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Child Care Provider/Program Client Paperwork Guidance
	Process
	Documentation

	Phone call or in-person contact is made.

Referral sources include:

Provider (either teacher or director)

EEE

Parent

CIS Provider

Licenser

Community Agency staff

Issues typically include:

Program-related issues (whole program or classroom-specific)

Child-related issues (either group or individual)

Incident focused (ex. licensing visit or biting)
	Referral
CIS 01 (referral)

	Warm call to the provider (note: if child-specific issue, need parent permission to proceed.  However, you can still proceed with programmatic issues without parental consent). 

Information gathered:

Contact info.

Initial Contact date

Discussion re: issue


	Initial Contact & Intake

CIS 02 (intake) and 03 (authorization)

	Initial site visit to the program.  Intent is to gather more information about the need.  May be scheduled with the teacher or director.  

Visit may include:

Observations

Interviewing staff/director

Consultation

Meeting with staff to talk with them about what consultation can offer

How you proceed with this visit is determined by:

how much information you gathered during the warm call

the content of the information you gathered during the warm call

your prior relationship with the program (if any)

Note: This process may take more than one visit. During this point or at a follow-up check in you may learn this will be more complex than giving one or two consultations.
	One Plan: “Your Resources and Supports”;

“Evaluation Consent”



	Once you have enough information you will plan to provide (or arrange to have provided) one or some of the following:

Observation – targeted based on information gathered

Consultation – to address the issue identified during your screening/assessment

Education to address an identified issue

These may be provided to the:

Director

Teacher(s)

Paraprofessionals

Parent

Note: When developing the plan, you work with the identified individual(s) associated with the program will with either be recipients of the service (clients) or deliver a service.  

You will:

suggest things to try based on your assessment

help them prioritize what they want to work on

break it down into chunks (activities)

identify a long-term goal (eye on the prize)

include timelines!
	One Plan Development

One Plan: “Summary Report”; 

“Your Concerns, Hopes & Priorities”;

“Your Outcomes”;

“Services”

“Your Teams Membership and Your Consent”

	On-going work with the program.

Follow up may include:

Phone check in (you call them)

In person check in (you visit the program)

Consultation (on-going)

Observations (on-going)

Coaching

Assessing (on-going)

Provide a training

Provide referral(s) to other resources

May return to step #4 at any time if the plan needs to be tweaked
	Service Delivery

Contact notes; informal documentation of your work

	Plan Review

Once several activities are completed or well underway, or goals have been reached you will:

Return to #4 (which may need to include additional information gathering if needed)
	Plan Review

Revisit any necessary plan pages; and 

One Plan: “Plan Review”;

“Your Outcomes”

	At any time, for many reasons, you may have to hit the “reset” button!  This brings you back to step 3 or 4, or you may have to exit the client.

	Limitations to progress may include:

Provider doesn’t have adequate time available to complete the discussion/goal of a site visit or meeting (including anything described in #’s 3 through 6 above).

Provider may have issues that arise that impact engagement.

Any issue arises that interrupt the current plan (crisis that needs to be dealt with immediately versus an emerging issue that will be reviewed for plan development)

	Disengagement:

By the Director:  Let the program know I am closing the case because of lack of engagement.  This closing may be impacted by why I am there (ex. CIS child enrolled or an licensing issue)

This may mean closing needs to include information shared with additional people.

Always leave the door open for them to contact you for help in the future.

Director may be amenable to you remaining available to a teacher.

If issues are really egregious, you may have to make a report to CDD licensing or Family Services.

By a teacher:  reconnect with the Director.  You may:

Reset goal to being focused with the Director or another teacher

If it is a ‘light’ issue, inform the Director you intend to close.

By a paraprofessional: talk to the para’s ‘boss’ (parent, teacher or Director) and figure out what to do next.

By a parent: You may:

if they allow it, you may still be able to work with the program – though you will have to reframe the goals to be directed to the program.

Reconnect with the teacher/director and determine next steps
	Transition or Exit

You may transition the program to other supports (ex. resource development offered by the Community Agency or mentoring through Vt. Birth to Three).  Or you may exit sending an exit letter for failure to engage.  Or you may just note on the plan review page your review with the program and decision to end services.
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