BRIC 0-5 Case Management Checklist
​__Receive complete referral

__IEIC Release of information if applicable


__Determine District of Residence


__45 day time line starts for birth through age 2

__Ages 3-5, 2 documented interventions required if referral is from a district program

__Gather District Enrollment Forms and obtain MARSS number

__Enter Student into SPED
__Schedule Evaluation Planning Meeting with parents/guardian

Evaluation Planning Meeting Forms


​​__Referral Review Form (optional)


__Evaluation Plan (include Prior Written Notice and Signature Page)

Additional  Information

__District Enrollment form
 __Free and Reduced Lunch form

__Birth certificate

__Immunization records

__Proof of guardianship

__COSF Crosswalks
__Screening Records

__ASQ to parents (speech only 3-5)


__Release of Information form (other agencies serving child)


__MA Permission Form
__Parental Consent for Evaluation (include Parental Rights)

__Written Permission (required for Initial Part C and Initial Part B) 


__Written Denial 

__14 Calendar Days Lapsed (not an option for Initial C or Initial B)
 
__Evaluation Manager _____________________________________
__Evaluation Report Completed 

__B through age 2 -45 calendar days/age 3 and above-30 school days

__Include family capacity information


__COSF Information

__Schedule IFSP/IIIP/IEP Meeting

__Print and deliver Notice of Team Meeting


__Write IFSP/IIIP/IEP Draft

__IFSP/IIIP/IEP Meeting


__Excusal of Absent Team Member Form (prior to meeting, if needed)


__Review Completed ER


__Discuss Proposed IFSP/IIIP/IEP 


__Prior Written Notice and Parent Consent Form

__Additional COSF Information from parent and regular ed teacher if needed
__Parental Consent for IFSP/IIIP/IEP (include Parental Rights)

__Written Permission (required for Initial Part C and Initial Part B) 


__Written Denial 

__14 Calendar Days Lapsed (not an option for Initial C or Initial B)
 
 IFSP/IIIP/IEP Manager _____________________________________

__IFSP/IIIP/IEP Completion


__Use Validate and Finalize Button for IFSP/IIIP/IEP on SPED


__Gather authorization signatures from administration (IFSP, IIIP)


__Print, duplicate and distribute all documents


__Submit copy of student due process to BRIC


__Complete COSF and submit 1 copy to Kim and 1 copy to student file


__Arrange transportation


__Create data collection sheet 

Progress Reporting/Transition


__Progress Report at mid-point of plan year for EC 

__Required Transition meeting for Part C children (between 2-3 and 2-9)

__MDE Family Outcomes Survey when exiting Part C (MARSS #, stamped envelope to MDE)
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