Procedure 2-39

Community Action Team, Inc.
CHILD & FAMILY DEVELOPMENT PROGRAMS
Disabilities Procedure

Head Start P.S. 1302.14 (b) notes that at least 10 percent of enroliment will be offered to
children with disabilities. Children may enter the program with a diagnosed disability, the
parent may have a concern and need support, or a concern may develop during enroliment.
The program will work with families and community partners to support children accessing
services for success.

Open Concern:

1. Concern identified by the family — A family may note they have a concern on the
application. This can be found in the Disability module under the Concern Category and
will state: “The parent/guardian indicated a concern on the online application.” This
may not be marked depending on what the family selected.

a.

During the process of completing eligibility staff will investigate any concerns the
family has noted, or inquire if there may be concerns not noted, and document
in Child Plus.
After intake is finished, staff will check the disability module in Child Plus to
ensure if concerns were noted on the application.
i. If there are no concerns noted, but the family shared a concern, staff will
add a new concern.
ii. If there are concerns noted, staff will enter activities and notes to the
existing concern.
If it is determined the child is currently receiving services, the concern is closed
and the disability documentation is added. Please see the IFSP/IEP section.
A concern may continue to remain open and be pending further action
depending on the results of the developmental screenings and observation.
Refer to the Child Plus Manual for how to enter notes and activities related to
the concern.

2. Concern identified after enrollment — Staff complete the developmental screening
during the first 45 days of enrollment. Children that were noted for referral on the
ASQ’s must have documentation in the disabilities module.

a.
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After noting the referral for the developmental screenings, the screening is
complete. Tracking the concern moves to disabilities.

Open a concern in the disabilities module, noting the single area or multiple
areas. If there are multiple areas, in the notes document the specific areas. Staff
will document in the notes section the concern came from the developmental
screening.
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c. If the family shares a concern at any point, and asks for support in accessing
services, open a concern in the disabilities module. Staff will document in the
notes area the concern came from the parent.

d. All work related to the concern is added as an activity. As staff complete steps of
the process, such as sharing the developmental screening with ESD, supporting
the family in attending the evaluation, etc., activities are added to document the
process and story.

e. A child may have a concern that is open related to a single area. If a new
concern is shared then it as added as a second concern. The work for each is
documented in its related area.

f. If a child has a documented IFSP/IEP but a new concern that is not addressed on
the IFSP/IEP is identified a new concern needs to be opened. Document in the
notes where the concern came from, such as ASQ, observation, parent, etc.

g. Refer to the Child Plus Manual for how to enter notes and activities related to
the concern.

3. Itis essential to document all the efforts and process so the family story is fully
captured. All concerns require documentation in the form of activities and notes.

Closing a Concern
A concern may be closed for a variety of reasons:
1. During the eligibility process the family may share they do not have a concern because:
a. They marked the box by mistake
b. They were not really sure, but the investigative conversation with staff resolves
the concern

c. The child is already connected to services.

2. If the child is evaluated and does not qualify, close the concern, noting the reason.

3. If the child is evaluated and qualifies, the concern is closed. The Statement of Eligibility,
and the Evaluation Report are uploaded as attachments. The IFSP/IEP is added to that
category and is also uploaded as an attachment.

4. If the child is receiving private services, work with the family to sign a release of
information to get documentation of the disability/diagnosis and the plan for services.
These must be uploaded into Child Plus.

5. If the parent decides to not follow through, in the notes, all efforts to work with the
family and support them will be documented. If the family chooses to discontinue the
concern, their reason will be documented and the concern closed.

6. If the child’s developmental screening is in monitoring, but does not need a referral, the
concern is closed. Monitoring the child’s progress is documented with the
developmental screening event.

7. The developmental screenings may reveal there is no longer a concern. It is expected
open concerns are reviewed after screenings are completed, so concerns that can be
closed at that time are resolved.
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8. Closing a concern does not mean there will not be a new concern, or that it does not
need to be revisited at a later date.
9. Refer to the Child Plus Manual for how to close a concern.

IFSP and IEP
The state of Oregon classifies all services for children up to age five as an IFSP. Child Plus uses
the National language which is different. Please note:

Birth to age 3 — These children have an IFSP in Child Plus.

3 -5—These children have an IEP in Child Plus.
It is vital that you upload the document in the correct category within the module to count for
the PIR. A child that is getting private services may not have a document titled IFSP/IEP. These
plans for services and treatment should be uploaded and noted in the proper place based on
the child’s age.

Children that have an IFSP/IEP need to have supporting documents, including:
1. Statement of Eligibility
2. Evaluation Report
3. Current IFSP/IEP

Children that do not have an official IFSP/IEP but receiving private service need to have similar
documentation that includes:

1. Evaluation reports

2. Diagnosis (statement of eligibility)

3. Treatment plan
Refer to the attachment list in the Child Plus Manual.

Referrals & Meetings:

Follow Procedure 3-17a for developmental screenings and referrals. The program refers to
Northwest Regional ESD for EI/ECSE services. Complete a release of information with the family
to ensure open communication and comprehensive services. Staff will provide the requested
information to NWRESD. Staff will support families in completing paperwork for the referral as
requested. Staff will also work with families to overcome barriers to attending the evaluation if
needed. Once the evaluation is complete, it is determined if the child is eligible for services,
which occurs during a placement. Every month there are consultation meetings between the
program and NWRESD to share and discuss services, provide updates, share ideas, and
collaborate to provide comprehensive services.

Families may choose to seek services from a private provider, rather than the ESD. Program
staff will work with families in a similar format to support access to services which promotes
the success of the child.
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Attendees for meetings: The teacher or family educator, and manager should be invited to
meetings, and at least one of them needs to attend. The Education and Disabilities Specialist is
also invited to attend. In some cases, the family advocate may be invited and may attend to
support the family. In addition, families may invite anyone else they feel should be included.
The monthly consult meeting occurs between programs and covers all children receiving
services, so families do not attend this meeting. Monthly consult meetings are

During the meeting, staff will share input and observations, contribute towards establishing
goals, and support the family as needed in advocating for their child. The meeting will include
discussion on the best service options that will provide success for the child.

Teachers and family educators will include goals in planning, noting “IFSP” when individualizing
an activity that is also connected to an IFSP/IEP goal.

As work is completed related to the IFSP/IEP, such as observations, collaboration meetings, etc.,
document these as activities in the IFSP/IEP category. It is expected there will be activities
added in the IFSP/IEP to document ongoing services.

When the IFSP/IEP is updated at the 6 month or annual review, because there are changes to
the goals, or additional areas have been identified, the updated document is uploaded as an
attachment. The updates are noted attached to the existing IFSP/IEP. A new IFSP/IEP as added
only if the child has a completely new IFSP/IEP.

Additional attachments may include:
1. Observation notes

2. Monthly consult meeting notes
3. Transition to kindergarten plans

Refer to the Child Plus Manual for how to document the IFSP/IEP and associated activities.
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