
Child Find Checklist
Year:


	Activity
	Person Responsible
	Due Date
	Documentation
	Date Completed

	Notification and Identification Activities

	1. Public Notice in newspaper and Student Handbook – Child Find and FERPA
	
	Beginning of school
	Newspaper Article & Student Handbook
	

	2. Posters and pamphlets in district schools
	
	Fall
	Copies
	

	3. Posters and pamphlets to community agencies
	
	Fall
	List of agencies
	

	4. Notify private schools in district of Child Find requirements
	DoSE
	Fall
	Copy of letter and list of agencies/schools
	

	5. Notify private schools in region of Child Find Requirements
	Coop 
	Fall & Spring
	Copy of letter and list of agencies/schools
	

	6. Train all staff on Child Find, Referral, and Confidentiality Procedures
	
	Beginning of school
	Copies of sign in sheets & agendas for each school
	

	7. FAPE Letters to those who have dropped out or withdrawn
	
	Annually
	Copy or documentation of FAPE letter in record (IC or DP folder)
	

	8. Conduct screening and identification activities
	
	Ongoing
	
	

	9. Obtain information about non-English speaking families and determine if there is a need for an interpreter or translation of information
	
	Before Child Find Activities
	List of families; copies of correspondence
	

	Tracking System for preschool and school-age students:

	a. birth to three transitioning students (i.e., First Steps)
	
	Upon referral
	IC and DP Folder
	

	b. district students in the referral process
	
	Upon referral
	IC and DP Folder
	

	c. district students receiving services
	
	Ongoing
	IC and DP Folder
	

	d. district students who did not meet eligibility for services
	
	Once/year
	IC and DP Folder
	

	e. district students who met eligibility but refused services
	
	Ongoing
	IC and DP Folder
	

	f. district students receiving services who are due for three year reevaluation
	
	Three year evaluation
	IC and DP Folder
	

	g. district eligible students not receiving services but due for three year reevaluation
	
	Three year evaluation
	IC and DP Folder
	


	Tracking System for students in Private Schools:

	a. private school students in referral process
	
	Upon referral
	IC and DP Folder
	

	b. eligible private school students receiving services
	
	Ongoing
	IC and DP Folder
	

	c. students determined eligible but parents denied services – district and private schools
	
	Ongoing
	IC and DP Folder
	

	d. eligible private school students not receiving services but due for three year reevaluation
	
	Three year evaluation
	IC and DP Folder
	

	e. students placed by the district in facility outside the district 
	
	Ongoing
	IC and DP Folder
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