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This worksheet is meant to guide Early Intervention Child and Family Connections (CFC) offices and Early Childhood programs through the discussion of the MOU agreement. While completing this worksheet will provide assistance in determining the purpose of the MOU, it is important to also read the MOU thoroughly to ensure that both programs understand their roles and responsibilities. 

These MOUs are very important not only for the children and families of your community, but also for the programs. Under ExceleRate, to be a high quality program, Early Childhood programs must establish these agreements with CFCs to show that they have systems in place to support children and families to be referred when appropriate, and if eligible, to receive Early Intervention (EI) services in partnership with the family and Early Childhood program. 

CFCs should also be entering into these agreements with the Early Childhood programs in their communities to strengthen their linkages with Early Childhood programs, to educate them about eligibility criteria, and better support families.

1. What is an MOU?

A Memorandum of Understanding (MOU) is a document that outlines the terms and details of an agreement between programs, including each program’s requirements and responsibilities.

2. Who signs this MOU?

The individuals who sign the MOU depends upon the information contained in it. It is best to have signatures from people who are authorized by their agency or who own the business to sign such documents. There may be a need to have multiple copies of the signed MOU agreement for each party. 

The individuals with the authority to sign the agreement often include Early Childhood program directors, child care providers, and CFC Program Managers or Local Interagency Council Coordinators. Early childhood program signatures may come from the owner or any person affiliated with the business of the Early Childhood program, such as a council member or board member or the director of the program.

It is important that the MOU documents to be reviewed, updated, and resigned annually.

3. How do I use this MOU?

At the top of the MOU, the two program names should be listed: the specific EI CFC office and the Early Childhood program. The sections outline everything that each of the respective parties will be responsible for/required to do. 

For purposes of accepting an MOU, each party should consider meaningful conversations to incorporate specific plans that outline the agreed-to activities. The following statements are some over-arching suggested conversation topics to assist each party when working with the other to plan on implementation of the MOU.


Discuss a plan detailing the agreed-upon participation of the Early Childhood program attending the CFC Local Interagency Council (LIC) meetings.

(This plan may include identification of person or persons responsible for attendance, schedule including location and times, or anything else deemed important by the CFC LIC and the Early Childhood program)











Discuss a plan detailing the agreed-upon process for the Early Childhood program to share information with families.
(This plan may include preferred method of contact, identification of person or persons responsible for communicating with families, specific information that should be shared, or anything else deemed important by the CFC and Early Childhood program)











Discuss a plan detailing the agreed-upon referral process, including the process of using Developmental Screening tools to elicit valid referrals, the understanding of families who may or may not consent and ability to obtain follow-up from EI on a referral, the process of EI accepting a referral, and next steps for both parties after a referral is made. 
(This plan may include identification of person or persons responsible for making referrals, timely referral procedures,  referral follow-up procedures, understanding of definition of an EI Primary Referral Source and obligations of the Primary Referral Source, or anything else deemed important by the CFC and Early Childhood program)
















Discuss a plan detailing the agreed-upon process for working together during service delivery, including understanding location of service provision, method of service provision, and learning together as a team to support the needs of the child and family. 
(This plan may include learning about Individualized Family Service Plan (IFSP) services and how and by whom they are delivered, learning about the routines of the child/family within the Early Childhood program, or anything else deemed important by the CFC and the Early Childhood program)











Discuss a plan detailing the agreed-upon process for sharing strategies for the successful delivery of EI services within the Early Childhood program, including access, input, and progress updates.
(This plan may include routines of an EI provider in the Early Childhood program to share strategies, mechanisms for the Early Childhood program to share with families the details of service delivery including any progress discussed, or anything deemed important by the CFC and Early Childhood program)












Discuss a plan to assist families with any additional details about the referral process, EI service provision incorporated into the routines of the Early Childhood program, and help market the EI program with families and Early Childhood programs. 
(This plan may include gathering information to share about the EI program for families, the Early Childhood program for CFCs, availability of resources from EI for the Early Childhood program and vice versa, or anything else deemed important by the CFC and Early Childhood program)
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