EASTERN OREGON HEAD START

POLICY and PROCEDURE MANUAL

	11.0 Disabilities Services



11.0 Disabilities Services Table of Contents
11.1
Referral for Evaluation
11.2
Head Start as the Least Restrictive Environment
11.3
Initial Individual Family Service Plan (IFSP) Meeting

11.4
Implementation and Documentation of IFSP Services

Policy Council Approval: 5/14/01
Revised 6/10/2008; 9/2008,11/2009
11.1
Referral for Evaluation
Children who show a delay in any of the areas of vision, hearing, cognitive development, motor development, language, speech and articulation, behavior, self-help, and social development will be referred to a specialist for further evaluation, assessment and/or treatment.  Assessment may be arranged through the Umatilla-Morrow Education Service District Early Childhood Special Education Program (ECSE), or through the child’s primary health care provider. Parents will be expected to make appointments and accompany their child to the appointment. Staff may provide support and follow up to ensure completion of the referral.


Procedure

Children who are suspected of needing Early Childhood Special Education Services will be referred to ECSE  for evaluation, with parental approval.  Teaching staff will document any concern about a specific child and discuss concerns with the Disabilities Manager and Education Supervisor. 
The teacher will discuss their concern with the parent and ask the parent and share the child’s Summary of Services and provide relevant information to the specialist or service provider. 

The teacher will then complete the Referral/Screening Information form (ECSE). ECSE staff will determine if the child will be evaluated or re-screened.  If evaluation is indicated, ECSE will contact the parent, get a Prior Notice and Parental Consent for Evaluation form signed by the parent, and arrange for evaluation and assessment.  ECSE staff will contact Head Start and set up a meeting to discuss the evaluation results and plan further action as needed. 


Teaching staff will document referrals when they are made, and note any additional conversations with the family or the service provider as to the status of the referral.  
Direct Service Staff will maintain open communication with the family in order to ascertain whether or not services have been received to the satisfaction of the family, and if further services are required.

11.2 Head Start as the Least Restrictive Environment

At least ten percent (10%) of program enrollment slots will be filled by children with disabilities as defined in 1305.2(a) and 1308.3(b).  Head Start will work closely with the families of children with a disability who wish to enroll in Head Start and with the ECSE program to ensure that the child will benefit from the services Head Start can offer.  Consideration will include, but not be limited to, the available adult to child ratio; the size of the classroom group; the amount of stimulation that the child can tolerate; and the overall safety of the child in the classroom environment.

Head Start is a place of safety for all children and adults, therefore every effort will be made to ensure that all eligible individuals will have access to the full range of program services and activities.  Head Start will make every reasonable effort to assure full accessibility of facilities, including appropriate special furniture, equipment and materials if needed.  Head Start will not deny enrollment of an appropriate and eligible child with disabilities because of staff attitudes and/or apprehensions; inaccessibility of facilities; need to access additional resources; unfamiliarity with a disabling condition or special equipment; or need to provide personalized special services.
If there is some question as to the appropriateness of the placement of a specific child in the Head Start classroom, Head Start staff will confer with the child’s parent(s), ECSE staff, and the Head Start Mental Health Consultant.  A visit or trial placement may be scheduled to see if the child can benefit from, and be successful in the Head Start placement.  To ensure that Head Start continues to be an educational environment where a child with disabilities can interact with typically-developing peers, Head Start may choose to limit the number of children with disabilities assigned to any particular classroom.
11.3
Initial Individual Family Service Plan (IFSP) Meeting
An Individual Family Service Plan will be developed for each child that is found to be in need of special education services.  The meeting to develop the IFSP will be held within 30 calendar days of determination of eligibility. 

If the child does not qualify for services through ECSE, ECSE staff will meet with the parent(s) and Head Start staff to let the family know that the child did not qualify for services, and to share the testing results.  If the child still meets Head Start criteria for Special Education Services, Eastern Oregon Head Start will arrange for further evaluation and services through a qualified private provider.

Procedure

ECSE staff will evaluate each child referred for services within 60 school days from the signed permission to test, as required by OAR 581-15-970.  A Multi-Disciplinary Team will determine the eligibility of children referred for Early Childhood Special Education. In order to receive services through ECSE, the child must meet minimum eligibility criteria for one of the disability categories in OAR 581-15-051. 
The IFSP will be completed within 30 days following determination of eligibility.  Ten days prior written notice of a scheduled IFSP and placement meeting will be provided.  At a minimum, the child’s parent or guardian, a representative of ECSE, a representative of Head Start, appropriate specialists, and a member of the evaluation team will participate in the development of the IFSP.

The ECSE Case Manager will facilitate the IFSP meeting and complete the designated sections of the IFSP document that address strategies for achieving long-term goals.  The IFSP document will identify the frequency, intensity, location and methods of service delivery.  The team will discuss how the team will work together, how information will be shared, and who will be included in meetings.  Transition planning will be discussed and scheduled at the initial IFSP meeting.  
Head Start staff will make every effort to assure that parents understand the purpose of the process, explain the proceedings and encourage them to ask questions and provide information about their child and their desires for their child’s program.  The parent or guardian will also be encouraged to identify family strengths, interests, and desired outcomes as part of the IFSP.

A copy of the completed IFSP will be given to the parent or guardian and to the Head Start program for the child’s file.

See also the Interagency Agreement Between Umatilla-Morrow Education Service District ECSE and Eastern Oregon Head Start.

11.4
Implementation of Individual Family Service Plan (IFSP) Services
Services will begin within 10 calendar days after the beginning date listed on the IFSP.  For children coming into Head Start on an existing IFSP, services will begin within 10 days of the receipt of IFSP records by the ECSE program

Procedure
ECSE will provide copies of the IFSP and supporting documentation to the Head Start program immediately following the IFSP meeting or Placement Meeting.  Documents will be sent directly to the Disabilities Manager.  Paperwork needed in the classroom will be forwarded to teachers by the Disabilities Manager.  
Required documentation for Eastern Oregon Head Start files includes: 

1. Referral form (if referral originates with Head Start);

2. Statement of Eligibility;
3. Evaluation Report;

4. Notice of Placement Meeting to Parent and Head Start Program; 

5. Individual Family Service Plan (IFSP);

6. Prior Notice of Change of Services reflecting changed or discontinued services; 
7. Consultation Notes; and 

8. Service Provider Updates and Reports as appropriate.
Therapists will document provision of IFSP services on the Therapist Sign-In Sheet, noting time in and time out, and the services provided for each child.  Consultation Notes will be completed and a copy left to assist teachers in integrating IFSP goals and objectives in ongoing curriculum planning.

Teachers will ensure that all required documentation, sign-in sheets and reports are appropriately filed in the child’s file and forwarded to the Disabilities Manager. Monthly Reports to the Disabilities Manager will also include dates of referrals for evaluation and dates for MDT and IFSP meetings scheduled and attended by Head Start staff.

The Disabilities Manager will send a copy of the Therapist Sign-In Sheets to the Umatilla Morrow Education Service District Early Childhood Special Education Office at the end of each month. 
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