









Procedure 6-2 

Child & Family Development Programs

Procedure for Referral, Recruitment, Selection and Services 

for Children with Diagnosed Disabilities

The intent of this procedure is to outline the steps from referral to recruitment, selection, and the beginning of services for children with diagnosed disabilities.
1.
Center managers will request from the NWRESD coordinator, a list of children who have documented disabilities recommended for Head Start at the beginning of the recruitment process between April 1st and June 1st. After Head Start receives an application from a child with a disability, the center manager will request a copy of the Eligibility Statement from NWRESD staff or from the special education service provider. 
2.
Head Start staff will complete recruitment visits and submit the completed application packet to Rainier Admin.  After the area supervisor signs off on the applications, the center manager will select children with disabilities following the program’s recruitment and selection criteria.  Center managers will complete CP8 for all children with disabilities after selection.   
3.
The center manager will send selection and wait list letters to the families of children with disabilities and mail a copy of selection letters to the NWRESD coordinator.  The center manager will request copies of the IFSP for children selected.  The center manager will inform the NWRESD coordinator of the status of (a) The remaining children on the list who were not selected; (b) The status of children not listed by NWRESD who have documented disabilities and have applied for Head Start; (c)  Children who were referred, but did not apply. The selection letters will alert the NWRESD coordinators that possible IFSP/placement or consultation meetings may be needed before the first day of class or follow up on referrals. 
4.
Effort should be made to have a Head Start teacher attend IFSP/placement meetings during the school year. Area supervisors may attend IFSP meetings during the summer when center staff are on lay off. Head Start and NWRESD staff may designate a day before school starts for IFSP/ placement meetings for children selected for Head Start. 

5.
Here are some different scenarios for children selected who have documented disabilities: 
(a)
At the IFSP/placement meeting it is determined by the IFSP team that the child’s special education goals can’t be met in only one setting and selects both the ECSE and Head Start for placement. This is called dual placement (both regular education and special education).  The child will need an IFSP/placement meeting before school starts and the Head Start teacher or staff should attend. 
(b)
The Head Start teacher may or may not be invited to the IFSP/placement meeting when the child will attend Head Start as a non ECSE service listed on the IFSP and the child’s special education services will be provided only in the ECSE classroom or in a group setting outside of Head Start.  The Head Start teacher and NWRESD service coordinator should work together so the child can succeed in both programs.  The Head Start teacher can request an IFSP or informational meeting at anytime regarding the services or needs of the child or parent.  
(c)
IFSP/placement or consultation meetings may need to be scheduled for children who have been evaluated by NWRESD over the summer and are either currently enrolled in Head Start or have been selected as Head Start participants. The Head start teacher or staff should participate in the IFSP/placement meeting for children when placement for special education services at Head Start is being considered for newly enrolled or returning children.       
(d)
A child is selected or is currently enrolled and after reviewing the child’s IFSP goals and placement options, the IFSP/placement team does not choose Head Start as appropriate placement where the child’s goals can be met.  The Head Start teacher/staff should participate in the IFSP/placement meeting whenever possible. 
(e)
The following scenarios are of two children selected who were not on the NWRESD referral list. One child moved from outside the NWRESD’s service area and has an IFSP or Statement of Eligibility for Special Education, but the child is not currently being served by NWRESD.  The second child has been receiving special education services from NWRESD during the past year and is still eligible. 
Inform both parents during recruitment that Head Start would like their verbal permission to inform NWRESD of their child’s application to Head Start, and will work with NWRESD to provide the best services.  For the child currently served by NWRESD, Head Start will work with NWRESD to coordinate services. For the child not receiving NWRESD services, Head Start would like the parent to give verbal permission to make a referral to NWRESD.  If parents decline permission, Head Start cannot share with NWRESD, but must continue to work with the parent and child. For parents who give permission, inform the NWRESD coordinator of the selected children not on their referral list.  The Head Start teacher/staff should participate in the IFSP/placement or consultation meetings before the first day of class. 
6.
Head Start and NWRESD will make every effort to hold IFSP/placement meetings or consultation meetings before classes start to ensure access to resources, training and placement options. Head Start will continue to communicate with NWRESD staff on referrals and recruit children with disabilities throughout the school year to maintain 10% or more enrollment of children with disabilities, Performance Standard 1308.5(c)(4).
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