Department of Health

EARLY INTERVENTION FORMS

	FORM
	PURPOSE
	WHEN TO USE

	1.  H-KISS 

	EI-1a:  H-KISS Referral Form

Current Version:  04-06-11
	To submit a referral for a child who may be eligible for Part C services.
	When there is a concern regarding a child’s development

	EI-1b:  Request for H-KISS Identification Number

Current Version:  04-07-11
	To request an H-KISS identification number that can be entered into the EIS database for every child referred to Part C.  
	When a referral is made directly to an EI Program.

	2.  Consents 

	EI-2a:  Consent for Method of Sharing Information

Current Version:  11-04-10
	To obtain consent from families to exchange information via fax and/or e-mail.

	Intake/1st Visit with Family



	EI-2b:  Consent for Multidisciplinary Evaluation (MDE)

Current Version:  04.12.11
	To obtain consent from families prior to conducting the comprehensive develomental evaluation.
303.420(a)
	Intake and/or prior to MDE



	EI-2b:  Consent for Multidisciplinary Evaluation (MDE) Instructions

Current Version:  09-27-10
	
	

	EI-2c:  Consent for Release of Billing Information
Current Version:  04-11-11

	
	· Intake/1st Visit with Family

· Refer to Instructions

	EI-2c:  Consent for Release of Billing Information Instructions & Sample
Current Version:  04-11-11

	
	

	EI-2d:  Authorization For Use or Disclosure of Protected Health Information

PHNs:  USE PHN-28

DOH Authorization Form

Current Version:  02-01-07


	To obtain consent from family for providers to use or disclose a child’s protected health information between EI providers and providers outside of the “EI Bubble” (as identified in the FERPA notice).
303.414
	Whenever appropriate to obtain and/or exchange information and/or reports to support the development and implementation of the IFSP.



	EI-2d-NBHS:  Authorization For Use or Disclosure of Protected Health Information

PHNs:  USE PHN-28

DOH Authorization Form

Current Version:  02-01-07

	To obtain consent from family for providers to use or disclose a parent/child’s protected health information between EI and the Newborn Hearing Screening Program.
	Intake/1st Visit with Family



	EI-2e:  Consent for Evaluation/Assessment

Current Version:  04-12-11

	To obtain consent from families prior to conducting a screening, evaluation, and assessment other than the MDE.


	Prior to conducting evaluations and/or assessments

	3.  Notices

	EI-3a:  IDEA Part C Procedural Safeguard Requirements (Insert for Family Rights Brochure)

(formerly no EI #)
Current Version:  09-27-10

	Informs families about early intervention and their rights including how to file a complaint.  
	· Must be inserted into Family Rights Brochure

· Intake/1st Visit with Family

· IFSP Review/Annual Meeting 

	EI-3b:  Notice of Confidentiality and Access to Records (FERPA Notice)

Current Version:  09-27-10


	An annual notice informing families of their rights regarding confidentiality and access to records.  
303.401(1)
	· Intake/1st Visit with Family

· IFSP Review/Annual Meeting



	EI-3c:  Written Prior Notice

Current Version:  04-12-11
	To inform families of decisions and/or actions regarding evaluation, eligibility, and provision of EI services.  Also notifies families of the Evaluation/Assessment or IFSP date, time, and place.
303.421

IFSP Notification:  303.342(2)


	Refer to Instructions

	EI-3c:  Written Prior Notice Instructions

Current Version:  04-12-11

	
	

	4.  IFSP

	EI-4a:  IFSP Meeting Notification

(formerly EI-4)
Current Version:  09-27-10


	To provide the IFSP Team Members written notice of an IFSP meeting, early enough so they can participate in the IFSP meeting.
 303.342(2)
	Prior to Initial and Annual IFSP meeting and as needed for IFSP Review meetings.

	EI-4b:  IFSP Form

(formerly no EI #)
UNLOCKED for ease of use.  DO NOT
change content/format.

Current Version:  05-10-11

	To document the child/family concerns, priorities, resources, outcomes which guide interventions, objectives/strategies to achieve outcomes, the details of early intervention services and transition planning.
303.344
	· Initial IFSP

· IFSP Review/Annual Meeting 



	EI-4b:  IFSP Form Instructions

Current Version:  05-13-11

	
	

	5.  Referrals 

	  
	
	

	6.  Fee For Service Provider 

	EI-6a: AFS

(formerly EI-9d)

Current Version:  09-27-10
	To obtain authorization for services provided by a Fee for Service Provider.  
	Prior to services starting and prior to the next quarter services are needed.  NOTE:  there will be no back dating of authorizations.

	EI-6a:  AFS Instructions

Current Version:  09-27-10
	
	

	EI-6b:  FFS Provider Service/ Attendance Log

(formerly EI-9a)

Current Version:  09-27-10
	To provide the CC with documentation of services scheduled and provided as well as reasons if service did not occur.    
	After each scheduled visit and due to the CC one week after the end of the month.

	EI-6c:  Provider Quarterly Report

(formerly EI-9c)

Current Version:  09-27-10
	To provide the CC with documentation of the child’s progress.
	Due to the CC two weeks after the end of the quarter.  If the provider is attending an IFSP meeting, then the Quarterly Report not required.  

	7.  Reports 

	EI-7a: MDE Report

UNLOCKED for ease of use.  
DO NOT
change content/format.

Current Version:  04-20-11

	To provide a written summary of the evaluation results to families and team members.
	Within two weeks of completing the CDE and/or prior to the initial IFSP meeting.

	EI-7a:  MDE Report Instructions

Current Version:  04-20-11

	
	

	EI-7b:  CDA Report

UNLOCKED for ease of use.  

DO NOT
change content/format.

Current Version:  04-20-11

	To provide a written summary of the assessment results to families and team members.
	Within two weeks of completing the CDA and/or prior to the Annual IFSP meeting.

	EI-7b:  CDA Report Instructions

Current Version:  04-20-11

	
	

	8.  Transition

	EI-8a:  Part C Transition Conference Meeting Notification

(formerly EI-5)

Current Version:  09-27-10


	To provide a written invitation to providers who can share with families about their program(s) so families can learn about options upon exiting EI.
303.209 (c)(1)(2)
	Prior to the Transition Conference that should occur at least 90 days and up to nine months prior to a child exiting the EI system.


	EI-8b:  Part C Transition Notice to DOE

(formerly EI-6)

Current Version:  06-14-11

	To provide DOE with required directory information and optional information of children who may be eligible for DOE Special Education services as part of Part B’s child find.
303.209(b)(2)(ii)
	At the Transition Conference or at least 90 days prior to a child exiting EI.  Refer to instructions.

	EI-8b:  Part C Transition Notice to DOE Instructions

Current Version:  06-14-11

	
	

	9.  Surrogate Parents
	
	

	
	
	

	
	
	

	10.  Complaints

	EI-10a:  Concern Log

Current Version:  08-25-10
	To track concerns brought up by families.
	When a Program Manager receives a concern from a family regarding their child’s evaluation, eligibility, placement, and services.

	EI-10b:  Mediation

Current Version:  08-19-10
	To provide the family a form to submit a request for mediation.
303.419
	Provide to the family upon request.

	EI-10b:  Mediation Procedures

Current Version:  08-19-10
	303.419
	

	EI-10c:  Formal Complaint

Current Version:  08-19-10
	To provide the family a form to submit a formal complaint.  

303.512
	Provide to the family upon request.

	EI-10c:  Formal Complaint Procedures

Current Version:  08-19-10
	
	

	EI-10d:  Due Process

Current Version:  08-19-10
	To provide the family a form to submit a formal request for due process hearing.

303.420
	Provide to the family upon request.

	EI-10d:  Due Process Procedures

Current Version:  08-19-10
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