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TRANSFER PLAN

Upon learning of a family’s need to transfer their child to a new site or Home-Based Parent Educator (PE) within the program, the Family Service Worker (FSW) or PE will notify the ERSEA Coordinator of the parent’s request. 

A. When space is available at the requested location, the following will occur: 
1. If there are multiple classroom options, the ERSEA Coordinator will reach out to the Program Manager to see which is the better option.
2. The ERSEA Coordinator will make the FSW or PE aware that the transfer can happen.
3. Before the child will be transferred into the new classroom/program, a meeting will be scheduled by the ERSEA Coordinator and include the current and new FSW, mental health consultant, current and new teacher, the new program manager. The Special Service Manager, Health and Nutrition Specialist, and/or Education Director as needed. 

The current FSW or PE will:

1. Notify parents/guardian of space availability and that the new FSW or PE will contact them. 
2. Complete the Intent to Transfer Form (Appendix FS- D1) and send to the new FSW or PE and the appropriate staff.  The income verification forms from the eligibility binder also needs to go to the new FSW or PE. 
3. If child is transferring from a Federal Head Start classroom to a HSSAP Head Start Classroom or vice versa, child will be withdrawn from current program using Withdrawal Notice (Appendix FS-B3) and enrolled into new program with Entry Notice (Appendix FS-A1). Current FSW/PE will copy all income verification documentation and will give copy to new FSW/PE. All will need to be in both eligibility binders with Withdrawal Notice (Appendix FS-B3) in current binder and Entry Notice (Appendix FS-A1) in new binder. 

The current FSW or PE will transfer the child’s file to the new FSW or PE.

The new FSW or PE will:

1. Arrange to update the emergency contact/release form.
2. Offer parent/guardian the opportunity to visit the new site to meet the staff if able. 
3. Arrange a start date with classroom teacher and distribute the Intent to Transfer Form (FS- D1) to the appropriate staff, if the decision has not been made ahead of time. 

B. When space is not available, the ERSEA Coordinator will place the child on the wait list for the appropriate site for the next available opening. If the child withdraws and goes back on the wait list, the child’s file will be sent to the ERSEA Coordinator.

C. When a parent needs to transfer to another county/state the FSW/PE will assist the family by helping them find information on Early Head Start and Head Start programs in their new location. If requested, copies of the child’s file can be given to the parent/guardian. 

