
NEW NJEIS EIMS FEATURE:  
FORM 13

Progress Review Summary

(formerly FORM 25)  



POLL QUESTION:

HAVE YOU 
CREATED YOUR 
NJEIS LEARNING 
MANAGEMENT 
SYSTEM (LMS) 
ACCOUNT YET?



NJEIS LMS

IF YOU ARE HAVING DIFFICULTY 
LOGGING IN CONTACT

NJEIS-CSPDSUPPORT@DOH.NJ.GOV 
FOR ASSISTANCE.



NJEIS LMS

ONCE YOU CREATED YOUR NJEIS
ACCOUNT, LOGIN TO REVIEW THE 

DOH FORM 13 MATERIALS.





POLL QUESTIONS
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Understanding of what is happening the field



POLL QUESTION

Do you consistently complete 
Progress Summary Form 25 
before every IFSP meeting?
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POLL QUESTION

WHEN do you typically 
complete the Progress 
Summary Form 25?
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POLL QUESTION

What hinders you from 
completing a Progress Summary 
Form 25?
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FORM 13:
PROGRESS REVIEW 
SUMMARY



EIMS

We are excited to present to you a 

new feature in EIMS:

Form 13 (formerly Form 25)
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EIMS

Form 13 (formerly Form 25)

Go live date:  4/25/24
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ADVANTAGES 
TO THE EIMS
FORM 13

Log directly into EIMS

Enter your progress review summary notes

No paper, scanning or emailing 

Easily submitted during the open review period
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GENERAL STEPS

STEP 1 

STEP 2

STEP 3

STEP 4 

The ongoing service coordinator will open the review 
period so that you can enter your progress review 
summary notes into the child record.

You will receive an email notification from the ongoing 
service coordinator that the review period is open along 
with a deadline for your submission.  You will typically 
have one month to complete the FORM 13 in EIMS.

Notify your Regional Administrator that you completed 
the FORM 13 and saved as draft. The Regional 
Administrator will review your documentation.

Finalize your notes as part of the child record. 
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NJEIS POLICY 19

PLEASE REVIEW:  
HTTPS://WWW.NJ.GOV/HEALTH/FHS/EIS/D
OCUMENTS/POLICIES/NJEIS-19.PDF

DOH STATES THAT PER POLICY 
19, EACH PRACTITIONER 
PROVIDING SERVICES TO THE 
CHILD/FAMILY IS REQUIRED TO 
COMPLETE A PROGRESS REVIEW 
SUMMARY.
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https://www.nj.gov/health/fhs/eis/documents/policies/njeis-19.pdf


HOW TO ENTER 
PROGRESS REVIEW 
SUMMARY NOTES 
INTO EIMS



1- Log into EIMS account (no changes).

2- Look up the child on your caseload.

3- Go to the Early Intervention Tab and 
select IFSP Process.



4- Select the PROGRESS REVIEW 
SUMMARY Bubble in the child’s record.



5- Review the IFSP Outcomes on the top 
portion of the page.



5- Continued:  Review each of the IFSP
Outcomes by selecting the “+” sign to 
expand the child outcomes. 



6- Click on the “+” sign next to your name 
to open up the progress review summary 
fields.



7- Copy and Paste the Child Outcomes 
(from the top of the page) from the current 
IFSP into the first window OUTCOME 
REVIEWED field .



8- Enter your progress review summary notes into the PROGRESS 
REPORT field:  REVIEW SUNNY DAYS FORM 13 EXPECTATION & 
GUIDELINES.

9- At the end of your summary, enter your full name as it appears in 
EIMS along with your credentials and the date completed.



10- ADD ROW for EACH child outcome on the current 
IFSP and document the progress for each outcome.



11- SAVE your notes at any point in the process to save 
in draft.

12-Contact Regional Administrator to review the 
Progress Review Summary in draft.



13- After the Regional Administrator reviews the 
Progress Review Summary note, you will need to 
FINALIZE.



13- After you finalize your notes, the outcome will be MARKED 
COMPLETE.

NOTE:  your notes will not be editable once finalized!



SUNNY DAYS REGIONAL ADMINISTRATOR
GENERAL SUPERVISION PLAN

CONTACT (EMAIL) YOUR REGIONAL 
ADMINISTRATOR THAT YOUR 
PROGRESS REVIEW SUMMARY IS 
SAVED IN DRAFT.

AFTER REGIONAL ADMINISTRATOR  
REVIEWS YOUR NOTE, FINALIZE 
YOUR PROGRESS REVIEW SUMMARY 
IN EIMS.
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ONGOING SERVICE 
COORDINATOR

The Ongoing Service Coordinator will contact 
you with the IFSP meeting dates to review 
the progress review summaries with the EI 
team (no change). 
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FORM 13 
EXPECTATION AND 
GUIDELINES



NJEIS POLICY 19

PLEASE REVIEW:  
HTTPS://WWW.NJ.GOV/HEALTH/FHS/EIS/D
OCUMENTS/POLICIES/NJEIS-19.PDF

DOH STATES THAT PER POLICY 
19, EACH PRACTITIONER 

PROVIDING SERVICES TO THE 
CHILD/FAMILY IS REQUIRED TO 

COMPLETE A PROGRESS REVIEW 
SUMMARY.
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Disclaimer: Now that your Progress Review Summary notes are 
entered into EIMS, DOH will know who enters notes and who has 

not.

https://www.nj.gov/health/fhs/eis/documents/policies/njeis-19.pdf


FORM 13 GUIDELINES

Type up the details of your Form 13 into a Word Document.

Can choose to write up as a single narrative or break it up into 
sections

Complete a grammar and spell check

Review that all pertinent information is included

Save document on your device

Copy and paste into the Form 13 summary field in EIMS

By saving the notes to your device, you can easily retrieve the 
notes if it is inadvertently deleted while SAVED IN DRAFT.
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FORM 13 GUIDELINES

Question: What details 
should you include?

Short Answer: All details 
that are pertinent to the 

child’s development.
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FORM 13 GUIDELINES

Summary of Information Sources:

• Parent/Caregiver concerns and priorities

• Session notes

• Practitioner ongoing assessment testing tool (NJ Early 

Learning Standards, developmental testing tools, 

curriculum-based assessments)…measuring stick.

• Early Intervention testing:  BDI/assessments

• Observation of family routines (challenges within routines)

• Outside documentation/reports (medical, daycare, 

outpatient)
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FORM 13 GUIDELINES

Notes to include:

• Start with the achievements and gains that child and family have made since the previous IFSP
and how it has positively impacted family routines and personal interactions.

• List the Early Intervention strategies that work well for the child and family.
• Document ongoing assessment testing to approximate the developmental age of the child. 
• Identify if the child’s outcome is achieved or not. 

• If not:  
o Identify the challenges (atypical behaviors, missing milestones) contributing to the disruptions 

in family routines.   Include specific examples and details.
o Linking the absent developmental milestones with the parental/caregiver priorities and 

concerns creating challenges in the family’s routines.
o If needed, document the justification for additional domain assessments (gross motor 

assessment, fine motor assessment, communication assessment, personal/emotional 
assessment) using observations and ongoing assessment testing.  

• Full Name (as it appears in EIMS), credentials and date completed.
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ASSESSMENT REQUESTS

Contact your Ongoing Service Coordinator (OSC) and Regional 

Administrator(RA) that you are requesting an assessment prior 

to the end of the IFSP period.

Discuss the justification that is leading you towards an 

assessment request.

OSC should open up the Progress Review Summary to enter 

your notes is request is justified. 
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FORM 13 GUIDELINES

DO NOT:

Do not use discipline specific language when requesting assessments.  Use domain assessments:  communication 
assessment, fine motor assessment, personal/emotional assessment, etc.

Assessments are used to gain additional developmental information for the upcoming IFSP. It does not 
equate to that service being included on the next IFSP.

Do not document service recommendations within your FORM 13.

Service recommendations are an EI team discussion at IFSP to determine the child outcomes and best 
practitioner(s) to meet the needs of the child and family.

Do not use professional jargon.  Summarize progress review summary notes in a family friendly manner. 
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FORM 13 GUIDELINES

EXAMPLE 
PROGRESS 
SUMMARY 
FORM 13
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EIMS DEMONSTRATION
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REVIEW, SIGN AND RETURN THE 
FORM 13 ACKNOWLEDGEMENT FORM 

Return as a PDF by 4/14/24:  
form13@sunnydays.com



SUPPORT

The training team at Sunny Days will be providing 

“Live Demonstration” of this new EIMS feature:

Please register for a Let’s Chat Meeting:

Date/Time: 3/21/24 4pm Registration Link https://attendee.gototraining.com/r/4024902389301001986

Date/Time: 3/25/24 5pm Registration Link https://attendee.gototraining.com/r/6805192362498426882

Date/Time: 3/26/24 8:30am  Registration Link https://attendee.gototraining.com/r/2367529347938112003

Date/Time: 4/4/24 6pm Registration Link: https://attendee.gototraining.com/r/5335852302138519298

Date/Time: 4/10/24 7pm Registration Link: https://attendee.gototraining.com/r/5893572978241218050

Date/Time: 4/16/24 8:30am Registration Link: https://attendee.gototraining.com/r/8414474964310927107

Please visit sunnydays.com for more dates and times.
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FOR ADDITIONAL QUESTIONS

Email the Sunny Days Training Team @

form13@sunnydays.com
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