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Sample Care Coordination Checklist for Early Intervention (Parts C and B)

1. Identification and Consent
☐ Confirm child is eligible for early intervention (EI) (Part C or B).
☐ Confirm that the family can access services in a timely manner if they meet eligibility. (For example, is there a waitlist or delay in access?)
☐ Obtain signed consent for release of information between community health center and EI program. Use two-way release of information signed by the family to facilitate communication between the practice and the early intervention program
☐ Document child's developmental concerns or diagnosis in the electronic health record (EHR).

2. Referral and Communication
☐ Share referral information with EI contact via secure method.
☐ Confirm EI receipt of referral and initial contact with family.
☐ Document EI service coordinator’s name and contact information in EHR.
☐ Log referral communication in the EHR care coordination or referral tracking section.

3. Care Plan Coordination
☐ Schedule internal case conference if needed to align on care plan.
☐ Request copy of IFSP (Individualized Family Service Plan) or IEP (Individualized Education Plan), if available.
☐ Review IFSP/IEP goals and document relevant updates in the EHR.
☐ Coordinate follow-up visits to review child’s developmental progress and document in visit notes. 

4. Transition and Follow-Up
☐ Confirm transition plan is in place for children aging out of Part C (by third birthday).
☐ Track ongoing communication with EI partners in the care coordination log or EHR notes.
☐ Set reminders in the EHR for follow-up milestones or re-evaluations.
☐ Provide family with developmental resources and contact information for EI partners.

5. Feedback Loop
☐ Collect feedback from families on their experience with EI referrals and coordination.
☐ Schedule regular (e.g., quarterly) check-ins with EI partners to review referral outcomes and coordination process.
☐ Review care coordination notes and referral tracking data to identify patterns or issues.
☐ Use feedback and data to improve internal workflows and strengthen EI partnerships.
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