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POLICY:

McPherson/Marion County Head Start has a planned system for implementing referrals in order for families to receive services which are responsive to their needs, concerns, interests and goals.

PROCEDURE:

Staff Responsibility

· Staff will identify and/or evaluate the need or a referral.

· The family advocate will discuss with the Social Services coordinator the concerns and needs and possible action to be taken. 

· The referral and action taken is to be recorded in the progress notes and on Child Plus.

· Referrals for families to community agencies or organizations (resources) will be the prime responsibility of the family advocate.

· Referrals will be followed-up with the family to determine whether the referral met the needs of the family, was completed in a timely manner and will be documented appropriately (i.e. progress notes, ChildPlus, etc.). Referrals for crisis or emergency needs will be followed up with in 72 hours of the referral. 

· Parents will be kept informed as to the process of the referral.

· The Social Services Coordinator is responsible in overseeing that the family advocate is seeing that the necessary action is taken on the referral, including a plan to assist the family to locate the appropriate resources and a plan for responding to or resolving the situation.

· Referrals will not be closed until the specific need(s) are met and documented. 

