CHILD FIND
TRAINING PACKAGE 

FOR 

SCHOOL DISTRICT PERSONNEL
TRAINING PROVIDED FOR:

· local campus staff; district support staff; instructional, administrative, and auxillary personnel

· district receptionists / clerical staff

· school and community groups such as PTA/PTO or Dad's Club meetings

TRAINING MAY BE PROVIDED BY:

· local campus principal

· special education staff including the director, coordinator(s), diagnostician(s), or teacher(s)

· other personnel as assigned

TRAINING PACKET TOPICS (optional overheads / handouts to design your training):

· Child Find regulations  (optional overhead transparency or handout or both)  

· district personnel responsibilities   (optional overhead transparency or handout or both) 

· Step by Step - What Do I  Do?  (optional overhead transparency or handout or both)

· outline for staff to take notes during training (optional if handouts are not used)

· documentation of training date, location, attendance

· memo/sample form for clerical staff (for follow-up after training)

TIME REQUIRED FOR TRAINING:

· may be customized for a 10 to 30 minute training

CHILD FIND
OVERVIEW OF

REGULATIONS
CHILD IDENTIFICATION (34 CFR - Part 300)

Summary

All school districts are required to implement a comprehensive system of Child Find in which district personnel actively search for all individuals with disabilities, birth through 21 years of age, both in school and not in school.  Child Find is a district obligation to identify, locate, and evaluate children who live within district jurisdiction to determine a need for special education and/or related services. 

Federal and state funding is provided to each district or special education program for the purpose of establishing a Child Find system that addresses public awareness.  Public awareness is a series of planned activities conducted throughout the year to address this need.  Districts must also have written procedures to  describe their system of Child Find.

A district's Child Find system must include guidelines for the following:

processing referrals;

following individuals with disabilities who fall within the birth through 



21 year old age range who may or may not be currently enrolled in an 



infant, early childhood, public, or private educational facility, to ensure 



the delivery of services;

determining which individuals are and are not currently receiving needed 



special education and/or related services; and

maintaining a data bank of resources available to serve individuals with 



disabilities.   

Districts are required to report the number of individuals processed through their comprehensive system of Child Find during the school year (September through August).  This data should include children referred to ECI programs within their jurisdiction.

CHILD FIND
DISTRICT PERSONNEL

RESPONSIBILITIES

CHILD IDENTIFICATION (34 CFR - Part 300)

Local District Responsibilities:

1.  Identify and refer individuals with disabilities who may or may not be in school and who may need special education.

(If school personnel are aware of any student birth - age 21, they should notify the local campus Child Find designee immediately.  The local campus referral committee will document the referral for students enrolled in school.)

2.  Refer individuals ages 0-3 to an early childhood intervention program for evaluation.

(If school personnel are aware of any student birth - 3 , notify the local campus Child Find designee immediately -follow up is required.)

3.  Maintain that within 2 working days from the date that a Child Find referral is received for children ages 0-3, the referral is forwarded to an ECI program and within 45 calendar days from the date the referral is received the comprehensive individual assessment is completed.

(Notify the local campus Child Find designee immediately - referral log completed - follow-up is required.)

4.  Maintain that within 30 school days from the date that a Child Find referral is received, the comprehensive individual assessment is completed for individuals 3-21.

(Notify the local campus Child Find designee immediately - referral log completed  -  follow-up is required.)

5.  Collection and use of the Child Find system is subject to confidentiality requirements of 

34CFR¤300.560-300.576 and 300.460(b).

(More information on confidentiality is available from the special education department.)

6.  Maintain a list of the district's resources throughout the community available to serve      
     individuals with disabilities.

(Available from the local campus Child Find designee.)

NOTE:  THIS PAGE APPLIES TO PROGRAMS WITH A CAMPUS-LEVEL CHILD FIND CONTACT  WHO IS RESPONSIBLE FOR MONITORING AND TRACKING REFERRALS

CHILD FIND
STEP-BY-STEP

WHAT DO I DO?
1.
Remember, it is your responsibility as a district employee to report any student, birth through 21 years of age, who has, or is suspected of having a disability.    

2.
Reporting procedures will vary depending on the age and situation of the student  (see below). In all cases, documentation must be maintained regarding the referral.

3.
Reporting procedures:


a. not currently enrolled in school:  

Local campus Child Find designee will complete the Child Find log upon receiving 

information from a parent, doctor, or other individual. 

If the local campus Child Find designee is not available, obtain the child's name, parent's 
name, and phone number.  Contact the district  Child Find designee immediately.  The 

Child Find designee will contact the parent  immediately.    


b. currently enrolled in school:  

Follow the local campus regular education referral committee process.  

The inquiry or information shared with you over the phone or in person must be given to 
the campus administrator or designee.  

The administrator or designee will handle the documentation through the local campus 

referral process.

4.
If you have any questions, call the Child Find contact person.

5.
Please remember, all Child Find information is confidential.

NOTE:  THIS PAGE APPLIES TO PROGRAMS WITH A DISTRICT-LEVEL CHILD FIND CONTACT  WHO IS RESPONSIBLE FOR MONITORING AND TRACKING REFERRALS

CHILD FIND
STEP-BY-STEP

WHAT DO I DO?
1.
Remember, it is your responsibility as a district employee to report any student, birth through 21 years of age, who has, or is suspected of having a disability.    

2.
Reporting procedures will vary depending on the age and situation of the student  (see below). In all cases, documentation must be maintained regarding the referral.

3.
Reporting procedures:


a. not currently enrolled in school:  

When contacted by a parent, doctor, or other individual, obtain the child's name, parent's name, phone number, and contact the special education office immediately.  The special education office will then contact the parent. 

You may obtain the child's name, parent's name, and phone number, and request that the parent call the special education office directly.  However, you will then need to follow-up with a all to the special education office to be sure that the parent did, indeed, contact the special education office. 


b. currently enrolled in school:  

Follow the local campus regular education referral committee process.  

The inquiry or information shared with you over the phone or in person must be given to 
the campus administrator or designee.  

The administrator or designee will handle the documentation through the local campus 

referral process.

4.
If you have any questions, call the Child Find contact person.

5.
Please remember, all Child Find information is confidential.

CHILD FIND
DOCUMENTATION OF

DISTRICT TRAINING
CAMPUS:__________________________


DATE:__________________ 
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CHILD FIND
TRAINING OUTLINE

FOR TAKING NOTES

REGULATIONS

DISTRICT PERSONNEL RESPONSIBILITIES

STEP-BY-STEP  -  WHAT DO I DO?
CHILD FIND

Sample Memo

Receptionist/Clerical Staff
Date:

To:
All district receptionists/clerical support staff

From:

RE:  
Child Find Legal Requirements

The _____________ Independent School District, in an effort to comply with the federal and state requirements for Child Find,  has developed the attached Child Find log which must be maintained.  This log will provide documentation for one of the Child Find regulations for which we are subject to audit.

Because you are one of the persons in our district who may frequently take incoming messages,  it is critical that you be made aware of the Child Find log.  Our district has chosen a local campus Child Find designee to maintain the records for your campus.  You will be responsible for assisting the special education office and Child Find designee to maintain the log appropriately.   All referrals of which you are made aware must be followed up in a timely manner.  Local procedures for evaluation of Child Find referrals will be carried out through the special education office.  The local campus Child Find designee must be notified of each call that is logged in order to provide assistance in follow through.

A copy of the Child Find log is attached.  Additional copies will need to be made.  This log will be the responsibility of ____________________________ who may be reached at this phone 

number________________.     The Child Find designee is ____________________________________.  

*** REMEMBER:  If a parent, community member, doctor, or other individual should call to inquire about school services for an individual between birth and 21 years of age who is not currently  enrolled in school, the Child Find Referral log must be completed!  Obtain the individual's name, parent's name, and phone number.  Contact the campus Child Find designee for assistance in follow through.

For students who are currently enrolled in school, the inquiry or information given you must be shared with the campus  administrator.  The administrator will handle this information in an appropriate manner.

We will depend on you to assist us with this very important matter.  Please call your district Child Find contact person if you have any questions.  We appreciate your support in this effort to serve students.

