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Transition from Early Head Start
Head Start Performance Standard 1302.70

[bookmark: _Hlk134107783]The following staff will participate in the implementation of the Transition Plan:
HB/EHS CB Program Manager    HS Program Manager	 	ERSEA Coordinator
Parent Educator (PE)	          Head Teacher	      Family Service Worker (FSW) 
          
The following procedure will be initiated by the EHS Parent Educator (PE) or the EHS Family Service Worker (FSW) when a child turns 30 months old 

*In addition, policy DA-05-109 will be followed to support families and children with disabilities in the transition process.

The PE/ EHS FSW will follow the Early Head Start Transition Plan (Appendix FS-B1) as a guide while supporting families through the transition process.

When the child is 30 months old and older:

a. The EHS PE or EHS FSW will begin discussion with the family on the best preschool options for their child, taking into consideration the child’s development, health, social/emotional skills, and transportation needs.
b. The EHS PE or EHS Teacher will provide materials and/or educational resources to support children and families with getting their child ready for preschool.

When the child is 34 months old:

a. [bookmark: _Hlk189742112][bookmark: _Hlk189742145] The EHS PE or EHS FSW will complete an updated Income Verification Form (Appendix FS-A2(1) and the Intent to Transition Form (Appendix FS-B2). 
b. The family will choose which program would be the best option for them.  If they choose center-based the EHS PE or EHS FSW will indicate the family’s preferred site on the form. If the family chooses the Home-Based option, the EHS PE or EHS FSW will indicate this choice on the form.
c. [bookmark: _Hlk134175352]Staff will email a copy of the Income Verification Form (Appendix FS-A2(1), Intent to Transition Form (Appendix FS-B2), and supporting documentation to the ERSEA Coordinator. The ERSEA Coordinator will upload documents into ChildPlus under Enrollment in the Attachments tab. If there are any corrections or additional information needed, the ERSEA Coordinator will reach out to the staff.
d. From EHS Home-Based to HS Center-Based: EHS PE and receiving FSW will coordinate a 30-minute classroom visit on a regular school day for the child to visit, preferably at the site the family has chosen. FSW will answer any questions the family may have, while the EHS PE will remain with the child as they navigate the classroom.
e. From EHS Center-Based to HS Center-Based: The Head Start Program Manager will talk with the Head Start classroom teacher to set up a time for the child to visit the classroom with the EHS Teacher during their playtime. This will occur one week prior to the child’s transition.  
 
When the child is 36 months old:
The family will complete one of the transition procedures below, depending on when the child turns three:

Transition Procedures for Children Entering Head Start at the 
Beginning of a New Program Year:

Income Eligible:

1.  If the child turns 3 on or before the first day of classes of the new EHS school year, they will enroll in the Head Start program for the start of the upcoming year.  
2. Children in Armstrong or Indiana County will transition to a center-based program. 
3. Children in Butler County will be given the option to choose either a center-based or a home-based program.  Depending on their choice, the procedure is as follows:

Center-Based:
a. During the enrollment period (June-August), the EHS PE or EHS FSW will contact the family to inform them of the process.
b. The receiving FSW and teacher will schedule a time to complete the Intake Paperwork. Once the FSW completes their paperwork, the teacher can meet with the family to complete their portion.   
c. Prior to the beginning of the school year, the EHS PE or EHS FSW will provide all necessary documentation to FSW (Birth Certificate, Insurance Card, and current physical and dental forms (if applicable).  The EHS PE or  EHS FSW will also meet with the receiving FSW to relay important information regarding the family’s goal, physical, dental, allergies, asthma, other health needs, and any additional information to ensure a smooth transition.  
d. The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3), notify the designated departments, and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family/Engagement/ERSEA Director.  The FSW will complete the Entry Notice (Appendix FS-A1)

Home Based:

a.  During the enrollment period in August, the EHS PE or EHS FSW will contact the family to inform them of the process.  The receiving HB HS PE will contact the family to schedule a time to complete the intake process.  
b.  Prior to the beginning of the school year, EHS PE or EHS FSW will provide all necessary documentation to HB HS PE (Birth Certificate, Insurance Card, and current physical and dental forms (if applicable).  The EHS PE or EHS FSW will also meet with the receiving HB HS PE to relay important information regarding the family’s goal, physical, dental, allergies, asthma, other health needs, and any additional information to enable a smooth transition.  
c.  The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3), notify the designated departments, and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family Engagement/ERSEA Director.  The HB HS PE will complete the Entry Notice (Appendix FS-A1)

Over Income:
a. [bookmark: _Hlk189742835]If a family is over-income, the EHS PE or EHS FSW will review other preschool options by providing the Preschool Options Resource List (Appendix FS-B4) and provide support in applying and enrolling in another option.
b. The child will be withdrawn from the EHS program on June 30th and placed on the HS program (center- and home-based) waitlist.
c. The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3), notify the designated departments, and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family Engagement/ERSEA Director or Coordinator.

Before the start of the new program year, a day of transition meetings will be scheduled by the ERSEA Coordinator and include the current and new FSW/PE, mental health consultant, current and new teacher, and the current and new program manager. The Special Service Manager, Health and Nutrition Specialist, and/or Education Director as needed.  







Transition Procedures for Children Entering Head Start
During the Program Year

Eligible

1. If a child turns three during the program year:
a. The EHS PE or EHS Teacher will provide education services until space is available for the child to transition.  The EHS PE or EHS FSW will notify the ERSEA Coordinator that the child has turned three, and indicate which Head Start Program the family prefers (center-based or home-based).  If the family chooses center-based, the EHS PE or EHS FSW will also disclose which site is preferred.  
b. The ERSEA Coordinator will notify the Home-Based Program Manager or the FSW when a Head Start slot is available and indicate the next child on the waitlist. 


Center- Based:
a. The EHS PE or EHS FSW will notify the family and explain the transition process.
b. The EHS PE or EHS FSW will meet with FSW to provide all necessary documentation (Birth Certificate, Insurance Card, and current physical and dental forms (if applicable)). The EHS PE or EHS FSW will also meet with receiving FSW to relay important information regarding the family’s goal, physical, dental, allergies, asthma, other health needs, and any additional information to ensure a smooth transition.  
c. [bookmark: _Hlk219713049]The receiving FSW and teacher will contact the family to schedule a time to complete the Intake Paperwork. Once the FSW completes their paperwork, the teacher can meet with the family to complete their portion.   
d. The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3) notify the designated departments and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family Engagement/ERSEA Director.  The FSW will complete the Entry Notice (Appendix FS-A1).

Home-Based (Butler County)

a. The EHS PE or EHS FSW will contact the family to inform them of the transition process.  
b. The receiving HB HS PE will contact the family to schedule a time to complete the intake process.  
c. The EHS PE or EHS FSW will provide all necessary documentation to HB HS PE (Birth Certificate, Insurance Card, and current physical and dental forms (if applicable).  The EHS PE or ESH FSW will also meet with the receiving HB HS PE to relay important information regarding the family’s goal, physical, dental, allergies, asthma, other health needs, and any additional information to ensure a smooth transition.  
4. The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3), notify the designated departments, and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family Engagement/ERSEA Director.  The HB HS PE will complete the Entry Notice (Appendix FS-A1). Each child will receive a list of milestones and activities the family can do together. 
5. If a HS space is not available for the child, they will remain in EHS until there is or until the end of that program year. 

Over-Income:
a. If a family is over-income, the EHS PE or EHS FSW will review other preschool options by providing Preschool Options Resource List (Appendix FS-B4) and will provide support in applying and enrolling in another option.
b. The child will be withdrawn from the EHS program on the child’s 3rd birthday and placed on the HS program (center and/or home-based) waitlist.
c. The EHS PE or EHS FSW will complete the Withdrawal Notice (Appendix FS-B3), notify the designated departments, and enter the withdrawal reason in ChildPlus under Enrollment Notes.  The EHS PE will give the closed file to the Program Manager.  The Program Manager will review the file to ensure it is complete, then forward the file to the Family Engagement/ERSEA Director.
d. Each child will receive a list of milestones and activities the family can do together.

Once the family has completed the intake process with the new FSW/PE, before the child will be fully transitioned into the new classroom/program, a meeting will be scheduled by the ERSEA Coordinator and include the current and new FSW/PE, mental health consultant, current and new teacher, and the current and new program manager. The Special Service Manager, Health and Nutrition Specialist, and/or Education Director as needed.  A date will be set for when the child can start in their new program by the end of this meeting.









