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The transfer portal is to be used when: 

 A child experiences a planned move from one tiny-k program to another tiny-k 

program within the state of Kansas 

 A child and family moves from one tiny-k program to another without notification 

 Programs merge and records need to be transferred from one program to another.  

 

When a child and family experience a move from one tiny-k program to another, the program 

should follow the Kansas Infant-Toddler Services Procedure Manual, Section XIV Transitions, 

III. Transitions of a Child Between Local tiny-k Programs, page XIV-9.  

 

This guidance document specifies the steps completed in the database, and aligns with other 

steps or activities programs may engage in to ensure successful transitions.  The key to all 

transitions is collaboration between the family and the programs involved. If a transfer is 

planned, there is time for the program currently servicing the child to contact the program the 

family is to move to and coordinate activities.  If the move is not planned with the tiny-k 

program, the database transfer portal can still be used to transfer electronic records and eliminate 

the need to manually re-enter the child’s information.  

 

The Child Look-up Screen alerts database users to any Notifications concerning children 

entered in the database and will be used to notify tiny-k programs involved in a transfer.   

Notifications are located at the bottom of the screen, in red and designated by the alert icon. Data 

managers (or the designee) should be checking the database at least weekly to ensure prompt 

attention to any notifications found.  
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The notification page will list all types of notifications on the left side of the screen which will 

include all notifications about transfers. This page will be used to manage transfers that have 

been sent or received. A child transfer involves the transfer of an entire file, including all the 

information in the database and the IFSP.  An IFSP transfer involves the transfer of the most 

recent, completed IFSP document only.  

 

 
 

Clicking on any of the pending transfer buttons will result in a listing of all children for that 

category. To view a specific child’s transfer, select the child and then click on the View button. 

View includes the program it was sent to/received from, the date, and any notes that have been 

entered. The sending program has the option to cancel a request, for example in cases where the 

family doesn’t move. The receiving program has the ability to Approve or Deny the transfer and 

indicate the reason for denial in the notes. The other program involved in the transfer would 

receive a notice in the denied transfers and can read the note.  
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How to request a transfer from the program currently serving the child 
 

In a planned transfer, the receiving agency needs to put a minimum amount of information into 

their database and then they can request a transfer from the agency currently serving the child. 

This should be done only after other transfer activities have been coordinated with the sending 

program. The sending program must ensure the child’s information is complete and up-to-date 

because they will be locked out of editing the information after the transfer.  
 

The minimum information needed to add a child to your database is:  the child’s first name, 

middle initial and last name, date of birth, at least one parent/foster-parent first and last name, 

and one form of parent contact information: email, address, or phone number. After the above 

information has been entered, click save, and the computer checks for an existing child in the 

database and provides a pop-up with potential matches (could be more than one). Select one and 

assign the ID.    
 

 
 

If Use selected ID is chosen, a pop-up will appear and enable the receiving agency to request a 

transfer from the program currently serving the family.  

 

 
 

If Yes is selected, the program currently serving the child will receive a notification for a 

transfer. 

If No is selected, the child’s ID remains consistent but no information is transferred.  
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In an unplanned transfer or re-referral situation, when a child is entered into the database, after 

the user has clicked “Save”, a pop-up screen will appear if there is a match found at another 

program.  If one (or more) matches are found, the user can select to assign one of the existing 

ID’s or assign a new ID.  If they select an existing ID, the pop-up below is shown giving them 

the option to send a transfer request.  

 Note, if you indicate no at this time, you will not be able to request a child’s full file at a 

later time. You will be able to request the most recent IFSP to be transferred.  

 

 
  

 

 

 

How to initiate a transfer as the program currently serving the child to the 

program receiving the child. 
 

In planning a transfer, the sending program should collaborate with the receiving program prior 

to initiating any activity in the database.  This may be done by phone, mail, or email.  The 

sending program ensures that the child’s information is up-to-date and complete.  The sending 

program also needs to ensure that the receiving program has entered the minimum relevant 

information to receive the child’s electronic file.  

 

For a full file transfer: 

The receiving agency must have the minimum information in their database to receive the full 

file as noted above.  

The agency currently serving the child will get a notification and see the child in the list for 

pending transfers. They approve the request and the information is instantly transferred to the 

new agency.  

 



Use of the Database Transfer Portal 
 

Kansas Infant Toddler Services Guidance:  Use of the Database Transfer Portal Page 5 
01.13.2017 

 

To request an IFSP  
 

As noted previously, when a new child is entered into the database, the database automatically 

checks to see if the child already exists in another program and offers the program the option of 

requesting the full file. If they did not request a full file, the program may request the most 

recent, completed IFSP from a prior program.     

 

Open the IFSP/ECO tab and select Request IFSP Transfer  
 

 

 
 

 

 A new pop-up will appear. Select the program that you are requesting an IFSP from and click 

the Submit request button. If the child was in the other program at any time, a request for 

transfer will be sent to their notification page.  If the child was not in that program, no request 

will be sent and you will see a notice saying it cannot be sent.  
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For all transfers 
 

 Once a program has received a notice for full file or IFSP transfer, they should make 

every effort to accept the transfer of electronic information within 5-7 calendar days. 

 If a transfer is not accepted by the receiving program within 10 days, a notification will 

be sent to KDHE.  

 The only reason to not accept a transfer is that the family did not complete the move to 

the intended new program, this information must be shared in the transfer notes.  

 A child’s electronic record must be shared with the requesting program. ITS 

confidentiality and permission to share information forms include ITS as a statewide 

program, not as individual local programs. The sending program should ensure they have 

one of these forms in the child’s file prior to sending the information to the receiving 

program.  

 

The database is live and any new information replaces old information so the transfer of data 

must be carefully planned.  The portal is a mechanism for notifying and accepting electronic data 

into your program’s database.  The program sending data should ensure that all information is 

accurate and ready to send prior to sending a notification to the receiving program. Once the 

sending program has sent the information, they will not be able to edit or make changes to that 

child’s file in their own database.  The child’s information is transferred to the new program and 

can only be edited by the new program.   

 

 

 
 
 
 
 
 
 
 
 
 
 

 


