Infant Toddler Program

Family Survey Process Flowchart

Step 1: Deliver and Collect Survey at Initial and Annual 6-Month Review Meetings:

Service Coordinator (SC) discusses family survey
process at the initial intake meeting, and the
meeting/contact closest to the 6-Month Review

SC informs parent that ITP asks
families to complete a survey at the 6-
Month Review to gather feedback on
how the program is doing

IMPORTANT: |
SC writes unique client 1
identifier from ITPKIDSon |
paper copy, or gives to |
| family to enter for electronic I
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(Refer to Talking Points)

H Delivered

In-person at meeting

SC brings an envelope, paper
copy, and Smartphone/
laptop/iPad to meeting

SC asks if family
would like to
complete paper
copy or electronic

SC asks family
how they would
like to receive

/
\d Emailed

Tl

prior to meeting

the survev:

Mailed
with PWN prior to
meeting

SC emails survey link to parent,
and brings an envelope, paper
copy, and Smartphone/
laptop/iPad to meeting

SC mails survey with PWN, and
brings an envelope, paper copy,
and Smartphone/ laptop/iPad
to meeting

\_/-

No

At meeting, SC asks
parent if they
completed the
survey

Yes

SC puts paper
copy in the
sealed envelope

SC collects copy in sealed
envelope if it was mailed to the
family; verifies with CO Survey
Manager if completed via email

(if unsure)
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NOTE: If family is
concerned about
confidentiality,
encourage completing

|

|
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|

| it electronically, or SC

I brings self-addressed
stamped envelope to

I next meeting for

: family to mail

If family did not
complete
electronically, CO
Survey Manager
sends follow up
email to the family




Step 2: Submit Survey for Data Entry

Electronically

Key Survey Database
collects and compiles
results

How did family
complete the
survey?

Paper Copy

Designated regional Admin
Support staff collects surveys
from SC’s ongoing

Admin Support follows regional
process to submit surveys to
Central Office Survey Manager at
ITPFamilySurvey@dhw.idaho.gov

on their designated week

CO Survey Manager enters
information in Key Survey
Database

Key Survey Database
compiles results
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