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NYC Early Intervention Program

Provider Instructions/Guidelines for Families as Partners (FAP) Calendar and other Communications Tools

The goal of the FAP calendar is to provide a structure for an ongoing record of the interaction between the interventionist(s) and the family. Another communication tool may be used which accomplishes this goal. If another tool is used, documentation of this alternative tool is required.

I.
HOME/COMMUNITY BASED SERVICES

1. Service Coordinators will explain the FAP Calendar and give the parent/caregiver a blank copy at the initial IFSP meeting.

a. Thereafter, the Service Coordinator will remind the parent/caregiver throughout the course of the IFSP period of the importance of using the FAP calendar or another method to record their activities with their child.

b. Other caregivers, such as a grandparent, babysitter, or day care staff, might carry out family plan activities described on the calendar. In this situation it is appropriate for the caregiver, as well as the parent, to record activities on the calendar.  

2. The parent/caregiver will use one calendar per month. In some cases, a second calendar might be used, perhaps kept at a different location, e.g., one calendar at home and one at the grandmother’s home where the child is cared for three days a week.
3. Completing the calendar

a. Child receiving only one service: At the beginning of the month the interventionist records the child’s name and EI #, the dates for which the calendar is effective, his/her name and agency, and the authorized service (e.g., Family Training, Speech Therapy, etc.). The interventionist writes, in the space labeled “Family Plan”, a specific activity for the family/caregiver to do, including when and where the family might do it, i.e., in the course of the child’s daily routines.  The activities should reflect the family’s priorities for their child.  The interventionist can write one activity or a few activities for the month. Interventionist should number multiple activities. (Note that social workers or those providing Family Counseling are not expected to use the FAP Calendar.)

b. Child receiving more than one service with no Co-Visit or prior to the first
Co-Visit: At the beginning of services, the first interventionist to work with the child/family will record the child’s name and EI #, the dates for which the calendar is effective, his/her name and agency, and the authorized service (e.g., Family Training, Speech Therapy, etc.).The interventionist will write in the space labeled “Family Plan” an activity based on the family’s priorities and goals for their child, as documented in the IFSP.   If the interventionist has not yet obtained a copy of the IFSP, s/he will design an activity based on a discussion with the parent of their concerns and priorities.  Any other interventionist working with the family will review the “Family Plan” and, taking into account the activities of any other interventionist, may add to the activities listed. 

c. Child receiving more than one service with Co-Visits: At the initial Co-Visit, the team will discuss the parent/caregiver’s priorities. The team of interventionists, with the parent/caregiver, will determine which activities they will work on together for the upcoming month. The plan should reflect suggested activities that can be done during the course of the child’s daily routines. An interventionist will write the plan in the space under “Family Plan”. Number the activities.

i. All interventionists should provide complementary activities that mutually support child and family outcomes.

ii. Activities are to be written in ‘family-friendly’ language, including when and where the family/caregiver might do these activities.

iii. The interventionists should explain to the parent that although multiple activities may be listed on the Family Plan, parents may focus on different parts of the plan across weeks depending on the family needs and opportunities. For example, although there may be four activities listed, the parent/caregiver may choose to focus on only one activity for the entire month. 

4. The parent/caregiver will complete the calendar as per instructions.

a. For each day of the week he/she puts a + or –, each time they practice the activity to indicate if it worked well or not.  The interventionist will discuss with parent which activity they were working on.  If a parent/caregiver is comfortable working on multiple activities at once, they could number the activities and represent this number on the calendar along with a plus or minus.    

b. The parent/caregiver can also comment in the second column to indicate what worked well in the plan and what did not or asking for more ideas for the activity.

c. An interventionist or service coordinator may assist the parent in completing the calendar. If he or she does complete any “parent” part of the calendar, he or she must initial those entries.

5. Each interventionist and parent/caregiver will review the FAP Calendar at each session. Based on this review, the interventionist will identify further activities for the parent/caregivers and modify the Family Plan for the next week to maximize its effectiveness.

6. Service coordinators will collect the calendars every three months at minimum, keep a copy in the child’s file, and submit the calendars to the regional office two weeks prior to the 6 and 12-month reviews.

7. If another tool is used in place of, or along with, a monthly calendar, the interventionist will describe the alternate tool in both the session note and progress note. Copies of the alternate tool should be collected by the Service Coordinator and sent to the Regional Office with the 6 and 12-month reviews.

II.
CENTER-BASED SERVICES

The use of calendars or other communication tools for children who receive center-based services is the same as above except for the following:

1. As stated above, interventionists should review the calendar and/or other communication tool at every session (thus the tool should be sent between home and center-based program) and revise activities/answer questions as appropriate. Many center-based programs already use notebooks to maintain contact between the parent and teacher. The calendar can become part of that communication (e.g., stapled into the notebook).

2. If the family is not returning a communication tool, e.g., calendar, efforts to involve family/caregivers must be documented.

3. Alternate methods of communication are acceptable, e.g., phone contact, or parent visiting program and speaking to teacher during that time. These must be documented.    

4. Co-Visits may be authorized to occur at home or in the center, and should be used to integrate services and coordinate recommendations for parent carry over. Follow instructions on page 1, #3c.
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