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Transition Planning Check List
This checklist is designed for Case Carrying Social Workers (CCSW) and Transition Support Team Social Workers (TSTSW) to ensure all child-centered requirements are met during a planned transition/ placement change. TSTSW take the lead on coordinating a transition plan when the child is transitioning out of Valley of the Moon. 
Phase I: Initial Steps & Notification
· ☐ Identify Placement Change: Identify the need for the child to move and which home the child will be transitioning to. (e.g: return to bio-family, relative home, new foster home, or potential adoptive home). 
· ☐ Notify Families: Contact both sending and receiving families regarding the change.
· ☐ Educate: Communicate the importance of the transition process, review the mission and vision statements regarding transitions with the families, and provide them a copy of the “Transition Documents” and provide both families with the “Step by Step Guide to Transitions.”
· ☐ Internal Notification: If the child is at Valley of the Moon Children’s Shelter (VMCC), notify shelter staff.
· ☐ Youth Notification Plan: * Determine who will tell the youth (Social Worker, Resource Parent, or VMCC staff).
· ☐ If Resource Parent/VMCC tells the youth: Create a plan for how and when.
· ☐ If Social Worker tells the youth: Share the plan with resource parents.
· ☐ Parental Notification: Notify birth parents of the change and when the youth will be informed. Consider notifying them before their first visit with the child after the child has been informed. 
Phase II: Meeting Preparation
· ☐ Coordinate Meeting: Set time/location for the Transition Planning Meeting.
· ☐ Invite Participants: Ensure sending/receiving families, support social workers (Wayfinder, FFA, CRU), tribal representative, and youth (if age-appropriate) are invited. Include biological parents if appropriate.
· ☐ Come Prepared: * Instruct families to bring individual and youth’s schedules and upcoming appointments.
· ☐ Help to arrange childcare plan for other children to ensure families can focus on the meeting.
· ☐ Set the Tone: Share the Transition Mission and Vision Statement with all participants ahead of time.
Phase III: The Transition Planning Meeting
· ☐ Facilitate Introductions: Define roles for all attendees.
· ☐ Review Purpose: Read/discuss the Mission and Vision Statement.
· ☐ Discuss Youth Needs: Review personality, likes/dislikes, developmental stage, special needs, and upcoming youth’s appointments,
· ☐ Together Complete Form HSD1579:
· ☐ Set a proposed placement date.
· ☐ Schedule initial visits in the sending home.
· ☐ Schedule day visits and overnights (if appropriate) in the receiving home.
· ☐ Schedule Reverse Transition visits (sending family visiting youth after the move).
Phase IV: Follow-Up & Documentation
· ☐ Distribute Plan: Email the completed HSD1579 to all meeting participants.
· ☐ Legal Notification: Notify attorneys, tribal representative, and CASAs of the anticipated placement date.
· ☐ Medical Records & Notification: Request a medical summary from Public Health Nurses for the receiving family and ensure that medical providers have been given new contact information for receiving family.
· ☐ Discharge Paperwork: Ensure the receiving family reviews HSD1242 (Discharge/Transfer Info), which is completed by the sending family.
· ☐ Visitation Notification: If applicable, notify SWAs or CPI of new caregiver and possible need to adjust visitation schedule

Phase V: During & After the Transition
· ☐ Second-Visit Check-in: After the second visit, assess how the transition is going for both families and the children involved. if the placement date needs adjustment based on how the child/ren are adjusting.
· ☐ Communicate Changes: If the plan changes, notify the entire team.
· ☐ Reverse Transition Monitoring: Once placed, ensure the sending family is following the scheduled contact.
· ☐ Support Services (Caregiver Resource Unit or FFA Worker): Encourage the sending/receiving families to connect with mentors or support groups to process the change. 
Special Case: Immediate Return to Parent (Court Ordered)
· ☐ Emergency Consultation: Facilitate a call/meeting between the Social Worker, birth family, and sending family immediately.
· ☐ Identify Needs: Ask birth parents what they need to prep (formula, babyproofing) and sending parents what they need (packing, laundry, saying goodbye).
· ☐ Create Agreements: Even if rushed, document agreements on how the move will happen and how contact will be maintained.
*If someone else has agreed to follow up on task make notation by the check box.
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