Attachment 5


FLORIDA EARLY STEPS

INSTRUCTIONS FOR QA SELF ASSESSMENT 
2009 – 2010
Key Features of this Year’s Process

1. The number of probes to be measured has been reduced to more closely align with federal reporting.  

2. QA worksheets for Sample 1, Sample 2, and Sample 3 have been pre-populated with child names and other information from the Early Steps Data System.  The sample 4 worksheet will be filled out by the LES.  These worksheets will be used by the LES to record information from the child’s record.  ESSO scoring of each probe will also be recorded on these same worksheets. 
3. Electronic submission is now required for QA worksheets.  A blank CD disk will be provided to each LES so that completed QA worksheets can be saved to the disk.  The disk should be sent to ESSO via overnight delivery along with required back-up information.   
4. Samples are:    
	
	Source of Sample 
	Description

	Sample 1 - New Referrals


	List of randomly selected child names to be placed by ESSO in the Reports Directory of each LES Data Custodian
	II.1.6.(b)  Initial IFSP in 45 days

II.1.6.(c)  If initial is late, barrier code is entered in data system

	Sample 2 – Ongoing Children


	List of randomly selected child names to be placed by ESSO in the Reports Directory of each LES Data Custodian
	II.1.7.(b)  Annual & Periodic Reviews of the     IFSP



	Sample 3 – Transitioning Children
	List of randomly selected child names to be placed by ESSO in the Reports Directory of each LES Data Custodian
	III.1.1.  Notification to the LEA

III.1.2.  IFSPs include steps & services for transition

III.1.3.(b)  Timely transition conference

III.1.3.(c)  TCON date is entered in data system

III.1.3.(d)  If TCON is late, barrier code is entered



	Sample 4 – New & Ongoing Children

	LES to develop this Sample by combining selected children from Sample 1 and 2
	I.2.2  Procedural Safeguards provided 

II.4.2.(b)  Timely Service Delivery

IV.2.2.  FSPSAs match IFSP

	Other – WESTAT Data


	Performance data for this probe to be taken from the state’s 618 data and reported to WESTAT


	II.3.1.(a)  Services in the NE


QA documents 
1.  Instructions for QA Self Assessment 2009-2010

2.  QA Probes and Criteria 2009 - 2010 – a comparison of last year’s and this year’s probes.  This document includes criteria for measurement of each probe.  
3.  Record Review Worksheet for Samples 1, 2, and 3 – these documents have been posted to the Reports Directory for each LES Data Custodian.  They have been pre-populated with child names and information from the Early Steps Data system.  
4.  The raw data from the Early Steps Data system used to create Samples 1, 2, and 3 is also posted to the Reports Directory for each LES Data Custodian.  

5.  Record Review Sample 4 & QA Feedback - This document contains two worksheets:  

a.  A worksheet for recording child names and information for Sample 4.
b.  A worksheet for recording your comments and suggestions related to the QA self assessment process. 
Preparation for the Self Assessment 
1.  Decide how you will accomplish your self assessment.  Who will conduct the review (Your management team?  A peer review process with supervisor review?) 
2.  Schedule time(s) and location for the review process.  

3.  Arrange for computer availability at the location and someone experienced in the use of Excel 2003 to assist. 
3.  Arrange for child records to be pulled and available at the location and time set aside for the review process.   

4.  Provider files may be needed to determine the actual date of service initiation for each authorized service for Sample 4 children (Probe II.4.2.(b).  If so, arrange for provider files to be available to you on the date(s) of review for Sample 4 children.

5.  Organize child records by Sample.   It may be helpful to start with Sample 2 children and begin Sample 4 while you are in these records.  
Number of Records to be Reviewed and Due Dates for 2009 - 2010
	
	
	# of Child Records to be Reviewed for Self Assessment (Per Sample)
	Due Date for Self Assessment to be Submitted to ESSO

	Small
	Big Bend

North Beaches

North Central

Space Coast
Southwest
Western Panhandle
	15
	
Thursday, September 17, 2009

	
	
	
	

	Medium
	Northeastern

Gulf Central

Southernmost Coast

North Dade

West Central 

Central Florida 
	20
	Thursday, September 24, 2009

	
	
	
	

	Large
	Bay Area

Treasure Coast

Gold Coast 
	25
	Thursday, October 1, 2009


QA Q & A:  Two conference calls have been arranged to provide a general overview of the QA worksheets and to answer your questions.  During the call, helpful hints on navigation and use of the worksheets will be provided.  Therefore, having computer access during the call will be optimal.  Please plan to participate in one of the calls.  

Wednesday August 12, 2:30 – 3:30
Thursday, August 13, 8:30 – 9:30

Dial-In Number for Both Calls:  1-888-808-6959   

Conference Code:  6254120367
General Instructions
1.  The worksheets have been color coded as follows.

	No shading 
	These columns have been pre-populated with information from the Early Steps data system

	Green shading 
	Indicates a column with a formula

	Peach shading 
	This column is used by the LES to record information from review of the child’s record 

	Yellow shading 
	This column will be used by ESSO for scoring  


2.  Review child records in the order of the sample listing from the Early Steps Data Center.  If one of the records is not appropriate for review, you can skip to the next child on the list.  If you skip a child, please note the reason in the comments column.  Examples of inappropriate records for the self assessment are:  Sample 1 (new referral) child moved from the service area soon after the initial IFSP, or a Sample 3 (transition) child was discharged from the program prior to the third birthday. 
3.  Cells that contain information from the Early Steps Data system and formulas have been “protected” and can not be altered.  

4.  Provide as many comments as you like.  Comments can be used to communicate to ESSO extenuating circumstances and also can be used to help the LES identify trends and issues related to compliance.  If you include comments that are for LES use only, it will be helpful for you to use a different font or identify them in some way, so that ESSO staff will not have to determine their meaning. 
5.  Dropdowns have been added, where possible, for ease of LES data entry into the worksheets. To access each dropdown, move your cursor to the worksheet cell for which data must be entered. If a dropdown has been added, when you click on the cell that requires a response, an arrow will appear to the right of the cell. Click on the arrow and choices will appear in a dropdown list. Some of the dropdowns containing barriers and barrier codes have numerous choices. To access all the codes, there will be a scroll bar within the dropdown to allow access to additional choices that do not automatically appear when the dropdown is first opened. Click on the response you wish to enter into the cell and it will populate that cell. 
6. As you complete the self assessment Samples, you will find several opportunities to correct data in the Early Steps Data System (“data fix opportunities”).  For example, on the Sample 1 worksheet, column G has been pre-populated with the referral date that is in the Early Steps data system.  Column I asks for the referral date that is noted in the child’s record.  In most cases, these 2 dates will be the same.  In the event the actual referral date (i.e., the date noted in the child’s record) does not match the referral date that is noted in     the data system, please use this opportunity to correct the referral date in the data system.  
7. The sample worksheets contain helpful hints and directions for many of the columns. To see these comments, move your cursor over the column title and the comment imbedded in the cell will appear. If a comment is imbedded in the title/heading of the column, you will see a small red triangular shape in the upper right hand corner of the cell.  
Additional Sample Specific Instructions

Sample 1, 2 & 3:
There is a column on each of these worksheets to note whether the child is used in the sample.  For example, in Sample 1, Column H is used for this purpose.  If the child’s record is “skipped”, i.e. not appropriate for the sample, enter “0” in this column.  If the child is appropriate and used in the sample, enter “1”.  At the bottom of this column, there is a cell that keeps a running count of how many records have been used in the sample.  
Sample 4
1.  This sample includes Sample 1 & 2 children with new services on the current IFSP.  Each LES will create its own Sample 4 list.  The list will be developed by combining selected children from Samples 1 and 2, including only those children with new services authorized on the current IFSP.  Ideally, half of Sample 4 will be from Sample 1 and half from Sample 2.  This will most likely not be possible since Sample 2 children are less likely to have a new service authorized.  We recommend that you begin the process by adding Sample 2 children, identifying children who had a new service authorized as a result of the current IFSP. (This will not include children whose services are continuing and have not changed.)  Knowing it may be a challenge to find children who have had a new service added; this number may be less than half of the required sample size.  If this is the case, you should select the remaining children from Sample 1, since all of Sample 1 children most likely had new services authorized.  

Example for a Large LES:  There are six Sample 2 children who had at least one new service authorized.  Add these children to the Sample 4 list.  The LES now needs 19 children to complete the sample of 25 children.  These remaining children may be selected from the Sample 1 children.  Therefore, the Sample 4 listing for this large LES will have 6 children from Sample 2 and 19 children from Sample 1. 

3.  We are often asked how to handle Sample 1 children who were receiving services prior to being made eligible for Early Steps.  

Example:  The child received physical therapy before referral to Early Steps.  Once determined eligible for Early Steps, the IFSP team authorized physical therapy as a service to meet the child’s outcomes.  For purposes of Sample 4, this physical therapy is considered a new service.  The date the service was initiated (Column J) would be the first date the child received physical therapy after the initial IFSP.
Questions????
D’Lo Trejo is the contact person for questions regarding the QA self-assessment.  She can be reached at 850-245-4200, extension 2231.  

Wrapping It Up:  What to Send and How to Submit
SEND VIA ENCRYPTED EMAIL OR CD DISK VIA OVERNIGHT DELIVERY:  

1. CD Disk with the following worksheets saved to the disk:  
a. Sample 1 Worksheet

b. Sample 2 Worksheet

c. Sample 3 Worksheet  
d. Sample 4 Worksheet, including completed QA Feedback 
2.  Make sure you have saved copies of all worksheets so you have a record of what was submitted.

3.  Send copies of back up information as follows: 
Sample 1:  

Casenotes or other documentation to support any F, C, U, N, D, or R reason for delay in the initial IFSP.  
Sample 2:


Casenotes or other documentation to support any F, C, U, N, or D reason for delay in the current IFSP.  

Sample 3:
Casenotes or other documentation to support any F, C, U, N, D, T, or L reason delay in the transition conference.  

Copy of the Form I for each child in the sample. 
Sample 4:
Casenotes or other documentation to support any F, C, U, N, or D reason for delay in initiation of services.  
Address for Overnight Delivery: 

Kelly Johnson

Children’s Medical Services/Early Steps

4025 Esplanade Way, Suite 235.12
Tallahassee, Fl 32399-1700

Please give Kelly a “heads up” that info is being sent via overnight delivery
Electronic Submission (ENCRYPTED SUBMISSION ONLY)
To Kelly Johnson (Kelly_johnson2@doh.state.fl.us), with a copy to D’Lo Trejo (d_trejo@doh.state.fl.us).   
WHEN YOU’RE DONE

Celebrate! 
Decide how you want to keep Early Steps child records available for possible follow-up questions or verification by the Early Steps State Office.  You will be notified by October 31, 2008 if your records will be needed for verification.  
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