-2342, Ext. 200285
rbenton@ncmcs.org
· Richmond Co. –Amber Watkins,  (910)582-5860
amberwatkins@richmond.k12.nc.us
· Scotland Co. –Angeline Cotton, EC Director, (910)276-1138  ext. 361  actton@scotland.k12.nc.gov
6. Note how the CDSA and LEAs will conduct a self-assessment of this process.

· LEAs are invited to attend open forums. 
1. For children referred to the Part C program between 90 and 45days prior to their third birthday, the transition conference is NOT required. The programs may, however, choose to do so and may conduct the initial IFSP and IEP Team meeting concurrently to meet Parts C and B timelines. Please indicate below the agreement on a standardized practice for conducting initial IFSP and IEP Team meetings.

· TPCs may be held at the initial IFSP meeting.

· The LEA will be invited to the TPC if parental consent is obtained.

· Typically, the initial Part B referral IEP meeting will be scheduled separately.

2. Parts C and B programs may also choose to jointly conduct evaluations for respective eligibility criteria to meet Parts C and B timelines. Please indicate below the agreed upon standardized practice for conducting evaluations for eligibility determination for both programs. How will the CDSA and LEAs attempt to collaborate?

· Part C and B programs do not jointly conduct evaluations, but do share information with parental consent.
3. Please indicate the agreed upon process for transmitting the invitation to the initial IFSP and IEP Team conferences. Note if it will be transmitted electronically bye mail, fax, or through the United States Postal Service.

· Invitations will go out by fax, mail, hand delivery, or via an encrypted e-mail.
1.
Please indicate the agreed upon process for Part C contacting the Part B program upon receipt of a late referral (45 days before the third birthday). Note the following: a) timeline for contacting Part B program upon receipt of late referral, b) form of documentation, and c) method or process for transmitting information, e.g., electronically, bye mail, fax, or phone.

· The CDSA does not typically accept referrals on children 45 days before their 3rdbirthday.
· The family or referral source is given information with the appropriate contact person for the LEA.
ATTACHMENTS
North Carolina Infant-Toddler Program

    Meeting Invitation

	Child’s Name: 
	     
	
	
	The NC Infant-Toddler Program (NC ITP) is required to make meeting arrangements with, and provide written notice to the family and other participants early enough before the Individualized Family Service Plan (IFSP) meeting date so the family and providers can participate.

	Date of Birth:
	     
	
	
	

	
	
	
	

	Dear      , 

I would like to confirm the IFSP team meeting or transition planning conference date previously discussed for your child. 
The meeting has been scheduled at the convenience of your family. 
	

	     
	
	     
	
	     
	

	Date
	
	Time
	
	Location / Address
	

	
	

	TYPE OF MEETING:
	

	 FORMCHECKBOX 
 
	Meeting to develop the initial Individualized Family Service Plan
	

	 FORMCHECKBOX 
 
	Meeting to revise or review the Individualized Family Service Plan
	

	 FORMCHECKBOX 
 
	Annual meeting to evaluate the Individualized Family Service Plan
	

	 FORMCHECKBOX 
 
	A meeting to add (or review) the transition plan to your child’s Individualized Family Service Plan
	

	 FORMCHECKBOX 
 
	Transition Planning Conference (Date of Referral to NC ITP):
	     
	
	Primary Language:
	     
	

	
	
	
	
	
	

	Individualized Family Service Plan (IFSP)

The IFSP is your family’s written plan for the provision of early intervention services to you and your child. It describes how you and your early intervention team will work together to address the needs identified for your child and family. Parents are a vital part of the IFSP team and decision making process. An initial IFSP meeting must be completed within 45 calendar days from the time your child is referred to the NC ITP, unless you extend this timeline to meet your family’s needs. The IFSP must be reviewed at least every six months and an annual meeting must be held to evaluate the IFSP and revise as necessary.

	Transition Planning

When your child is between the ages of two years, three months and two years, nine months meetings will be scheduled to discuss and plan the transition process. With your approval, your service coordinator will convene a meeting with you and representatives from the local school system. Other community agencies may also be invited, with your consent.

	

	You have given consent for the following people to be invited to or be informed about the meeting and they will receive a copy of this notice. IFSP team members will provide information for development or review of the IFSP. They may not actually be present at the meeting, but may provide written or verbal information. All of this information will be shared with you at the meeting. You may invite anyone you wish to participate in the meeting.

	Name 
	Agency

	     
	     

	     
	     

	     
	     

	     
	     

	Please call me if you have any questions about the above information. 

	

	Sincerely,

	
	
	

	Early Intervention Service Coordinator
	
	Phone Number

	FOR LEA USE
	
	
	Parents received a copy of this notice:
	

	 FORMCHECKBOX 
 Parent is not interested in pursuing services from the Preschool Program at this time.      
	
	
	 FORMCHECKBOX 
 Hand Delivered
	


	
	
	
	 FORMCHECKBOX 
 Mailed
	

	Date:
	     
	
	
	
	
	Date:
	     
	

	
	
	
	Parent Signature
	
	
	
	
	


	Child referred to Part C
	90 days before 3rd birthday

33 months
	Child referred to Part C
	45 days before 3rd birthday

2 years 10.5
	Child referred to Part C
	3rd birthday

3 years

36 months

	
	
	
	
	
	

	Prior to 90 days before 3rd birthday
	
	During this time period
	
	During this time period
	


	Part C Program Requirements
	
	Conduct evaluation, assessments, determine eligibility, and develop initial IFSP with transition steps
	
	Same
	
	Can choose NOT to act on referrals to Part C based on state policy and interagency agreement
	

	
	
	If eligible and receiving service coordination, child is considered to be served by Part C.
	
	
	
	Child is not considered served by Part C.
	

	
	
	Provide parents with information on the Part B 619 preschool program.
	
	
	
	
	

	
	
	Provide LEA Notification: 1) for all children who will shortly reach age of eligibility; and
2) for children potentially eligible.
	
	
	
	LEA Notification and transition plan are NOT required unless eligibility is determined.
	

	
	
	Invite Part B and conduct transition conference with family approval.
	
	Transition conference is NOT required.
	
	
	

	
	
	Obtain parental consent to share personally identifiable information, including evaluation and IFSP, with LEA.
	
	
	
	
	

	Part C Reporting Requirements
	
	Report in C8A, B, and C. Under 8B, report on the LEA Notification for children potentially eligible. If transition conference is late, note reason for delay and the number of children impacted in 8C.
	
	Report in C8A and B
	
	DO NOT report in C8A, B, or C
	

	
	
	
	
	DO NOT report in C8C
	
	
	

	Recommended Collaborative Practices (via Catchment Area Transition Plan)
	
	May jointly conduct evaluations for respective eligibility criteria to meet Part C and B timelines
	
	
	
	Part C assists family in contacting LEA and facilitates initiating Part B eligibility determination process
	

	
	
	CDSA and LEA leadership develops and agrees to Catchment Area Transition Plan, and revises when appropriate.
	
	
	
	
	

	
	
	Attend Part C transition conference as part of the initial IFSP meeting.
	
	May jointly conduct initial IFSP meeting and initial IEP meeting concurrently to meet Part C and B timelines.
	
	
	


	Child referred to Part C
	90 days before 3rd birthday

33 months
	Child referred to Part C
	45 days before 3rd birthday

2 years 10.5
	Child referred to Part C
	3rd birthday

3 years

36 months

	
	
	
	
	
	

	Prior to 90 days before 3rd birthday
	
	During this time period
	
	During this time period
	


	Part B Program Requirements
	
	Attend transition conference & provide procedural safeguards notice to parents. This does not start the 90 day timeline for Indicator 11. 
	
	
	
	No transition conference is held. If Part C notifies Part B, Part B must make contact with parent within 30 days or sooner.
	

	
	
	Conduct referral meeting; review existing data, including Part C evaluations, provide prior written notice, and obtain parental consent for evaluation if additional information is needed. 

This does start the 90 day timeline for Indicator 11.
	
	
	
	Conduct referral meeting (DEC1) if parent initiates request for an evaluation, obtain parental consent for evaluation, prior written notice, and provide parents with procedural safeguards notice and Part B information. 

This does start the 90 day timeline for Indicator 11.
	

	
	
	Conduct initial evaluation and schedule initial IEP meeting. Inform family that Part C Service Coordinator must be invited to IEP meeting at parent’s request; invite Part C if parent requests.
	
	
	
	Conduct initial evaluation and schedule IEP meeting to determine eligibility and develop IEP is child is eligible. Service Coordinator is not invited to IEP meeting since child was not served in Part C.
	

	
	
	Conduct initial IEP meeting within the 90 day timeline and obtain parental consent for services, and implement IEP by 3rd birthday.
	
	Conduct initial IEP meeting within the 90 day timeline and obtain parental consent for services, and implement by 3rd birthday or as soon after the child’s 3rd birthday as possible.
	
	
	

	Part B Reporting Requirements
	
	Report in B11 and B12(a)
	
	Report in B11, B12(a), and B12€
	
	DO NOT report in B12; Report in B11 only
	

	Recommended Collaborative Practices (via Catchment Area Transition Plan)
	
	CDSA and LEAs with respective catchment area completes “Catchment Area Transition Plan” and reviews effectiveness annually.
	
	
	
	
	

	
	
	Attend Part C transition conference as part of the initial IFSP meeting.
	
	May jointly conduct initial IFSP and Initial IEP meeting concurrently to meet Part C and B timelines.
	
	
	


North Carolina Early Childhood Transition Timeline



Sample Child Find Notification Data Sharing Spreadsheet
Instructions: Part C Service Coordinator supervisor or designee completes section in green and transmits to Part B designee according to the process described in Catchment Area Transition Plan.

	CF Notification
	L.name
	F.name
	Parent
Name
	Address
	Phone
	Date of Birth
	Home
Language
	EISC Name
	AGE
	TPC Due
Date
	Invitation to TPC
	Parent Not
Interested
	TPC
Date
Held

	
	
	
	
	
	
	
	
	
	Yrs
	Mths
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Who is “Potentially Eligible” for Part B Services?


All children enrolled in the Part C program at the time of transition shall be deemed “potentially eligible” for Part B services.


	The LEA must be notified of all children deemed “potentially eligible” who are enrolled in the Part C program.


	An Individual Family Service Plan (IFSP) transition planning conference (TCP) must be held for all “potentially eligible children.”


	The IFSP transition planning conference teams may make the determination that a formal referral to Part B is not appropriate. Part C and Part B staff will document on their copy of the Part C Written Notice/Invitation.


Or, the LEA may choose to schedule a comprehensive screening to determine the need for further evaluation.


If a potentially eligible child is screened to determine the need for further evaluation, the DEC 1, DEC 2 and DEC 5 process may be completed at the time of the screening. If DEC 1, DEC 2 and DEC 5 are completed, the 90-day timeline is started.


	In the event that the LEA is not invited to the transition conference, procedural safeguards for the Part B program and the appropriate program contact information will be provided to the family.





Child Find (CF) Notification:


Notification is required for all potentially eligible children who are enrolled in Part C and who will soon reach the age of three (i.e., 2 years, 3 months to 2years, 9 months). These are reported in Part C Indicator8 (b) and Part B Indicator12 (a).  All children enrolled in Part C system will be included in a Child Find directory listing (CF Notification) that will be transmitted electronically, with password protection, to the LEA. The required information from the CDSA is listed on the sample Notification spreadsheet (See page13) and includes:


	Date of CF Notification


	First and Last Name of the Potentially Eligible Child


	Parent Name


	Address


	Phone


	Date of Birth


	Home Language


	Early Intervention Service Coordinator Name (EISC name)


Each LEA CF Notification must be provided to the LEA where the toddler with a disability resides. This notification is not the start of the 90-day timeline for Part B eligibility and placement determination. Parental consent is not required for CF Notification. The Procedural Safeguards will be shared with families during the transition process. See North Carolina Transition Planning Timeline on page12.





Scheduling the Transition Planning Conference


The most effective method of scheduling transition conferences is for both CDSA and LEA staff to have regularly established dates on which conferences are held. This should assure the adequate allocation of resources and staff time for attendance at all meetings.  The Early Intervention Service Coordinator is responsible for scheduling, with input from the parent and LEA, and for holding the transition conference. The Preschool Staff is responsible for participating in all transition conferences, when invited.  Part B Procedural Safeguards must be provided to the family during the transition process.





Invitation to the Transition Planning Conference


The Part C staff must send an invitation (Part C Written Notice/Invitation) to the LEA with written or oral parental consent. The invitation should be sent at least ten calendar days prior to the meeting.


However, best practice is to develop a collaborative process for scheduling transition conferences to ensure attendance by all required participants.


For some children, Part B may not be invited to the transition conference. Procedural safeguards for the Part B program will be provided to the family during the transition process.








Late Referrals to Part C (90 days to 45days prior to the child’s third birthday)


See Federal IDEA Part C & Part B Transition Requirements for Late Referral to Part C on page 10&11.


When children are referred to Part C as they are approaching age three, there are different program and reporting requirements for the IDEA Part C and Part B programs depending on the age of the child. Please see attachments on pages 10and 11for timelines and roles and responsibilities of Parts C and B staff. Coordination between the IDEA Part C and Part B programs is critical to ensure that both programs canreachandmaintain100%compliancewith SPP/APR IndicatorsPartC8and Part B12onearly childhood transition. It is also critical to ensure that families gain an understanding of the different service delivery systems and their options in a compassionate and meaningful way.


Part B conducts assessments and develops the IEP within 90 days of referral (or sooner if timeline expires after the third birthday). Part B informs the family that the Part C Service Coordinator must be invited to the IEP meeting at the parent’s request, and; invites Part C staff if the parent requests. Data are reported in Indicators Part B11, B12 (a) andB12 (e).





Late Referral to Part C (45 days before third birthday)


See Federal IDEA Part C& Part B Transition Requirements for Late Referral to Part C on pages10&11.


Part C can choose NOT to act on these referrals and the child is not considered served by Part C.LEA Notification and transition plan are NOT required unless eligibility is determined. A transition conference is NOT required.  Part C assists the family in contacting the LEA and facilitates initiating the Part B process. Part B treats it as an initial referral if the parent initiated a request for an evaluation and provides parents with their procedural safeguards notice and Part B information. Part B completes the written referral, reviews existing data, provides prior written notice, and obtains parental consent if new assessments are needed. The Service Coordinator is not invited to the IEP Team meeting since the child was not served in Part C.

















Entered NC Early Intervention System





Transition Process Discussed


Part C staff reviews Early Childhood Transition in North Carolina handbook with parents.


Transition process, including parental rights, is explained.





Child Find Notification to LEA


Information sent to LEA including child’s name, date of birth, parent contact information, home language, and Service Coordinator name.


Process described in “Catchment Area Transition Plan”.





Invitation to Transition Planning Conference


Discuss possible program options after child leaves the Infant-Toddler Program.


Sign release of information to share evaluation and IFSP with LEA.


Schedule Transition Planning Conference and send Invitation to Meeting to parent and LEA at least 10 days prior to transition conference.


Process for scheduling and issuing invitation to conference described in “Catchment Area Transition Plan”.





Transition Planning Conference


Review current assessments & update release of information. 


Discuss eligibility criteria and procedural safeguards for IDEA Part B.


Compare IFSP and IEP and schedule LEA referral meeting.


Develop IFSP transition outcomes.





Evaluation Process


Complete LEA referral.


Conduct necessary assessments.


Schedule IEP team meeting; invite service coordinator at parent request.





IEP Team Meeting


Eligibility determination


Develop IEP, if eligible Parental consent for services.


Prior Written Notice








Preschool Services Begin
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