
TRANSITIONPROCEDURESFROM PARTCTOHEADSTART/EARLYHEADSTARTUNDER THEINDIVIDUALSWITHDISABILITIESEDUCATIONACT(IDEA)

(Theproceduresidentifiedinthistemplatearewrittentomeettheminimumrequirementsfortransitionof childrenfromPartCtoHeadStart/EarlyHeadStart.Partiestotheagreementareencouragedtomodify

ThefollowingproceduresaredesignedtosupportcollaborationbetweentheWVBirthtoThree Region5 RegionalAdministrativeUnitandHeadStart/EarlyHeadStartintheprovisionof servicestoassurethatchildrenandfamiliesexperienceasmoothtransitionfromPartCto HeadStart/EarlyHeadStartservicesunderPartCoftheIndividualswithDisabilitiesEducation Act(IDEA).TheseproceduressupporttheTransitionandContinuityCollaborationareaof the interagencyagreementamong theWVBirthtoThreeRegionalAdministrativeUnit,county school systems,Head Start grantees,child care,and other appropriate community partners. The Interagency Agreement template is available at http://www.wvearlychildhood.org.

Thepurposeofthissetofproceduresistoassurethatrepresentativesoflocal leadagencies forPartCand HeadStart/EarlyHeadStart,families,service coordinators andservice practitionersareknowledgeableoftherespectiverequirements,rolesandresponsibilitiesfor assuringsmoothtransitions forchildrenandfamiliesasrequiredunderIDEA.These UPSHURCOUNTY

Similarproceduresaretobedevelopedwithotherearlychildhoodpartnersinorderto implementcomponentsof theinteragencyagreement.ForPart C,procedureswill beput in placewithallappropriatepartiestoassurethesmoothtransitionofallchildrenexitingPartC regardlessoftheirageoreligibilityunderIDEA.

A. Responsibilitiesof theWVBirthtoThreeDirectService Practitioners Related toDevelopmentoftheTransitionPlanforChildrenExitingPartC.

Providethefamilywithinformationontheimportanceofplanningfortransition.
Discusswiththefamilytheirprioritiesandconcernswithregardstothetransition.

Discusswiththefamilythechild'spresentlevelsofdevelopmentandtheskills thechildmayneed totransitionsuccessfully.

Assistthefamilytoassesstheirneedforinformationandsupportinregardsto futureservicesandpreschoolsettings.

Assistthefamilytoidentifycommunitysupportsandservicesthatmaybe neededtomeetthechildandfamily'suniqueneeds.

Develop,incollaborationwiththefamily,outcomesandstrategiestopreparethe childandfamilyfortransition.

Coordinatewithothercommunitypartnerstoensurethatfamilieshaveneeded information,and thattransitionplanning occurs withinrequired timelines to promotethechild/family'ssmoothtransitionfromWVBirthtoThree,PartC.

Attendeachchild'stransitionconferencetoshareinformationandinsightsinto thechild'suniquestrengthsandchallenges.lfunabletoattend,thepractitioner mustforwardinformationonthechild'scurrentassessmentsanddevelopmental

TRANSITION- PROCEDURES FROM
PARTCTO UNDERBirtinee HEAD START/EARLY HEADSTARTTHE INDIVIDUALS WITH DISABILITIES EDUCATION ACT (IDEA)

(Theprocedures identified inthis template requirements fortransitionofare written tomeet theminimum
children fromPartCtoHeao Start/Early Head Start Parties to theagreement areencouraged tomodify

thetemplatebyadding procedures tofacilitate additional local information sharingneeds.)

The following procedures are designed to support collaboration between the WV Birth to Three
Region 5 Regional Administrative Unit and Head Start/Early Head Start in the provision of
services to assure that children and families experience a smooth transition from Part C to
Head Start/Early Head Start services under Part Cofthe Individuals with Disabilities Education
Act (IDEA). These procedures support theTransition and Continuity Collaboration area of the
interagency agreement among the WV Birth to Three Regional Administrative Unit, county
school systems Head Start grantees, child care, and other appropriate community partners.
The Interagency Agreement template is available at http:/www.w.wvearlychildhood.org.

The purpose of this setof procedures is to assure that representatives of local lead agencies
for Part C and Head Start/Early Head Start, families, service coordinators and service
practitioners are knowledgeable of the respective requirements. roles and responsibilities for
assuring smooth transitions for children and families as required under IDEA. These
procedures cover the transition of children to Head Start in the following county(ies).
UPSHUR COUNTY

Similar procedures are to be developed with other early childhood partners in order to
implement components of the interagency agreement. For Part C, procedures will be put in
place with all appropriate parties to assure the smooth transition ofall children exiting Part C
regardless of their age or eligibility under IDEA.

A. Responsibilities of the WV Birth to Three Direct Service Practititioners
Related to Development of the Transition Plan forChildren Exiting PartC.

1. Provide the family with information on the importance ofplanning for transition
2. Discuss with the family their priorities and concerns with regards to the transition.
3. Discuss with the family the child's present levels of development and the skills

the child may need to transition successfully,
4. Assist the family to assess their need for information and support in regards to

future services and preschoo settings.
5. Assist the family to identify community supports and services that may be

needed tomeetthechild and family's unique needs.
6. Develop in collaboration with the family, outcomes and strategies to prepare the

child and family for transition.
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 from WVBirth toThree, PartC.

8. Attend each child's transition conference to share information and insights into
the child's unique strengths and challenges. If unable to attend, the practitioner
must forward information on the child's current assessments and developmenta
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status,includingfunctionalabilitieswithinthecontextofdailyactivitiesand routines.

Inordertoprovidewrittendocumentationofeachchild'sfunctionalabilitiesat exitfromWVBirthtoThree,eachteammemberwillparticipateinproviding informationfor,and/orcompleting,aTransitionSummaryUpdateforthechild. TheTransitionSummaryUpdateisintendedtoprovideuseful informationfor planningfor thechild'ssuccessfulparticipationin thenextsetting.Theprocess dependingontheagreeduponactivitiesforthetransitionconference.Some countiesmaybeabletodedicatetimetocompletingtheTransitionSummary before themeeting.TheRegional AdministrativeUnitwillbeabletoprovide

B. ResponsibilitiesofServiceCoordinatorsin theWVBirthtoThreeSystem forSupporting theTransitionofChildrenandFamiliesfromPartCtoHead Start/EarlyHeadStart.

Beknowledgeableoftransitionproceduresspecifictoallpossiblereceiving proceduresrelated to theprospectivecountyinwhichthechildresides.Itis especiallyimportant thatservicecoordinatorsareknowledgeable of the eligibility criteria,andapplication/enrollmentprocessof thiscounty'sHeadStartgrantee, asdetailedinSectionD,#6oftheseprocedures.

Providelocalcontactinformationtofamiliesinterestedincompletingan applicationforthelocal HeadStartorEarlyHeadStartProgram.Typically,this applicationprocessshouldhappenmuchearlier thantherequiredtransition conference.

Ensurethatfamiliesareprovidedwithinformationabouttransitionthroughout theirparticipationinWVBirthtoThree,notonlyattheirexit.

Ensurethedevelopmentofatransitionplanincollaborationwiththechild's familyandotherteammembersasacomponentofthechild'sIndividualFamily ServicePlan(IFSP),atleast atleast90daysandupto9monthsprior to the child'sthirdbirthday.Thetransitionplanoutlinesthestepsthatthefamilyand otherteammemberswillfollowinordertosupportasmoothtransitionfromWv Birth toThree,PartC.

Assistinterestedfamilieswithcompletingandsubmittingapplicationstothelocal HeadStartorEarlyHeadStartProgramwithintheircommunity,withintimelines asappropriateforthe individual HeadStartGrantee(SeeSectionD,#6).

Obtainwrittenparentalpermissionforreleaseofappropriateeducationalrecords toHeadStart/EarlyHeadStart.

ForwardtoHeadStart/EarlyHeadStart,theeducationalrecordsforwhichthe parenthasgivenwrittenpermission.

Schedule,conveneandfacilitateatransitionconferenceforeachchildatleast 90daysandupto9monthspriortothechild'sthirdbirthday.Itisimportantthat theservicecoordinatorinitiatescontactatleastamonthinadvancewithall partiesthatthefamilywantstoinvitetothemeeting,andattemptstoschedule themeetingatatimeandplacethatwillfacilitateattendanceofallparties.

Send theNoticeofTransitionConferenceFormtoallIFSPteammembers,

status, including functional abilities within the context of daily activities and
routines.

9. In order to provide written documentation of each child's functional abilities at
exit from WV Birth to Three. each team member will participate in providing
information for and/or completing, a Transition Summary Update for the child.
The Transition Summary Update is intended to provide useful information for
planning for the child's successful participation in the next setting The process
for completing the Transition Summary Update may vary from county to county,
depending on the agreed upon activities for the transition conference Some
counties may be able to dedicate time to completing the Transition Summary
Update at themeeting, and others may prefer to have the information completed
before the meeting. The Regional Administrative Unit will be able to provide
guidance as to the agreed upon process within each county.

B. Responsibilities of Service Coordinators in the WV Birth to Three System
for Supporting the Transition of Children and Families from CStart/Early Head Start. Part to Head

1. Be knowledgeable of transition procedures specific to all possible receiving
agencies (i.e. Head Start, Early Head Start, Part B and Child Care) and any
procedures related to the prospective county in which the child resides. It is
especially important that service coordinators are knowledgeable ofthe eligibility
criteria, and application/enrollment process of this county's Head Start grantee,
as detailed in Section D,#6ofthese procedures.

2. Provide local contact information to families interested in completing an
application for the local Head Start or Early Head Start Program Typically, this
application process should happen much earlier than the required transition
conference.

3. Ensure that families are provided with information about transition throughout
their participation inWVBirth to Three, not only at their exit.

4. Ensure the development of a transition plan in collaboration with the child's
family and other team members asa component of the child's Individual Family
Service Plan (IFSP), at least at least 90 days and up to 9 months prior to the
child's third birthday. The transition plan outlines the steps that the family and
other team members will follow in order to support a smooth transition from WV
Birth to Three, PartC.

5. Assist interested families with completing and submitting applications to the local
Head Start or Early Heac Start Program within their community within timelines
as appropriate forthe individual HeadStart Grantee (See Section D,#6).

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

7. Forward to Head Start/Early Head Start, the educational records for which the
parenthasgiven written permission,

8. Schedule, convene and facilitate a transition conference for each child at least
90days and up to9 months prior to the child's third birthday Itis important that
the service coordinator initiates contact at least a month in advance with all
parties that the family wants to invite to the meeting, and attempts to schedule
the meetingata time andplace that will facilitate attendance ofallparties

9. Send the Notice of Transition Conference Form to all IFSP team members,
family and others as requested by the family at least ten days prior to the
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scheduledmeeting,andearlierifpossible.Servicecoordinatorswillsend invitationsbasedonfamilyrequest,assuringthattheyhaveexplainedtofamilies theroleofHeadStartandPartB

Documentdiscussionandactivitiesofthetransitionplanandtransition conferenceutilizingtheWVBirthtoThreeTransitionPlanandTeamingActivity Note.

Whenchildrenhavethirdbirthdaysinthesummerorearlyfall,schedulethe transitionconferenceby (Daterangetobecompletedby thepartiestothisagreement.ForchildrenwhoarealsotransitioningtoPartB, theIEPmustbeinplacebythechild'sthirdbirthday,sothetransitionconference needstooccurbeforesummerbreakunlessPartBstaffareavailabletoprocess referralsandeligibilityduringthesummermonths).

WVBirthtoThreeunlessithasbeendeterminedthatthechildcontinuestoneed theequipment.Ifthechildneedstheequipmentafteragethree,theservice coordinatorwillrevisetheWVBirthtoThreeAssistiveTechnologyLoan AgreementtoprovidethefamilywiththetollfreenumbersoftheRAUandState officeinordertoplanforreturnoftheequipmenttotheStatewhennolonger beingusedbythechild.

C. Role and Responsibilities of the WV Birth to Three Region5 Regional AdministrativeUnit.

Assignaprimary contactpersonresponsibleforthedevelopment, implementation,andevaluationofanInteragencyAgreementandtransition Attachment1)

Reviewandupdatetransitionprocedureswithinteragencypartnersonanannual basisormoreoften,ifneeded.

SubmitInteragencyAgreementsandtransitionprocedurestotheWVBirthto Threestateofficeannually.

Informfamilies,servicecoordinators,andservicepractitionersoftheinteragency transitionprocedurest thatare place withpartnersincluding UPSHUR COUNTYHead Star/EarlyHeadStart grantee.The assigned RAU implementationoftheprocedures.

CoordinatewithUPSHURCOUNTHeadStart/EarlyHeadStartstaff?i.e Director,FamilyServicesCoordinator,orDisabilitiesCoordinator)forprovisionof trainingaroundinteragencytransitionprocedures.

CoordinatewithWVBirthtoThreeRegionalTechnicalAssistanceSpecialiststo identifypotentialpolicyclarificationsand/oradditional trainingneeds.

Includeareviewofcountydataontransitionindicatorsasacomponentofthe quarterlyreviewconductedbytheRAU'sInteragencyAdvisoryCommittee.

The RAU Interim Service Coordinator (ISC)will,upon the family's request, initiatethereferraltoHeadStartforanychildreferredforeligibilitytotheWV BirthtoThreeSystembetweentheagesof30monthsand35months.Referral shall include the child's name,date of birth,address,telephone,and parent's nameandcontactinformation.

dayspriortotheirthirdbirthday,theRAU/IsCisresponsiblefor:

scheduled meeting, and earlier if possible. Service coordinators will send
invitations based on family request, assuring that they have explained to families
theroleofHeadStart and Part B,

10. Document discussion and activities of the transition plan and transition
conference utilizing the WV Birth to Three Transition Plan and Teaming Activity
Note.

11. When children have thiro birthdays in the summer or early fall, schedule the
transition conference by (Date rangetobe completedby
the parties to this agreement. For children who are also transitioning to Part B,
the IEPmust bein placebythe child's thirdbirthday, sO the transition conference
needs tooccur before summer break unless Part B staffare available toprocess
referrals and eligibility during the summermonths).

12. Arrange for return of all Assistive Technology equipment/devices provided by
WVBirth to Three unlessithas been determined that the child continues to need
the equipment If the child needs the equipment after age three, the service
coordinator will revise the WV Birth to Three Assistive Technology Loan
Agreement to provide the family with the toll free numbers ofthe RAU and State
office in order to plan for return of the equipment to the State when no longer
being used bythe child.

C. Role and Responsibilities of the WV Birth to Three Region 5 Regional
Administrative Unit.

1. Assign a primary contact person responsible for the development
implementation and evaluation of an Interagency Agreement and transition
procedures with UPSHUR COUN Head Start/Early Head Start grantee. (See
Attachment 1)

2. Review and update transition procedures with interagency partners on an annual
basis ormore often, if needed.

3. Submit Interagency Agreements and transition procedures to the WV Birth to
Three state office annually.

4. Inform families, service coordinators. and service practitioners of the interagency
transition procedures that are in place with partners including
UPSHUR COUNTY Head Start/Early Head Start grantee. The assigned RAU
primary contact person will be the primary contact for questions regarding
implementation ofthe procedures.

5. Coordinate with UPSHURCOUNT Head Start/Early Head Start staff (i.e.
Director, Family Services Coordinator or Disabilities Coordinator for provision of
training around interagency transition procedures.

6. Coordinate with WV Birth to Three Regional Technical Assistance Specialists to
identify potential policy clarifications and/or additional training needs

7. Include a review of county data on transition indicators as a component of the
quarterly review conducted bytheRAU's Interagency Advisory Committee.

8. The RAU Interim Service Coordinator (ISC) will, upon the family's request
initiate the referral to Head Start for any child referred for eligibility to theBirth to Three System between the WVagesof30 months and 35 months. Referral
shall include the child's name, date of birth, address, telephone. and parent's
name and contact information.

9. For children who have their initial eligibility/IFSP meeting from 150 through 90
days prior to their third birthday the RAU/ISCis responsible for:
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a)DevelopingaTransitionPlanaspartoftheinitial IFSPincollaboration withtheparents,IFsPteam,andothercommunitypartnersasrequested by thefamily.

b)Obtainconsentsfrom theparents during the initial IFSPmeeting to releaseassessments,IFsP,orotherdocumentsthattheparentagreesto sharewithHeadStart/EarlyHeadStart,andforwardthosedocumentsto theappropriateparties.

c)Coordinatewith thefamily,MDT,OSC,andothercommunitypartners perfamilyrequest,toscheduleatransitionconferencetobeconducted at least90dayspriortothechild's thirdbirthday.Thetransitionconference mostlikelywillneedtobecombinedwiththeinitialIFSPmeetinginorder tomeetrequiredtimelines.

Forchildrenwhohavetheirinitialeligibility/lFSPmeetinglessthan90daysprior totheirthirdbirthday,theRAUwill:

a)DevelopaTransitionPlanaspartoftheInitialIFSPincollaboration with the parents,IFSP team,and other community partners asrequested by thefamily.

b)Obtainconsentfrom theparentsduringtheinitial IFSPmeetingto releaseassessments,IFsP,orotherdocumentsthattheparentsagreeto shareandforwardthosedocumentstotheappropriateparties.

ForanychildreferredforeligibilitytotheWVBirthtoThreeRegion5 RAU lessthan45daysbeforethechild'sthirdbirthday,theRAUwillconductaphone callwiththechild'sfamilytoexplainthatWVBirthtoThreewillnotevaluatethe child'seligibilityduetothelatereferralanddiscussanypotentialreferralsthe familymayneedassistancewith.TheRAUwill thenmail thefamilyapacketthat includestheNoticeoftheLateReferral letter,acompletedWVBTTTransition ResourceInformationpageforthecountyof thechild'sresidence,Consentto Referform,andWVBTTProceduralSafeguards.

D. RolesandResponsibilitiesofHeadStart/EarlyHeadStartGrantees.

AssignarepresentativetoparticipateontheInteragencyAdvisoryCommitteeof theWVBirthtoThreeRegion5 RAU.

AssignanindividualastheprimarycontacttoworkwiththeWVBirthtoThree Region5 RAUfordevelopmentandrevisionofinteragencytransition procedures.

SectionD,the specifics of their eligibilitycriteriaand application/enrollment processforHeadStart and,if appropriate,forEarlyHeadStart.The Granteewill includespecificsrelatedtotimelinesandcontactpersons.Intheeventthat changeshavetobemadetotheeligibilitycriteria,theHeadStartGranteewill notifytheRegional AdministrativeUnitofthechanges.

InordertoassurethatfamiliesunderstandtheHeadStart/EarlyHeadStart eligibilitycriteriaandapplication/enrollmentprocess,aHeadStart/EarlyHead theTransitionConferenceForm,willattendthechild'sscheduledtransition conference.

IdentifyproceduresrelatedtoacceptanceofWVBirthtoThreeassessment purposes.
6.

a)Developing a Transition Plan as part ofthe initial IFSP in collaboration
with the parents, IFSP team, and other community partners as requested
bythe family
b) Obtain consents from the parents during the initial IFSP meeting to
release assessments. IFSP., orother documents that the parent agrees to
share with Head Start/Early Heao Start, and forward those documents to
the appropriate parties.
c)Coordinate with the family, MDT OSC, and other community partners
perfamily request, to schedulea transition conference to beconducted at
least 90 days prior to the child's third birthday The transition conference
most likelywill need tobe combined with the initial IFSP meeting in order
tomeet required timelines

10. For children who have their initial eligibility/IFSP meeting less than 90 days prior
to their third birthday, the RAU will:

a) Develop a Transition Plan as part of the Initial IFSP in collaboration
with the parents, IFSP team, and other community partners as requested
bythefamily.
b) Obtain consent from the parents during the initial IFSP meeting to
release assessments IFSP.orother documents that the parents agree to
share and forward those documents to the appropriate parties.

11. Forany child referred for eligibility to theWV Birth to Three Region 5 RAU
less than45days before thechild's third birthday theRAU will conduct aphone
call with the child's familyto explain that WV Birth to Three will not evaluate the
child's eligibility due tothe late referral and discuss any potential referrals the
family RAUwill then mail thefamilyapackei thatmay need assistance with. The
includes the Noticeofthe Late Referral letter,acompleted WVBTT Transition
Resource Information page for thecountyofthe child's residence. Consent to
Refer form, and WVBTT Procedural Safeguards

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

1. Assign a representative to participate on the Interagency Advisory Committee of
theWV Birth toThree Region 5 RAU.

2. Assign an individual as the primary contact to work with the WV Birth to Three
Region 5 RAU for development and revision of interagency transition
procedures

3. Each Head Start Grantee will incorporate into these procedures, under #6 of
Section D, the specifics of their eligibility criteria and application/enrollment
process for Head Start and, ifappropriate for Early Head Start. The Grantee will
include specifics related to timelines and contact persons. In the event that
changes have to be made to the eligibility criteria, the Head Start Grantee will
notify the Regional Administrative Unit ofthe changes.

4. In order to assure that families understand the Head Start/Early Head Start
eligibility criteria and application/enrollment process, a Head Start/Early Head
Start representative(s) when invited by the family through receipt ofa Notice of
the Transition Conference Form, will attend the child's scheduled transition
conference.

5. Identify procedures related to acceptance of WV Birth to Three assessment
reports for Head Start/Early Head Start and Part B evaluation and IEP planning
purposes.

6. ATTACH HEAD START/EARLY HEAD START ELIGIBILITY CRITERIA AND
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APPLICATION/ENROLLMENTPROCESS

E. ResponsibilitiesofAllPartiesAttending theTransition Conference.

Discussthefamily'sprioritiesandconcernsregardingtransitionfromWVBirthto Three.
Identifythefamily'sneedforinformationandsupports

Discussthechild'spresentlevelsofdevelopmentandstrategiesthathavebeen utilizedtosupportthechild'sdevelopment.

Assurethat thefamilyhasinformationregarding the policies,procedures,and procedural safeguards around determining eligibility,placement,and service needsinHeadStart/EarlyHeadStart,aswellasinotherpotentialsettings.

Identifyanddocumentcoordinationofinformationneededforeligibilityactivities forHeadStart/EarlyHeadStartincludinganysharingofcurrentassessment informationfromthechild'sWVBirthtoThreeeducationalrecord.

Discussstrategiestosupportthechild'stransitiontofuturesettings.
Discussandarrangeforvisitsbythefamilytopossiblereceivingprogramsto

possiblereceivingprogramstoassist inplanninginterventionstrategiesand activitiestopreparethechild.

Discussotherresourcesinthecommunitythatmaysupportthechildandfamily from thethirdbirthdayuntil thebeginningof theschool year,suchaschildcare, play groups,libraryhours,parks and recreationprograms,mommy and me groups, parents, teachers, preschool programs and other community programs.

Discussassistivetechnologycurrentlyprovided throughWVBirthtoThreeto determinewhether theequipmentand/or devices are appropriatefor the child's continueduseinthehomeorschoolsetting.Identifystepsforthefamilytotake toreturnequipment/devicestotheWVBirthtoThreeSystemwhenthechildhas outgrownornolongerneedtheequipment.

F. Dispute Resolution

Ifdisagreementsariseregardingactivitiesoutlined intheseprocedures,ameetingwill beheldbetween theauthorizedrepresentativesof theRegion5 RAUand UPSHURCOUNTY HeadStart/EarlyHeadStarttoresolvetheissues.Inthe eventthatanunderstandingisnotreached,thepartiesmayseektechnicalassistance fromtherespectivestateleadagenciesorchoosetouseinformalthirdpartymediation.

G. DurationoftheTransitionProceduresAgreement

TheTransitionProceduresAgreementwillremaininplaceuntilsuchtimeasoneofthe signedpartiesnotifiestheotherinwritingofitstermination.TheTransitionProcedures Agreementwillbereviewedannuallytoensurethatitremainsup-to-datewithcurrent laws,policies,andpractices.Changestotheagreementcanbeconsideredatanytime.

APPLICATION/ENROLLMENT PROCESS

E. Responsibilities ofAIl Parties Attending the Transition Conference.

1. Discuss the family's priorities and concerns regarding transition from WV Birth to
Three.

2. Identify the family's need for information and supports.
3. Discuss the child's present levels of development and strategies that have 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, and service
needs in Head Start/Early Head Start, aswell asin other potential settings.

5. Identify and document coordination of information needed for eligibility activities
for Head Start/Early Head Start including any sharing of current assessment
information from the child'sWV Birth to Three educational record.

6. Discuss strategies to support the child's transition to future settings.
7. Discuss and arrange for visits by the family to possible receiving programs to

assistthe familyto understand thedailyactivities and routines of each option.
8. Discuss and arrange visits byearly intervention team members as appropriate to

possible receiving programs to assist in planning intervention strategies and
activities to prepare thechild.

9. Discuss other resources in the community that may support the child and family
from the third birthday until the beginning of the school year, such as child care,
play groups, library hours, parks and recreation programs, mommy and me
groups, parents, teachers. preschoo programs and other community programs.

10. Discuss assistive technology currently provided through WV Birth to Three to
determine whether the equipment and/or devices are appropriate for the child's
continued use in the homeorschool setting. Identify steps for the familyto take
to return equipment/devices to theWV Birth toThree System when the child has
outgrown orno longer need the equipment

F. Dispute Resolution

If disagreements arise regarding activities outlined in these procedures. a meeting will
be held between the authorized representatives of the Region 5 RAU and
UPSHURCOUNTY Head Start/Early Head Start to resolve the issues In the
event that an understanding is not reached the parties may seek technical assistance
from the respective state lead agencies or choose to use informal thiro party mediation.

G. Duration ofthe Transition Procedures Agreement

The Transition Procedures Agreement will remain in place until such time as one ofthe
signed parties notifies the other in writing of its termination. The Transition Procedures
Agreement will be reviewed annually to ensure that it remains up-to-date with current
laws, policies, and practices Changes to the agreement can be considered atany time.
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WVBirthtoThreeRegion Regional Administrative Unit Authorized Representative Nameand Signature

Date

HeadStart/Early HaadStar Grantee Authorized Represeniative Name and Signature

Date

VOH

Choamo
BirthtoThreeRegionPhdopth 9-(2-18WV Date

Regional Administrative Unit Authorized Representative
Name andSignature

7
Head Start EarlyHead Start Grantee Date
Authorized Representative
Name andSignature

WVOHHREPHtove d



Attachment1 ContactInformationforHeadStart/EarlyHeadStartand WVBirth toThreeRegional AdministrativeUnit

Effective asof

Leona Foster 304-472-2016

Name (Print) Telephone/Email
8ClevelandAve.Buckhannon,WV26201

Irfoster@3wlogic·netAddress

HeadStart/EarlyHeadStartContactPersontoReceiveApplicationsandWvBirthto ThreeChildRecordswithFamilyPermission

Leona Foster 304-472-2016

Name (Print) Telephone/Email

8ClevelandAve.Buckhannon,WV26201
lrfosten@3wloqic·netAddress

HeadStart/earlyHeadStartContactPerson toReceiveNoticeof Transition Conference letters

Rachel T.Hamner,ProgramDirector 304-637-2844

Name (Print) Telephone/Email

1200HarrisonAve.Suite220Elkins,WV26241 rhamner@mthtwv.org
Address

RAU ContactPersonResponsibleforDevelopment,Implementation and Evaluationof PartCtoHeadStartTransitionProcedures

Attachment 1
Contact Information for Head Start/Early Head Start and

WV Birth toThree Regional Administrative Unit

Effective asof

Leona Foster 304-472-2016

Name (Print) Telephone/Emai

8ClevelandAve. Buckhannon WV 26201 Irfostere3wlogic-net
Address

Head Start/Early Head Start Contact Person to Receive Applications and WVBirth to
Three Child Records with Family Permission

Leona Foster 304-472-2016

Name (Print) Telephone/Emai

8Cleveland Ave. Buckhannon, WV 26201 Irfoster@3wlogic-net
Address

Head Start/early Head Start Contact Person to Receive Notice ofTransition Conference
letters

Rache T. Hamner, Program Director 304-637-2844
Name (Print) Telephone/Emai

1200 Harrison Ave. Suite 220 Elkins, WV 26241 rhamner@mthtwv.org
Address

RAU Contact Person Responsible forDevelopment. Implementation and Evaluation of
Part Cto Head Start Transition Procedures
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UHR Inc.Upshur CountyHead Start AdmissionPolicyandProcedureforEnrollment July2018

Eligibility

AGE-TobeeligibleforHeadStartservices,achildmustbe atleast three(3)yearsold and tobe eligibleforPre-k a child must be at least four (4) years old by the date used to determine eligibilityfor public school in the community inwhich the Head Start program is located. In Upshur County this date is on or before July 1st.

ApplicationProcess

The parent/guardian will complete a Head Start application.An application may be picked up at 8 Cleveland Ave.,Buckhannon,WV or they may call(304) 472-2016 for additional information. Completing an application does not guarantee that the child will be enrolled into the program. Due to our partnership with the LEA, we use a universal application.

TheFamilyServiceWorkers and/orERSEAManagerwill accept applicationsfor theHeadStart Pre-schoolandPre-kindergartenProgram.Incomeverificationiscompleted byFamilyService Workers or theERSEA Manger only.Incomeverification will be attached to the income verification form with the FSW or ERSEA Managers signatures. The verification form will be check-marked in-personor telephone interview accordingly and a telephone/in-person form will be attached.Special circumstances will be taken into accountwhen reviewing the child's application e.g. special needs,foster care, isolated family, medical problems. All children will be accepted into the programbased upon thefamily's abilityto meet the income guidelines established by Association for Children, Youth and Families (ACYF).

Parents/guardians arerequired toforward thefollowinginformationperfederal and daycare regulations:Income verification, live birth certificate, immunization and physical records.Legal verificationofcustodywillbeprovidedwhen one(1)parentisthesolelegalguardian of the childbyvirtueof courtproceeding.

Allchildrenarerequiredtohavethelivebirthcertificatepriortoentranceintotheprogram. School readiness is implemented asrecords areforwarded to public school.

EnrollmentProcess

Achecklistisused toensurethat allrequiredinformationhasbeensubmittedpriortoentrance into the program.FamilyServiceWorkers will ensure all items are current and in the enrollment packet,sign off on emergencyprocedure cards,incomeverificationforms,and otherrequired forms as needed including the in-person/telephone form. Enrollment packets will be forwarded to theERSEAManagerwho completetheratingscale and enroll children into theprogramper theratingscale andHHSPerformanceStandards

Items from the enrollment packet are copied and distributed accordingly.A child's folder is forwarded to theteacherwith the application,enrollmentforms,two original emergency procedures cards, legal documents if applicable, and any other information about the child that is relevant.Informationfromtheenrollmentpacketiscopiedand/ordistributedtoappropriatestaff asneeded.

The parent/guardian is contacted regarding dates and times of class and bus schedule.

UHR Inc. Upshur County Head Start
Admission Policy and Procedure for Enrollment

July 2018

Eligibility
AGE -Tobeeligible forHeadStartservices, achildmust beat least three(3)years old and to be
eligible forPre-ka child must beat least four (4) yearsoldbythe date used to determine
eligibility forpublic school in the communityinwhich theHead Start program is located. In
UpshurCounty this date isonor beforeJuly 1St.

Application Process
Theparent/guardian will completeaHead Start application Anapplication maybepicked at8Cleveland Ave.. upBuckhannon, WV ortheymaycall (304) 472-2016 for additional information.
Completingan application doesnot guarantee that the child will beenrolled into the program.
Duetoourpartnership with the LEA, weuseauniversal application.
TheFamily Service Workers and /orERSEA Managerwill accept applications forthe Head Start
Pre-school and Pre-kindergarten Program. Incomeverification is completed byFamily Service
WorkersortheERSEA Manger only. Income verification will beattached to the income
verification form with the FSWorERSEA Managers signatures. The verification form will be
check-marked in-personortelephone interview accordingly and a telephone/in-persor form will
be attached. Special circumstances will be taken into account when reviewing thechild's
applicatione.g. special needs, foster care, isolated family, medical problems. All children will
be accepted into the program based upon the family'sability tomeet the income guidelines
established by Association forChildren, Youthand Families (ACYF).
Parents/guardians are required to forward the following information per federal and daycare
regulations: Incomeverification, live birth certificate, immunization andphysical records. Legal
verification ofcustody will be provided when one (1)parent is the solelegal guardian ofthe
childbyvirtueofcourtproceeding
Allchildren arerequired to have the livebirth certificate priorto entrance into theprogram.
School readiness is implemented as records are forwarded to public school.
Enrollment Process
Achecklist is used toensure thatall required information hasbeen submittedpriorto entrance
into the program. Family Service Workers will ensure all items are current and in the enrollment
packet, signoffonemergency procedure cards, income verification forms, and other required

form. Enrollmentforms as needed including the in-person/telephone packets will be forwarded
to the ERSEA Manager who complete the rating scale and enroll children into theprogramthe perrating scale and HHS Performance Standards
Items from theenrollment packet are copied and distributed accordingly. Achild's folder is
forwarded to the teacherwith the application. enrollment forms, two original emergency
procedures cards, legal documents ifapplicable and anyotherinformation about the child that is
relevant. Information from theenrollment packet iscopied and/or distributed to appropriate staff
as needed.

Theparent/guardian is contacted regarding dates and timesofclass and bus schedule



All parents are invited and encouraged to attend orientation at the beginningof theyear. Thereafter,parents/guardians aregivenfivedays tovisit the classroom,and theteacher is allowed the samefive daysto conduct a homevisitprior to the child'sfirst dayof class.Family ServiceWorkerswill make a homevisit toeachfamilywithin thefamily'sfirst 45days to complete a family partnershipagreement(FPA).Theywill assistfamiliesin establishinggoals andstepstowardmeetingthosegoals.

FamilyServiceWorkerswill make a homevisit tofamilieswho enroll during theyearwithin five-daysofenrollmenttocompletetheFPA.

SelectionCriteria

Applications areplacedonfile andprioritized accordingtotheratingscale.

In the event two ormorechildrenhavethesamenumber on theratingscale,theoldest childwill beselected.Theprogram alsotakesinto account the ageofthe child,location ofresidence,and accessibilitywhenenrolling children.

Afterenrollment ratingscaleselectionshave beenmade,theERSEAManagerwillforward the results to theExecutive/HeadStartDirector,Policy Council andBoard of Directorsfor approval beforethebeginningofeachschoolyear.

All parents are invited and encouraged toattend orientation at the beginning oftheyear.
Thereafter, parents/guardians aregiven fivedays to visit the classroom, and the teacheris
allowed the same fivedays toconductahomevisit prior to thechild'sfirstdayofclass. Family
ServiceWorkers will makeahomevisit toeach familywithin the family'sfirst45days to
completea familypartnership agreement (FPA). Theywill assist families in establishing goals
and steps toward meeting thosegoals.
Family ServiceWorkers will makeahomevisit to families whoenroll during theyear within
five-days ofenrollment to complete theFPA.

Selection Criteria
Applications are placed on fileand prioritized according to the ratingscale.
Inthe event two ormore children have the same numberon the ratingscale, the oldest child will
beselected. The program also takes into account the ageofthechild, locationofresidence, and
accessibilitywhen enrolling children.
Afterenrollment ratingscale selections have beenmade, the ERSEA Managerwill forward the
results to the Executive/Head Start Director, Policy Council and Board ofDirectors forapproval
before the beginningofeach school year.
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