
'rainic TRANSITION PROCEDURES FROM
toThree PARTCTO HEAD START/EARLY HEADSTART UNDER
GmowngK THE INDIVIDUALS WITH DISABILITIES EDUCATIONACT(IDEA)

(Theprocedures identifiedinthis templateare written tomeei theminimum requirements fortransitionof
children from PartCtoHead Start/EarlyHeadStart. Parties totheagreement areencouraged tomodify

the templatebyadding procedures to facilitate additional local information sharingneeds.)

following procedures are designed tosupport collaboration between theWVBirth toThree RegionThe IV Regional Administrative Unit andHead
Start/Early Head Start in theprovisionofservices toassure thatchildren andfamilies experiencea
smooth transition from Part CtoHead Start/Early Head Start services under Part Cofthe Individuals
with Disabilities Education Act(IDEA).

The purposeofthissetofprocedures is to assure that representatives oflocal leadagencies forPartC
and Head Start/Early Head Start, families, service coordinators and service practitioners are
knowledgeableoftherespective requirements, roles, and responsibilities forassuring smooth transitions
for children and families as required under IDEA. These procedures cover the transition ofchildren to
Head Start in the following county(s):

A. Responsibilities of the WV Birth to Three Direct Service Practitioners Related to
Developmentofthe Transition Plan forChildren Exiting Part C.

1. Provide thefamilywith information on the importance ofplanning fortransition.
2. Discuss with thefamily their priorities and concems with regards tothetransition.
3. Discusswith thefamilythechild'spresent levelsofdevelopment andtheskills thechild mayneed
totransition successfully.

4. Assistthefamilyto assess their need forinformation and support future services and preschoo
settings.

5. Assist the familyto identify community supports and services thatmaybe needed to meet the
child and family's uniqueneeds.

6. Develop, in collaboration with the family, outcomes and strategies toprepare the childand family
fortransition.

7. Coordinate with other community partners to ensure that families have needed information, and
that transition planning occurs within required timelines to promote the child/family's smooth
transition fromWVBirthtoThree, PartC.

8. Attend each child's transition conference toshare information and insights into the child'sunique
strengthsand challenges Ifunable toattend, the practitioner, withthefamily'swrittenpermission,
mustforward informationonthechild'scurrentassessments and developmental status, including
functional abilitieswithin the contextofdailyactivities and routines.

9. Toprovidewrittendocumentationofeachchild'sfunctional abilities atexitfromWVBirthtoThree,
each team memberwill participate inproviding information for, and/or completing, a Transition
Summary Update for the child. The Transition Summary Update is intended to provide useful
informationforplanning forthechild's successful participation inthe next setting. Theprocessfor
completing theTransition SummaryUpdatemayvary from county to county, depending on the
agreedupon activities forthetransition conference.Some countiesmaybeable todedicate time
to completingtheTransition Summary Update atthemeeting, andothersmayprefertohave the
information completed before the meeting. The Regional Administrative Unit will be able to
provide guidance as totheagreed upon processwithin each county.
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B. Responsibilities of Service Coordinators in the WV Birth to Three System for
Supporting the Transition ofChildren and Families from Part CtoHeadStart/Early
HeadStart

1. Be knowledgeable oftransition proceduresspecific toall possible receiving agencies (i.e.-Head
Start, Early Head Start, Part B and Child Care) and anyprocedures related to theprospective
county in which the child resides. It is especially important that service coordinators are
knowledgeable ofthe eligibilitycriteria, and application/enrollment process ofthis county'sStartgrantee, asdetailed inSectionD,#2of Headtheseprocedures.

2. Provide local contact information to families interested in completing an application forthe local
HeadStartorEarlyHeadStartProgram. Typically, this application processshould happenmuch
earlier thantherequired transition conference.

3. Ensure thatfamilies are providedwith information about transition throughout their participation
inWVBirthtoThree,notonlyat their exit.

4. Ensurethedevelopmentofatransition planincollaborationwith the child's familyandother team
members asacomponentofthechild's Individual FamilyService Plan (IFSP),at leastatleast90
days andupto9months prior tothe child's third birthday. The transition planoutlines the steps
thatthefamilyand other teammemberswill follow to supporta smooth transition from WVBirth
toThree, PartC.

5. Assist interested familieswith completing and submitting applications to the local Head Start or
EarlyHeadStartProgramwithintheircommunity, withintimelinesasappropriate fortheindividual
Head Start Grantee(SeeSectionD,#2).

6. Obtain written parental permission for release of appropriate educational records to Head
Start/EarlyHeadStart.

7. Forward toHeadStart/Early Head Start, the educational records forwhich the parent has given
written permission.

8. Schedule, conveneand facilitatea transition conferenceforeachchild atleast90days andupto
9monthspriorto the child's third birthday. Itis important that the service coordinator initiates
contactatleastamonth in advance withallparties that thefamilywantsto invitetothemeeting
and attempts to schedule the meeting ata time andplace that will facilitate attendanceofall
parties.

9. Send the NoticeofTransition Conference Form toall IFSP team members, family,and others as
requestedbythefamilyat least tendaysprior to the scheduledmeeting, andearlierifpossible.
Service coordinators will send invitations based on family request, assuring that they have
explained to families theroleofHeadStart andPartB.

10.Document discussion and activities ofthe transition plan and transition conference utilizing the
WVBirthtoThreeTransition Plan and Teaming ActivityNote.

11.When children have thirdbirthdaysinthesummerorearlyfall,schedule the transition conference
by 9//35 (Date range to be completed by the parties to this
agreement. Forchildren who arealso transitioning to PartB, the IEPmustbe inplace bythe
child's third birthday, so the transition conference needs to occur before summer break unless
PartBstaffareavailable toprocess referrals and eligibility during the summermonths).

12.Arrange for the return ofallAssistive Technology equipmentidevices provided byW Birth to
Threeunlessithas been determined that thechild continues to need theequipment. Iftheequipment age three, childservice coordinator revise theWV Birth to Threeneeds the after the will
AssistiveTechnology Loan Agreementtoprovidethefamilywith the toll-free numbersofftheandStateofficetoplanforreturofthe RAUequipment tothe Statewhennolongerbeingusedbythe
child.
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C. Role and Responsibilities oftheWVBirth toThree Region
IV Regional Administrative Unit.

1. Assign a primary contact person responsible for the development implementation and
evaluationofanInteragencyAgreementand transition procedures with
AFL -CIO App COunci Head

Start/EarlyHeadStartgrantee. (SeeAttachment 1)
2. Reviewand update transition procedures with interagency partners on an annual basis or

moreoften,ifneeded.
3. Submit Interagency Agreements and transition procedures totheWVBirthtoThreestate

officeannually.
4. Informfamilies, service coordinators, andservicepractitionersofthe interagency transition

procedures thatareinplacewithpartners includingAFL-CIO Cavoci Head Start HeadStart/Early-HeadApp
Start-grantee.TheàssignedRAUprimarycontactpersonwillbethe
primarycontactforquestions regarding implementationoftheprocedures.

5. CoordinatewithAFL-/ / App Counci HeadStart/Early
Head-Startstaff (i.e. Director, FamilyServicesCoordinator,orDisabilities
Coordinator forprovisionoftrainingaround interagency transition procedures.

6. Coordinate with WV Birth to Three Regional Technical Assistance Specialists to identify
potentialpolicyclarifications and/oradditional training needs.

7. TheRAU Interim Service Coordinator (ISC)will, uponthefamily's request, initiate the referral
toHead Startforanychild referredforeligibility totheWVBirthtoThreeSystem between the
agesof30 months and 35 months. Referral shall include the child's name, date of birth,
address, telephone, and parent's name andcontact information.

8. For children who have their initial eligibility/IFSP meeting from 150 through90days prior to
their third birthday the RAU/ISCis responsible for:
a) Developing a Transition Plan as partofthe initial IFSPin collaboration with the parents

IFSPteam, andother community partnersasrequestedbythefamily.
b) Obtain consents from theparentsduringtheinitial IFSPmeetingto release assessments,

IFSP,orotherdocuments thattheparentagreestosharewithHead Start/Early HeadStart
andforward those documents totheappropriateparties.

c) Collaboratewiththefamily, theWVBirthtoThreeteam, ongoing service coordinator and
other community partnersperfamily request to schedule a transition conference to be
conducted at least 90 days prior to thechild's third birthday. The transition conference
most likely will need to be combined with the initial IFSP meeting to meet required
timelines.

9. Forchildrenwho have their initial eligibility/IFSP meeting less than90days prior totheir third
birthday, the RAUwill:
a) DevelopaTransition PlanaspartoftheInitial IFSPin collaboration withthe parents IFSP

team,and other community partners as requestedbythe family.
b) Obtain consent from theparents during the initial IFSP meeting to release assessments,

IFSP, orother documents that the parents agree toshareand forward those documents
tothe appropriate parties

10. Foranychild referredforeligibility totheWVBirth toThree Region
IV RAU less than 45

daysbeforethe child's third birthday, theRAUwillconductaphone callwith thechild's family
toexplain thatWVBirthto Threewillnot evaluate the child's eligibility due to thelate referral
and discussany potential referrals the familymay need assistancewith. The RAU will then
mail the familya packet that includes the Notice of the Late Referral letter, a completed
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WVBTTTransition Resource Information pageforthecountyofthechild's residence, Consent
toReferform, andWVBTT Procedural Safeguards.

D. Roles and Responsibilities ofHead Start/Early Head Start Grantees.

1. Assign an individual as the primary contact to work with the W Birth to Three Region
IV RAU for development

and revisionof interagency transition procedures.
2. Provide updates asappropriate, oneligibilitycriteria, and application/enrollment processforHead

Start/EarlyHeadStart. Thegranteewill includespecifics relatedto timelines andcontact persons.
Ifin the event changes mustbe made within the school year, the grantee will notify the RAU of
the needed changes to the interagency agreement

3. To assure that families understand the Head Start/Early Head Start eligibility criteria and
application/enrollmentprocess,aHead Start/EarlyHeadStartrepresentative(s) wheninvitedby
the family through receiptofa Notice ofthe Transition Conference Form, will attend the child's
scheduled transition conference.

4. Identify procedures related to acceptance ofWV Birth to Three assessment reports for Head
Start/Early HeadStartand PartB evaluation and IEPplanning purposes.

E. Responsibilities ofAll Parties Attending the Transition Conference.

1. Discussthe family's priorities and concerns regarding transition from WV Birth to Three.
2. Identifythefamily's need forinformationand support.
3. Discussthechild'spresent levelsofdevelopment andstrategies thathave been utilized tosupport

the child's development.
4. Assure that the family has information regarding the policies, procedures, and procedural

safeguards around determining eligibility, placement, andserviceneedsinHead Start/EarlyHead
Start,aswell as in other potential settings.

5. Identify and document coordination of information needed for eligibility activities for Head
Start/Early Head Start including anysharing ofcurrent assessment information from the child's
WVBirthtoThree educational record.

6. Discuss strategies tosupport the child's transition to future settings.
7. Discuss and arrange forvisitsbythe family to possible receiving programs toassist the family to

understand thedaily activities and routinesofeach optian.
8. Discuss and arrange visits by early intervention team members as appropriate to possible

receiving programs toassistinplanning intervention strategies and activities topreparethechild.
9. Discuss other resources in thecommunity thatmaysupport the child andbirthdayuntil the beginningofthe familyfrom the thirdschoolyear, suchaschildcare,playgroups, libraryhours,parks

and recreation programs, mommy and me groups, parents, teachers, preschool programs, and
other community programs.

10.Discuss assistive technology currently provided throughWVBirth to Three to determine whether
the equipment and/or devicesareappropriateforthe child's continued usein thehomesetting. Identify orschoolstepsforthefamily to take to return equipment/devices totheWVBirth toThree
Systemwhenthechildhas outgrown or no longer needs the equipment
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F. Dispute Resolution

If disagreements arise regarding activities outlined in these procedures, a meeting will be held
between the authorized representatives ofthe Region

IV RAU and
AEI - (ouncil Head Start/Early HeadHnp

Start to resolve theissues. Ifanunderstanding isnotreached, the parties mayseek technical
assistance from the respective state lead agencies or choose to use informal third-party
mediation.

G. Duration ofthe Transition Procedures Agreement

The Part C to Head Start/Early Head Start Transition Procedures Agreement will be reviewed
and updated annually to ensure that it remains up to date with current laws, policies, and
practices. WV Birth to Three will publish Part C to Head Start/Early Head Start Transition
Procedures on the WV Birth to Three website for families, service coordinators practitioners,
school personne and other community partners to have access tothemost current procedures.
Changestothe agreement canbe considered atanytime.

CandiceD. Mullins
PrintName

CamoluOmullimg (0/20/2025
Signature Date
Regional Administrative Unit Authorized Representative
WVBirth toThreeRegionMV

Nikki Cavaher
PrintName

Akk Cavalur 6/00/25
Signature Date
Head Start/EarlyHead-StartGrantee Authorized Representative
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Attachment 1
Contact Information forHead Start/Early Head Start and

WV Birth toThree Regional Administrative Unit

Effective asof8/1/2025

Head Start/EarlyHeadStart Contact Person to Receive Applications andWVBirth toThreeChild
Records with Family Permission

NAME: Bhonda Smith
ADDRESS: 501 Leon Sulivan Way

Charleston, W.V. 25301
PHONE: 364)3H0-4138 EMAIL: BSmitheOmrouncil.org

Ext.309
HeadStartlearly HeadStartContact Person to Receive NoticeofTransition Conference

NAME: BhondaSmith
ADDRESS: (Same GS above)

PHONE: EMAIL: 1
RAU Contact Person Responsible for Development, Implementation and Evaluation ofPartCto
Head Start Transition Procedures

NAME: CandiceD. Mullins

ADDRESS: 2021 5thAvenueWest
Huntington, WV25704

PHONE: 304-528-3430 EMAIL: CMulins@rvcds.org
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