Reminders and Tips on the Referral Process in FACE

Before you need to refer 
Know your resources—personally!
· At the beginning of each program year make a face-to-face contact with the key special education personnel at each of the LEAs serving families in your community, and with the Early Intervention Program(s) serving your families.  

· Make sure you know the current contact person.  

· Learn details about the referral process for each agency.  

· Get copies of necessary referral forms.

· Invite them to visit your FACE program and meet with your whole team.  
· Visit all other resources in your community that you may be referring children or families to.  
· Update your Resource Directory. (See sample in this packet.  A template for directory pages is on the enclosed CD.)
· Remember, referrals go both ways.  Your resource people may refer families to your program.  They may also be good presenters for FACE Family Circle and/or Parent Time.
During the referral process
· Follow all of the steps in the Referral Process Flowchart.
· Support the family.

· Explain the screening results and the need for a referral for further assessment.
· Encourage them to follow through on the referral process steps; they are their child’s advocate.

· Offer to be part of the process with them; tell them they can request that you be present for the assessment/evaluation and for any planning meetings.

· Maintain complete and accurate documentation in the family file.  Include:

· Referral Form(s)

· Documentation for FACE Referral(s) and Follow-up form
After a referral has been made to the appropriate Early Intervention Program (for a child birth-3) or to the appropriate LEA (for a child 3-5):

· Evaluation for eligibility.  
· This should be completed by the appropriate program within 45 calendar days from when the referral was made.  (Making a referral entails giving the appropriate agency the FACE Referral Form and/or the form from the specific agency.  There must be a parent/guardian signature on either or both forms.)
· FACE staff or the family should contact the program if they haven’t heard anything within 30 calendar days.

· Determination of eligibility. 
· If the child is found eligible, an IFSP (birth-3) or IEP (3-5) meeting will be held with the family and all service providers.  A formal plan (IFSP or IEP) will be developed.

· A parent can, and should, request that the appropriate FACE staff member(s) be present in order to provide input and coordinate with the special education service provider(s) on services delivered by them and the FACE program.

· Delivery of services and on-going assessment
· A review of the IFSP Plan occurs every 6 months, and a review of the IEP Plan occurs annually.  Parents and the appropriate FACE staff member(s) will be included in this meeting. 
· The result of the review will be: continue current services, developed an adjusted  IFSP or IEP plan, or discontinue services.  If services continue, another review will be scheduled in 6 months.

· Transition to Part B program or kindergarten
· Transition plans describe what needs to happen to make the transition to another program smooth and successful.
· At least 90 days before the anticipated date of a transition, a planning meeting will take place.
· 90 days before the third birthday if transitioning to Part B

· 90 days before kindergarten entry
· Transition planning also should be done if a family is moving to another community. 

· A parent can, and should, request that the appropriate FACE staff member(s) be present in order to provide input and coordinate with the special education service provider(s) on services delivered by them and the FACE program.

