Transition Planning: Invitation and Briefing Process for ASD

This outlines how transition planning documentation and processes are managed between
PIC and ASD. The goal of these changes is to clearly delineate responsibilities, streamline
workflows in RainTree (RT), and to continue to support ASD in their ownership of sending

and tracking their application materials with families.

PIC and ASD have jointly agreed that PIC will provide the invitation and briefing and share

the Functional Evaluation as part of the transition planning process. PIC will also share any
other relevant information in the process, including sending additional consults, calendar
invite, and notice of withdrawal from the process. Once ASD receives the invitation, they

will generate and send their own application packet from PandaDoc.

Transition Plan Responsibilities in this process:

At the transition planning meeting, the PSP:

e Creates and sends the ASD ROI to the family using RainTree or obtains a paper ROI

and submits it to Admin.

e Completes the Invitation and Briefing form in RainTree, which remains in a pending
state until the ASD ROl is signed by the family and returned if in hardcopy.

Procedure

Staff will help complete two documents that are meant to facilitate transition to ASD.

The provider facilitates both of these at, or after the Transition Planning meeting:

1. ASD ROI (Complete and send to family)

This is a prefilled document that has attached autotasks. When you send the ASD ROl to
families after the Transition Plan Meeting from RT, autotasks will be sent to remind you to

follow up.

Find the ASD ROI form in Admin tab > All PT Signature Forms (see picture)
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2. Complete the Invitation and Briefing (sent to ASD ONLY)

After the Transition Planning meeting, PSPs complete desighated sections of the Invitation
and Briefing in RainTree which is meant to be a communication with ASD.

Required information includes:

e 90-day meeting date and time and meeting location
e Primary family contact (with confirmed email and phone number),
e Family questions or concerns, eligibility age indicators, and the family’s preference

for electronic or paper forms.

Find the Invitation and Briefing form in Admin tab - PT Signature Forms (see picture)
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**Set a Transition Conference appointment with Melissa Kelley at ASD who attends 90-day
meetings by contacting her at 907-742-1376. For more complex evaluation situations that
may require the ASD evaluation team -- go through the link here to set appts:

PIC-ASD Transition Conference Appointments

Autotasks and Follow-Up

When the RainTree ASD ROl is e-signed, PSPs receive an autotask reminding them to
complete necessary follow-up actions, such as sending calendar invitations to ASD,
finalizing the invitation and briefing, and sending any additional documents. If paper ROls
are used, the PSP must submit them, and the Admin Team uploads them in RainTree to
ensure tasks are generated appropriately.
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Admin simultaneously receives a similar autotask indicating that an ASD ROI has been
signed. If the Invitation/Briefing and Functional Evaluation are available in RainTree, Admin
sends these documents to ASD via email. This coordinated tasking ensures no steps are
missed once consent is obtained.

ASD Process After Receiving the Invitation

Upon receipt of the invitation, ASD contacts the family to confirm contact details. ASD
reviews the briefing information and, for most families, sends their PandaDoc application
packet. PSPs are copied on this communication for awareness only; there is no additional
paperwork for PSPs to complete. For families who prefer paper forms, ASD manages
mailing and notifies both the family and PSP that it has been sent.


https://picak.sharepoint.com/:x:/s/VirtualVisits/EcS5dQgfHdFIsKy18qoVV4UBH9dk8qEEXJFP8rf02dCznw?email=vkendall%40picak.org&e=7iB6sZ

If applications are incomplete by the 90-day meeting or for later referrals, ASD may

complete the application during the meeting, provided required ASD ROls are signed.

Additional Considerations

e PSPs may request from the Admin Team that additional reports be emailed

(consults or assessments) as needed—PSP may email admin or respond directly to

the RT ROl autotask.

e If afamily withdraws from the transition process, ASD must notify the family of exit

once PIC has communicated the change. PSPs should notify ASD promptly if a child

is no longer in our services and was in process at ASD.
e Completion of the invitation can be verified by receiving a cc’d ASD application

email or by reviewing the RT Disclosures box.
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