Required Elements for the Annual Meeting to Evaluate the IFSP

Instructions

Left Column: Required elements for the annual meeting to evaluate the IFSP are listed and underlined in the left column of this chart. Each required element must be printed on the Annual Meeting to Evaluate the Individualized Family Service Plan form as written, and in the order presented. Please note that some of the required elements are instructions and prompts to guide the team as they evaluate the IFSP.
Right Column: Instructions for completing the elements and technical assistance for the evaluation are provided in the right column. Refer to the sample form for more clarity on how the required elements fit together.
	Required Element
	Instructions for Completing the Elements

	Child’s Name, Date of Birth


	Complete all information; client ID is an optional field and may be used for local or TKIDS case ID.

	Date of Current IFSP
	Enter the date the most recent IFSP was developed. This refers to the IFSP that is currently in effect for the child. It is the IFSP that is being reviewed. Have a copy of the IFSP and outcomes available for the review.

	Date of Meeting
	Enter the date of the meeting being held to review the IFSP.

If the meeting is being held by means other than face-to-face, the program must ensure that all requirements are followed according to 40 TAC.

	Start Time
	Enter the time of day that the meeting began.

	Length of Time
	Enter the amount of time used to complete the meeting. This field may alternatively be labeled End Time.

	Boxes must be included on the form (as shown on the sample form) to indicate:

· Determined continuing eligibility
	Mark the box to document that continuing eligibility has been determined and the eligibility statement has been completed.

	· Reviewed parent’s rights with parent
	Mark the box to document that the parent’s rights have been reviewed with the parent.

	· Reviewed family cost share
	Mark the box to document that the Family Cost Share has been reviewed with the parent and all required documentation has been completed to determine if a change is necessary to the assigned fee.

	· If child is between 27 and 33 months of age, complete Transition Steps and Services
	If the child is ages 27-33 months old at the time of the annual, transition steps and services must be completed.

	Describe the child’s current health and any updates to the medical history (include review of any applicable late onset risk factors).
	The IFSP team must review and document the child’s pertinent health status and any medical updates. If there were any late onset risk factors identified in the child’s medical history, follow up should be documented.

	Describe the child’s vision and hearing in functional terms:
	Describe vision and hearing in functional terms. The functional statements will reflect how the child is able to use his or her vision and hearing within the context of everyday activities. Staff will also record information regarding vision and hearing evaluations and/or concerns here.
If there have been changes in vision or hearing, or any team members have new concerns, a case management outcome should be considered.

	Describe the child’s nutritional status:
	Describe nutritional status in functional terms. The functional statements will reflect how the child gets his or her nutritional needs met and the kinds of foods enjoyed within the context of everyday activities.
Staff will also record information regarding nutrition evaluations, assessments, and/or concerns here.

	Review the initial IFSP and update Present Levels of Development as related to the three Global Child Outcomes. Identify the child’s functional abilities below with the following codes:

A = age-appropriate skills

O = occasionally age appropriate skills

I = immediate foundational skills

N = not age-appropriate or immediate foundational skills
	These instructions appear on the form to assist staff in completing the required elements.

	1. Positive social-emotional development and relationships (communication, social-emotional)
2. Acquiring and using knowledge and skills (cognition, communication, motor)

3. Taking appropriate actions to meet needs (cognition, adaptive/self-help, motor)
	For each global outcome area, the team can consider the questions below to help guide the discussion with the family. Document functional statements that reflect the changes to these areas within the context of everyday activities.
Positive social-emotional skills, including development and relationships
How does the child:

· Communicate his or her feelings?

· Interact with parents and other caregivers?

· Interact with familiar adults and with strangers?

· Interact with other children?

· Respond to transitions, outings, and separations?

· Make eye-contact, share, and respond to limits?

Acquiring and using knowledge and skills
How does the child:

· Use words and skills in everyday settings?

· Understand and respond to directions and requests?

· Problem-solve and imitate?

· Explore or show imagination and creativity in play?
· Interact with books, pictures and print?

· Engage in daily learning activities?

· Show an awareness of differences in the size, function and characteristics between objects?

Taking appropriate actions to meet needs
How does the child:

· Meet self-care needs such as feeding, dressing, toileting, bathing, etc.?

· Move from place to place to participate in daily activities?

· Seek help when needing comfort or assistance in getting needs met?

· Display preferences for certain toys or people?

· Show awareness of dangerous situations, people or animals?

· Use and manipulate objects such as spoons, crayons, blocks, or picking up small items?

	Columns or boxes must be included on the form to indicate the following for each global outcome area or for individual descriptions listed in the area:

· Code

· Strength

· Need or Concern

· Priority
	Describe the child’s functional abilities in the context of daily routines. Do not record test items or isolated behaviors; instead, describe the functioning of the child in the routines that are most important to the family. Draw on your experience with the child and family over the last year.

While interviewing the parent, team members may suggest to a family that a behavior seems like a strength or concern.

	Code
	This step must be completed as part of the IFSP process in a discussion with the family.
Teams may use age expected functioning milestone charts or other materials as needed to determine codes.
The information coded will be used to answer the questions on the Decision Tree for Summary Rating Discussions.
A = skills are always or almost always age appropriate across settings and situations.

O = skills are age appropriate only occasionally or in some settings and situations. 

I = skills are considered to be ones just below the child’s age level and can be considered as emerging skills.

N = skills that are well below the child’s age-level, but are considered to be skills that could be built upon to help the child in making progress in a particular area.

	Strength
	Place a check in the Strength box for every functional ability that is considered by the team or family to be a strength.

Strengths may be abilities that were determined to be (A) age appropriate, or (O) occassionally age appropriate. They may also be skills that are a source of pride and pleasure for the family, or skills that are newly developed.

	Need
	Identifying needs is the first step in deciding what to work on in the coming months, and is done prior to developing or revising outcomes.

· Needs should be identified to correspond with any IFSP outcomes that will be carried over from the previous IFSP.

· Place a check next to every functional ability that is considered by the parent and team to be an area of need or concern.

· Needs may include items that were rated as (I) immediate foundational or (N) not age appropriate or immediate foundational (see above).

· While interviewing the parent, team members may suggest to a family that a behavior seems like a strength or concern.

· A parent may consider a behavior to be both a strength and a concern, and both may be checked.

	Priority
	Place a check or a priority number next to every routine or behavior that is considered by the parent to be a priority.

If a need is identified but it is not a priority for the family, the service coordinator should make a note of this, either on the review form or in a progress note.

Needs that are identified as priorities will have corresponding outcomes that already exist or will be developed.

	Review the IFSP Measurable Outcomes:

(Description) For each IFSP outcome, document the child’s progress toward achieving the outcome (including case management outcomes).
	Table: A column must be included on the form titled: Review the IFSP measurable outcomes.

	Columns or boxes must be included on the form to indicate the following:

IFSP Outcome #

No longer a need
No change

Partially achieved
Achieved
Continue

Discontinue

Modify
	Discuss each individual outcome that is included in the current IFSP. For each outcome:

· Consider the information gathered during the annual comprehensive evaluation and assessment of child and family needs.

· Consider the child’s current functional abilities as described in the Present Levels of Development section.
· Describe the child’s current functional ability as related to the routine originally identified in the outcome.
· Discuss and document the child’s progress or lack of progress toward meeting each outcome.

After the team’s discussion of each IFSP outcome, place a check in every appropriate box. More than one box may be checked for an outcome.

Outcomes that will continue should relate to a corresponding need in Section 2. If outcomes have been met, develop new measurable outcomes to address the identified needs.

	Continuing and New Needs

Are there any needs of the child that were not previously identified?

Check Boxes for “No” and “Yes”. If yes, describe:
	Consider whether there are any needs of the child that have not been already discussed and documented.
Identify any needs in the original IFSP that had no written outcomes., Determine if outcomes should be developed at this time. 

	Were new outcomes or transition steps and services developed in response to this need?  Yes; No

If no, why not?
	Determine if any new information will affect transition planning.
The IFSP team must develop specific transition steps and services for children who are between the ages of 27 and 33 months.

Develop new outcomes as indicated. 

	Describe the current case management needs of the child and the family. Revise outcomes and services, as necessary.
	Document new and ongoing case management needs for the child and family. The review of previous outcomes related to case management might have occurred in the previous section and do not need to be repeated here. If not, review these outcomes.

If outcomes were not met, discuss the need for changes to the outcome and the services.

Identify any needs in the original IFSP that had no written outcomes. Determine if outcomes should be developed at this time.
Identify any new social, medical, educational or other needs that need IFSP outcomes. If needs are identified, document them here and develop new outcomes. 

	Check boxes to indicate Services will remain the same or Services will change. Provide reasons for change/no change.
	After discussing the child’s current functional abilities, identifying new and ongoing needs, and developing new or revised outcomes, the team will determine whether services will remain the same or change. 
If services will change, describe the rationale for:

· any increase or decrease of a service, or

· the addition of a new service.

If services will not change, describe the rationale or reason that no changes are being made and services are recommended to continue.

	Boxes must be included on the form to indicate the following:
· New or modified IFSP outcome page(s) dated and attached

· New DARS4006, IFSP Services Pages completed, signed, and attached
	Any new or modified outcomes are dated and attached to the IFSP.
A new DARS4006, IFSP Services Pages must be completed. Parents must be provided with a copy of the changes made to the IFSP, including the Annual Meeting to Evaluate the Individualized Family Service Plan form, new or modified outcomes, and new DARS4006, IFSP Services Pages. These items must be provided to the parent at no cost. 
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