
Operation of an Early Intervention Program

Outreach and referral: EI 

must locate and identify, as 

early as possible, eligible 

infants and toddlers who are 

in need of Part C services.

Social
Work

Services

Vision
Services

Family 
Training, 

Counseling, 
Home Visits

Health
Services

Transportation

Special 
Instruction

Sign & Cued 
Language 
Services

Service 
Coordination

Physical
Therapy

Occupational 
Therapy

Nutrition 
Services

Nursing 
Services

Medical 
Services

Local 
Interagency
and System

Coordination

Quality of
Services and

Providers

Accountability

Managing
Funding
Sources

Planned services: 

Services are planned to 

meet the specific needs 

of the child and family.

Assessment: An 

interdisciplinary team 

conducts observations of 

the child and interviews 

the caregivers to identify 

a child’s unique strengths 

and needs.

Transition planning: Before the child 

turns three, the EI team works with 

the family and local service providers 

to help the child and family transition 

to services beyond EI.

Case management: Families are assisted in 

accessing services and resources they need 

to support their child’s development.

Family routines-based 

services: Strategies are 

incorporated into the child’s 

and family’s daily activities. 

Training: Staff receive 

additional training specific to 

serving children birth to 36 

months and their families. 

Certification/ 

Qualifications: 

Staff are licensed, 

certified, or 

credentialed in 

accordance with 

state laws and 

regulations. 

Community service 

location: Services 

are provided in 

settings where 

children live, learn, 

and play. 
Supervision: Required 

supervision of staff to 

ensure compliance 

and quality. 

Third party payors: Contractors must bill 

Medicaid, CHIP, TRICARE and private 

insurance and follow up on claims and 

denials to ensure reimbursement.

Funding from local 

contributions: 

Contractors raise local 

contributions through 

grants and fundraisers.

Family out-of-pocket 

contributions: 

Contractors bill the 

family for the post-

insurance balance 

using a sliding scale 

based on income.

Entitlement to services: 

All eligible children must 

be served regardless of 

available funding.

Payor of last resort: 

Costs not covered by 

a third party must be 

vouchered to the 

operational agency.Measurable, functional goals: 

Goals are embedded in the family’s 

everyday routines and written in 

plain language so the family can 

monitor their child’s progress.

Eligibility determination: 

Eligibility is determined 

using a standardized tool.

Data entry: Information 

is collected as part of 

required federal and state 

reporting as well as state and 

local planning and oversight.

Family rights: Families 

and their children have 

rights, such as access to 

services and confidentiality.

Timely service provision: 

Contractors are held 

accountable for 

responding to referrals and 

providing planned services 

in a timely manner.

Federal outcomes ratings: Targets 

are set and monitored to ensure 

service provision results in benefits 

to the child and family.
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Operation of an Early Intervention Program Infographic  
Editing Instructions 

This document shows the complexities involved in running an early intervention program. 

General Information 

The document is: 
• In PowerPoint. 
• Uses the Calibri font, which is standard on all Windows operating systems. 
• Is letter size. 
• Has no margin when viewed in PowerPoint or saved as a PDF. 
• Has a margin when the document is printed so the information will not be cut off. 

Instructions to Make Edits 

Below are instructions on how to customize the document using your organization’s logo and data. 

Inserting Your Logo 
• Click on the text “Insert your logo here”. 
• Click on the dotted line that appears as the edge of the text box. 
• Hit the delete key. 
• Click on Insert on the top menu bar. 
• Click on Pictures, find your logo file on your computer, highlight the file and click the Insert button. 
• If PowerPoint inserts the logo in the middle of the page, click on the logo and move it to the bottom 

right-hand corner. 
• To resize your logo always click on a corner point, and while holding down your left-click mouse 

button, move your mouse to enlarge or shrink the logo. Using a corner point keeps your logo (or any 
image) proportional so it won’t look distorted. If you click and move one of the horizontal middle or 
vertical middle points, then your logo will become distorted and look strange. 

Changing or Deleting Text 
• If text is not needed, click inside the text. 
• Click the dotted edge of the text box to make it solid. 
• Hit the delete key and the entire text box is deleted. 
• To edit just the text, click inside a text box. 
• Write copy that better reflects your program’s activities. 

Changing the Circles and Lines Coming Off the Circles 
The circles, lines coming off the circles, and the blue circles and triangles in the middle are located on 
the Slide Master.  
• Click on View in the top menu bar.  
• Click on Slide Master.  
• The circle graphics appear. 
• To delete a line coming off a circle, click on the line and hit the delete key.  
• After all edits are made, click on the Close Master View in the top toolbar. 
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General Helpful Functions 
CHANGING COLOR SCHEME 
• Click on View in the top menu bar.  
• Click on Slide Master.  
• Click on Colors. 
• Choose a new color scheme from the drop-down menu. The items in the document will be assigned 

a color based on Microsoft default programming. 
• Click on the Close Master View in the top toolbar. 

CHANGING COLOR ON INDIVIDUAL ITEMS 
The color of individual items can be changed manually. However, if you then change the color scheme, 
those items will retain the color you manually chose for it. 
• Right-click on the item.  
• Choose Format Shape from the drop-down menu that appears.  
• Click on the arrow next to the word Fill. 
• Choose the Solid fill option. 
• Choose a color from the drop-down menu that appears. 
• Click anywhere on the page to deselect the item. 

GROUP 
If you have objects that need to be moved as one unit, select all the items and Group them together.  
• Select each item by clicking on one item. 
• Hold down the Shift key and select the other items you want in the group. 
• If you mistakenly select an item you don’t want in the group, continue to hold the Shift key down, 

click on the unwanted item again to unselect it, then continue selecting the items you want in the 
group. 

• Once all the items are selected, click on the Arrange icon in the toolbar at the top of the page. 
• Chose Group from the drop-down menu that appears.  

UNGROUP 
• Click on the grouped item. 
• Click on the Arrange icon in the toolbar. 
• Chose Ungroup from the drop-down menu that appears. 

ALIGN OBJECTS 
• Click one item. 
• Hold down the Shift key. 
• Click on each item you want to align with the first item. 
• Click on the Arrange icon in the toolbar. 
• Chose Align in the drop-down menu that appears. 
• Choose the alignment you want when the Align drop-down menu appears.  

SPACING OBJECTS 
• Click one item. 
• Hold down the Shift key. 
• Click on each item you want to space evenly with the first item. 
• Click on the Arrange icon in the toolbar. 
• Chose Align in the drop-down menu that appears. 
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• Choose either Distribute Horizontally or Distribute Vertically depending on how you want the items 
spaced out from one another. 

INSERTING A PICTURE 
• Click on Insert on the top menu bar. 
• Click on Pictures, find the picture you want to insert, highlight the file and click the Insert button. 
• Move the picture to the area where you want it to go. 
• To resize your picture always click on a corner point, and while holding down your left-click mouse 

button, move your mouse to enlarge or shrink the picture. 
• If the area where you want the photo to go and the size of the photo do not fit well together, then 

you can crop the photo. It is best to not resize the photo to fit the area by pulling on a side point. 
That will distort the photo, so the image will look stretched or squished. Crop the picture instead. 
o Right-click on the picture. 
o Choose Crop from the pop-up menu that appears. 
o Thick black edges will appear on the sides and the corners of the picture. 
o Hover over a black edge until your cursor turns into a cropping icon, then left-click your mouse 

onto that new icon.  
o Move your mouse and the picture will show how the crop will look. 
o Click off the photo once you have the photo cropped as you wish. 
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