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Early Childhood Early Intervention (ECEI) Referral to Early Childhood Partners
Please use this form to record information about a child aged under seven years with developmental delay or disability who is seeking support through the National Disability Insurance Scheme (NDIS).
What is ECEI?
Early Childhood Early Intervention (ECEI) is funded by the NDIS. ECEI can offer a range of supports for eligible children under seven years.
What is the aim of ECEI?
The aim of ECEI is to provide parents and families with the knowledge, skills and support to optimise their child’s development and ability to participate in family, early childhood education and care settings, and in broader community life.
Who can benefit from ECEI?
A child aged under seven years who has either:
· a developmental delay which is the result of an impairment and causes substantial functional limitations and who requires a coordinated, multidisciplinary service response; or
· a disability; and
· lives in the Barwon Region.
The Early Childhood Partner’s role
· The first contact point for families of children aged under seven years seeking support through the NDIS.
· To determine with families/carers the most appropriate supports that would benefit and achieve outcomes for your child, tailored to their individual needs and circumstances;
The types of supports provided by an Early Childhood Partner are:
· Information
· Referral to mainstream or community services;
· Short term early intervention supports; and
· Where required, assistance to access the NDIS.


[bookmark: _GoBack]How to complete and submit this form
This form may be completed by:
· a family or carer, with the assistance of a professional
· a professional working with the family/carer such as a GP, paediatrician
There are three steps to complete and lodge this form:
Complete the ECEI referral to Early Childhood Partner form and record parent/ carer/ guardian/ child representative consent.
If consent is provided by the parent/ carer/ guardian/ child representative, please attach copies of any relevant assessments, reports or letters from health professionals that describe the child’s needs in support of this information form where appropriate.
Return the completed information form and any attachments to:
Email:	 	ecei@bcyf.org.au

Mail:	 	BCYF ECEI
			229 Ryrie St
			Geelong
			Victoria, 3220

In person: 	229 Ryrie St
			Geelong
			Victoria, 3220
Do you need more information?
Online: 		Further ECEI information can be found at the NDIS website				(ndis.gov.au) and searching for ‘ECEI’.

Phone: 		1300 012 293



ECEI Referral to Early Childhood Partners 
Child’s details
	Child’s details required
	Please complete all sections below

	Child’s full name:
	

	Date of Birth DD/MM/YYYY:
	

	Aboriginal or Torres Strait Islander? 
	

	Country of birth:
	

	Is the child an Australian Citizen?
	Yes
	☐
	
	No
	☐
	Who does the child live with?
	


Family details
	Family/Carer 1 details
	Please complete all sections below

	Family/Carer 1 full name:
	

	Relationship to child?
	Parent
	☐
	
	Carer
	☐
	
	Guardian
	☐
	
	Child representative 
	☐
	Home address:
	

	Contact number:
	

	Email:
	

	Preferred contact method:
	

	Preferred language:
	


Family details
	Family/Carer 2 details
	Please complete all sections below

	Family/Carer 2 full name:
	

	Relationship to child?
	Parent
	☐
	
	Carer
	☐
	
	Guardian
	☐
	
	Child representative 
	☐
	Home address:
	

	Contact number:
	

	Email:
	

	Preferred contact method:
	

	Preferred language:
	




Additional details
	Documentation details
	Please complete all sections below

	Custody/court orders
Is there an existing parenting, custody or guardianship arrangement for the child?
If ‘yes’ please attach them to this form when submitting it.
	

	Has your child had any assessments or diagnoses? 
If yes, please provide details and attach reports.
	

	Additional information (for example: recent hospitalisation, starting school soon etc.)
	


Other services in place or previously accessed
	Service 1 details
	Please complete all sections below

	Name:
	

	Profession:
	

	Contact details (including organisation name):
	

	Consent:
Does the parent/ carer/ guardian/child representative give permission for us, the EC Partner, to contact the above listed professional or service provider and share the child’s information to better understand their circumstances?

	Yes
	☐
	
	No
	☐


	Service 2 details
	Please complete all sections below

	Name:
	

	Profession:
	

	Contact details (including organisation name):
	

	Consent:
Does the parent/ carer/ guardian/ child representative give permission for us, the EC Partner, to contact the above listed professional or service provider and share the child’s information to better understand their circumstances?
	Yes
	☐
	
	No
	☐



Current concerns in the following domains
Please ensure consent is received from the child’s family/ carer/ guardian/ child representative prior to completing this section.
	Domain
	Please complete notes below

	Physical:
E.g. gross and fine motor skills such as moving around/ crawling/ walking/ sitting, rolling, using hands and fingers, using mobility aids etc.
	

	Cognitive:
E.g. learning, remembering and practicing new skills such as playing games, pretend play, etc.
	

	Communication:
E.g. understanding, talking and communicating needs with others appropriate for age, etc.
	

	Social/Emotional:
E.g. social, skills, relating to others within the home or community environments etc.
	

	Self-Care:
E.g. feeding, dressing,  toileting etc. (appropriate for age)
	


Referrer details
Note: Please only fill out this section if the referrer is an organisation.
If you are a parent/ carer/ guardian or child representative of the child, please go to Parent/Carer consent on the next page.
	Referrer details
	Please complete all sections below

	Date DD/MM/YYYY:
	

	Organisation making referral:
	

	Contact Person:
	

	Phone Number:
	

	Email Address:
	

	Office Address:
	



Note: The EC Partner may need to contact the professional listed above to better understand the child’s circumstances and to ensure that the child is connected to the supports that best meets their needs.
	[bookmark: titlecolumn]Consent to contact the professional referrer is provided

	Yes
	☐
	No
	☐

Parent / Carer consent
	By signing this form

	I have read and understood the General Information and the Important Privacy Information provided with this information form.
	☐
	I understand how my child’s personal information will be collected, used and disclosed for the purposes of the NDIS, which is set out above in Privacy Policy.
	☐
	I have carefully read all of the information provided in the referral form and confirm that it is accurate, complete and up to date.
	☐
	I consent to Barwon Child, Youth and Family collecting, using and disclosing personal and sensitive information about my child in accordance with the General Information and Important Privacy Information sections in this document.
	☐
	I understand that I may withdraw consent to receive support from an Early Childhood Partner at any time.
	☐
	I give permission to contact the professional completing / assisting with this information form (if any).
	☐

Please complete your details on the next page.
	[bookmark: titlerow]Parent / Carer’s details

	Signature:
	

	Name:
	

	Please tick your relationship to the child:
	Parent
	☐

	
	Carer
	☐

	
	Guardian
	☐
	
	Child representative 
	☐
	
	Professional referring child.
If so, please confirm that you have received verbal consent from the child’s parent / carer / guardian / child representative to make this referral
	☐
Consent:
☐

	Date: DD/MM/YYYY
	





Privacy Policy
Barwon Child, Youth & Family (BCYF) is committed to protecting your privacy.
Personal information is collected and managed in accordance with the Privacy Act (1988) and the Australian Privacy Principles. These principles govern how we can collect, use, hold and disclose your personal information.

What is personal information?
Personal information is any information which identifies an individual and information from which an individual’s identity can be reasonably determined. For example, your name, date-of-birth, nationality or heritage, home address and telephone number are personal information.
Personal information includes information or an opinion about your racial origin, religious beliefs, sexual preferences or criminal record (sensitive information) and information or an opinion about your health or wishes about how services are provided.

What kinds of personal information do we collect and hold?
BCYF collects, holds and maintains personal information from clients, staff and potential staff, volunteers and supporters (including donors, sponsors and referring agencies).
BCYF collects personal information directly from individuals, in writing, by telephone, email or via our website. We may also receive personal information from a variety of other sources, including:
· Information about individuals which is given to us by government or non-government agencies acting on behalf of those individuals
· Publicly available sources of information, such as public registers
· Other organisations, who jointly with us, provide services
· If required to do so in accordance with legislation.
· Personal information collected will be stored confidentially unless disclosure is required by law.

For what purpose do we collect, hold, use and disclose personal information?
All personal information collected by BCYF will be used only for the primary purpose intended, e.g. for the employment of staff, volunteers and carers, recording and processing of donations and to facilitate the provision of services to our clients.
With the exception of what is contained in this Privacy Statement, we do not sell or otherwise disclose your personal information to other organisations.
BCYF may not be able to provide some or all services to an individual, unless the organisation is provided with the personal information requested.
BCYF may collect and use personal information to comply with legislative or regulatory requirements.
BCYF may find it necessary to share some of your personal information with our volunteers or agencies, who jointly with us, provide services to clients, to contractors or third party providers where tasks are outsourced.
BCYF may use the personal information collected to communicate with you about BCYF services and events.
How do we hold personal information?
Much of the personal information BCYF holds will be stored electronically in secure data-bases. Some personal information may also be stored in paper files.
BCYF takes measures to ensure your personal information is accurate, up-to-date, complete and relevant, and is protected from unauthorised access, loss, misuse, disclosure or alteration. BCYF uses a variety of measures to protect the security of personal information held.
We also take reasonable measures to remove, destroy or de-identify your personal information in a timely manner when it is no longer required for the purpose for which it was collected.

Who do we disclose your personal information to, and why?
BCYF at times may need to share some of your personal information. Generally, BCYF will disclose personal information with to other organisations that help with our work or to facilitate the provision of services to our clients. This information is disclosed with the understanding that all parties comply with the Privacy Act and obligations are made to use the personal information disclosed for the specific purpose we ask them to perform.
BCYF may also disclose your personal information if:
· Required or authorised by law or where there is a public duty to do so, in the case of suspected or actual child abuse or other matters of a serious or criminal nature as outlined in related legislation (e.g. Family Law Act 1975, Failure to Disclose Crimes Amendment Act (2014), Failure to Report Crimes Amendment Act (2014)
· An individual has expressly consented to the disclosure or the consent may be reasonably inferred from the circumstances
· An individual has applied for a position with the organisation and we are required to exchange some or all of your personal information with your referees, police, Centrelink and recruitment consultants for purposes relating to considering your application
· Where the organisation is otherwise permitted to disclose the information under the Privacy Act
· There is reasonable belief a child or young person is at risk of harm.

Do we disclose information overseas?
BCYF provides services to children, young people and families in Victoria. The organisation does not transfer information outside Victoria unless satisfied that the recipient organisation is subject to a binding legal obligation to protect privacy that is equivalent to the obligations that apply to us.
Reasons for disclosing information may include:
· Recruitment of an employee, volunteer or carer from another Australian state or overseas
· A request is made from a government agency or law enforcement body from another jurisdiction
· A request is made from a former client now living in another jurisdiction or overseas.

Do we collect personal information electronically?
BCYF will collect de-identified information from individuals electronically, for instance through internet browsing, mobile or tablet applications.
BCYF does not collect personal information through our website, unless provided by an individual.
Our website may record non-identifiable information about an individual for statistical reporting, administration and maintenance purposes. Information collected may include:
· date and time of visit(s)
· pages viewed
· users navigation through the site and interaction with pages (including fields completed in forms, information downloaded and applications completed)
· location information about users
· information about the device used to visit our website
· IP address.
BCYF takes care to ensure that information provided on our website is protected.
BCYF cannot ensure or warrant the security of any information sent to us or received online or via email. BCYF takes all reasonable steps to protect personal information once it has been received.

Access to and correction of personal information
BCYF takes all reasonable steps to ensure that personal information held is accurate and as up-to-date as is possible.
Individuals can request access to the personal information we hold about them and can ask for corrections to be made. BCYF will always provide access to any personal information we hold about an individual. Individuals are able to contact BCYF at any time and ask for corrections if it is felt the information held is inaccurate, incomplete or out-of-date.
There are some circumstances in which BCYF is not required to give access to an individual’s personal information, e.g. where giving access would have an unreasonable impact on the privacy of other individuals, or access would pose a serious threat to the life, health or safety of any individual, or to public health or safety. If BCYF refuse to provide access individuals will be provided with reasons as to why access is refused, unless it is unreasonable to do so. If BCYF refuse a request an individual has the right to request that a statement be associated with their personal information noting that they disagree with its accuracy.
Before BCYF provides access to personal information proof of identity is required. This is to protect the confidentiality of personal information.

Resolving your privacy concerns and complaints – your rights
If you have any questions or are concerned about how personal information is being handled or have a complaint about a breach by us of the Australian Privacy Principles, please contact the BCYF Privacy Officer.

Further information
If you wish to gain access to your personal information, or any other query about our collection, use or handling of personal information, you can contact:

Privacy Officer
Barwon Child, Youth & Family
229 Ryrie Street,
Geelong VIC 3220
Phone: 03) 5221 4466
Email: recordsmanagement@bcyf.org.au

If you need to seek external advice regarding Privacy contact:

Commissioner for Privacy & Data Protection
Phone: 1300 666 444
Email: privacy@cpdp.vic.gov.au
Web: www.cpdp.vic.gov.au
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