Sample: Education Entry Transition Meeting Notes & Checklist
*To be completed by “lead” during entry transition meeting                                      *Guides discussion during the meeting
*Maintained in Student Records and not included in Exit Portfolio

	Demographics and Contact Information

	☐  Verified student’s DOB
☐  Verified sending school district and county

☐  Verified Home Language Survey

 
	☐  Verified parent(s) or guardian(s) contact information

☐  Verified if student will live with parent(s) or
guardian(s) upon release
☐  Explained academic information (e.g., progress reports and reports) will be mailed to parent(s) or guardian(s) (check one)
☐  Mail to primary address

☐  Mail to each address listed

	Academic Status

	☐  Reviewed and verified Academic Status, School History and School Discipline on Educational Needs Assessment – Student Records

	Exceptional Student Education (ESE) and Section 504 Plan Information

	☐  Verified ESE status and exceptionality

☐  Reminded parent of scheduled individual educational plan meeting date
☐  Verified student has Section 504 plan
	☐  Yes  ☐  No     Child has applied for Agency for Persons with Disabilities (APD) services
☐  Yes  ☐  No     Child has applied for Vocational Rehabilitation (VR) services

	Student Input
	Parent Input

	Discussion:

☐  Results of career assessment

☐  Student Educational Input-Entrance Interview
	☐  Parent is in agreement with student input
If no, what is the parent’s input:


	Education Transition Plan Upon Entry

	☐  Discussed current number of credits 
(i.e., core, elective and how many credits could be recovered)

☐  Discussed projected number of credits that could be earned during program stay

☐  Explained options for graduation and recommended the most appropriate option based on academic status and student and parent input
	☐  Completed Student Education Transition Plan Upon Entry during entry meeting
☐  Student, parent and educational representative in agreement of Student Education Transition Plan Upon Entry

	Progress Monitoring Plan (PMP) 

	☐  Discussed Common Assessment Results

☐  Discussed overview of instructional practices in education (i.e., direct instruction, computer-based instruction, blended learning and independent practice)

☐  Explained the PMP and how progress will be reported during Treatment Team Meetings
	☐  Reviewed the PMP goals and objectives

Input if needs to be modified:

	Case Management, Mental Health and Juvenile Probation Officer Information

	☐  Discussed input regarding charges and living situation that may impact academics or behavior


	Additional Notes

	


	After Meeting Checklist:

	☐  Change course schedule in Management Information System (if applicable)

☐  Finalize Transition Plan and PMP:

☐  Provide Case Manager with copy

☐  Provide each teacher with copy

☐  Mail a copy to the parent(s)/guardian(s)
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