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Within 72 hours:

Attend Parent to 
Parent meeting; or 

(see below)

Contact Case 
Planner re: 

transportation, 
orders of 

protection and 
urgent education 

concerns

Intake team makes 
best interest 

determination; 
contact Case 
Planner for 

decision

By second visit: 
Share parent 

resources 

Parent Education 
Bill of Rights/

Talking to Your 
Child about School

School Calendar

Translation/ 
Interpretation Info 

(if applicable)

Within 30 days: 
Do school visit

Give in-care letter 
to school

Get copies of 
current attendance, 
report card and IEP

Gather info for 
School Contact 

Sheet

After school visit:  
Hold education 

meeting with parent

Share completed 
School Contact and 

IEP Info Sheets

Review current 
attendance, report 

card and IEP

Discuss student's 
performance and 

education goals and 
parent's education 

concerns
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Share all 
report cards

Send fall 
report card 

with updated 
School 

Contact Sheet 
to parents

Ensure parents 
receive all 
subsequent 
report cards

Participate in 
SPRs and 
FTCs to:

Review school 
performance

Share current 
report card, 

IEPs and other 
school records

Provide 
updated 
School 

Contact and 
IEP Info Sheets

Discuss special 
education, 
tutoring or 

other services

Inform parents of 
school events and 

parent-teacher 
conferences

Notify case 
planners and 
parents of 

conference dates

Share Parent-
Teacher 

Conferences tip 
sheet with parents

If needed, 
help with 

transportation

Involve parents 
in school 

application 
process

Pre-K 
(by March)

Kindergarten 
(by January)

Middle School 
(by December 1)

High School 
(by December 1)

Invite parents 
to all IEP 
meetings

Offer AFC's 
special 

education 
guide

If needed, help 
parents with 

transportation or 
arrange a phone 

conference

If needed, arrange 
for interpretation 

services

After meeting, 
review updated 
IEP and IEP Info 

Sheet with 
parents

Update schools 
on status of 

parental rights

Send updated in-
care letter to 

schools as status 
changes

Send copies to 
parents whenever 

contact is 
permitted

If IEP, request 
surrogate parent 

if parents' 
whereabouts 

become 
unknown
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Attend Trial Discharge 
Conference

Share education 
records from school, 
Dashboard and ATS 

Determine child's 
school placement

Develop 
transportation plan

Discuss need for 
tutoring/ 

afterschool 
programs and 

identify services

Create parents' 
Education Binder, 

including:

Current report card, 
IEP, School Contact 
and IEP Info Sheets

Current immunizations 
and physical; trial 

discharge letter for 
school

Afterschool and 
summer camp 

resources

Homework Tip 
Sheet & AFC 
Helpline flyer

Help enroll in new 
school,  if necessary

Research local school, 
including ability to 
provide any special 
education or ELL 

supports

Schedule time with 
parents and school 
to enroll student

Make sure family has 
necessary school 

supplies or uniforms

Help parents 
complete a new 
School Contact 

Sheet

Maintain monthly 
contact with parents 
until Final Discharge

Get monthly 
attendance

Gather any new 
report cards or 

IEPs

Check with parents on 
child's adjustment, 

academic performance 
and their communication 

with school

Follow up with 
school on any areas 

of concern


