SPOE Functions

In accordance with Federal and State regulations, in addition to State guidelines and procedures, the following SPOE functions will be performed:

A. Referral
The SPOE is the central point that is responsible for ensuring that all children and their families referred to First Steps receive a timely response. Requirements include, but are not limited to, the following:

· Receive referrals (verbal, written and electronic)

· Store referrals electronically

· Maintain technology to support the referral process

· Establish the initial early intervention and electronic record within five (5) calendar days of receipt of referral

· Respond to all referrals providing appropriate follow-up in accordance with State procedures

· Collaborate with the Department of Child Services (DCS) to ensure referrals for children involved in cases of substantiated abuse and/or neglect or who have been exposed to illegal substances are completed in accordance with State procedures

B. Intake

The SPOE ensures that each family is provided with a single Intake Coordinator. The Intake Coordinator, an employee of the SPOE, must coordinate and complete all intake activities following the referral of a child to the First Steps program. Requirements of the Intake Coordinator include, but are not limited to, the following:

· Communicate with the referral source regarding the intake process

· Obtain informed written parental consent to proceed

· Gather required documentation and consent to proceed with the assessment and eligibility process, in accordance with State procedures

· Initiate requests for information with informed, written parental consent

· Conduct a comprehensive developmental screening and parent interview to determine areas of concern

· Conduct intake activities in the family’s primary language or other mode of communication, including in writing, the family’s rights and procedural safeguards

· Facilitate the application process through use of enrollment forms to programs such as Hoosier Healthwise, Children’s Special Health Care Services, etc.

· Provide families with additional resource information regarding programs for which the family or child may be eligible to address the needs of the family.

· Utilize state-approved forms and data-entry tools

· Ensure data entry is accurately completed within five (5) calendar days of receipt or notification of applicable child record updates

· Complete all intake activities, including collection of cost participation documentation and all other required state forms with supporting documentation

C. Record

The SPOE will be responsible for development of the Early Intervention (EI) Record for each child referred to First Steps. Requirements of the SPOE include, but are not limited to, the following:

· Maintain the original EI Record of each child referred to local SPOE

· Establish the initial early intervention and electronic record within five (5) calendar days of receipt of referral

· Assist the CRO to maintain and update the electronic EI Record, including a comprehensive checklist of activities to determine if all appropriate steps have been followed, and document that procedures have been implemented to secure eligibility determination and the development of an Individual Family Service Plan in a timely manner within forty-five (45) calendar days of referral.

· Maintain ongoing service documentation including notifications, IFSP reviews/evaluations and new IFSPs, progress reports, key correspondence and releases.

· Maintain the paper and electronic EI Record for each child referred to the First Steps system through accurate, timely, and complete data entry in compliance with State procedures to support the Service Coordination activities

· Maintain a paper EI Record for each child referred to the First Steps system through accurate and timely filing of original early intervention forms, correspondence, case records, notes, as well as other documentation needed to support the activities of the System

· Maintain paper and electronic records in a manner to comply with confidentiality regulations and to safeguard against any potential breach of Protected Health Information

D. Evaluation and Assessment
The SPOE conducts evaluation and assessment activities according to applicable Federal and State regulations, along with State procedures and guidelines as outlined in the Assessment Team Manual (See Bidder’s Library). The SPOE will ensure and arrange for the timely completion of necessary assessments and evaluations to either 1) determine eligibility or 2) collect and disseminate required information necessary to plan and complete an IFSP. Requirements include, but are not limited to, the following: 

· Intake Service Coordinator will gather relevant assessment records, including health information, to aid in the determination of eligibility or service needs.

· The SPOE, through the use of Assessment Teams, will complete relevant assessments and evaluations necessary to determine eligibility; and/or the development of the IFSP for eligible children.

· The SPOE will utilize Assessment Team members in adherence to State guidelines in the determination of eligibility and authorizations of services.

· The SPOE will ensure that a multidisciplinary Assessment Team will review the materials assembled to assist in eligibility determination with the Intake Coordinator and parent/legal guardians, and document this accordingly.

· Intake Coordinator will advise and provide documentation to the parents of their due process and procedural safeguards related to eligibility determination activities or activities necessary to develop the IFSP, in a timely manner.

· Intake Coordinator will facilitate timely communication with the child’s primary care physician to assist in the eligibility determination and IFSP service planning.

· The SPOE will create authorizations for essential and necessary diagnostic and/or developmental, specialty assessments/evaluations.

· Intake Coordinator will collaborate with the Assessment Team to collect relevant reports and input in the determination of eligibility and will ensure that all appropriate information is available prior to arrangement of the IFSP team meeting.

E. Individual Family Service Plan (IFSP)

Through the use of Intake Coordinators, the SPOE facilitates all IFSP activities, in accordance with Federal and State regulations, along with State procedures and guidelines. The IFSP will be developed to meet the individual family’s needs. Requirements include, but are not limited to, the following:

· Ensure that the various planning activities prior to the IFSP team meeting are conducted with each family of an eligible child

· Ensure that each family understands the IFSP process, is familiar with the IFSP format, and is well prepared as an equal participant of the IFSP team for the scheduled meeting

· Ensure that an initial IFSP is developed for each eligible child within forty-five (45) calendar days of referral

· Assist the family in locating an available Agency provider for identified IFSP services

· Develop timely and accurate authorization(s) for services in accordance with the IFSP

· Establish positive, ongoing linkages with service coordinators and the family

F. Ongoing Service Coordination

The SPOE ensures that each family is provided with a single ongoing Service Coordinator, an employee of the SPOE. Service Coordinators need to perform all functions required to meet Federal requirements for service coordination and due process as specified throughout 34CFR303. In addition, the SPOE will provide ongoing service coordination activities in accordance with State regulations, procedures, and guidelines. Requirements include, but are not limited to, the following:

· Meet with families for a face-to-face contact at a minimum of one (1) time per quarter or more often, as needed by family

· Contact the family on a regular basis via phone, e-mail, or letter and must document all contact using state approved forms

· Ensure that ongoing Service Coordinators will not carry a caseload averaging more than seventy (70) families per month. (If Service Coordinators are also conducting intake activities, the SPOE must declare the percentage of time spent conducting each activity and the caseload will be prorated accordingly.)

· Conduct six-month reviews and annual IFSP reviews in a timely manner.

· Utilize state-approved checklists and forms for all initial contacts, quarterly contacts, and six-month reviews

· Ensure IFSP services are initiated within thirty (30) calendar days from the parent signature date on the IFSP

· Initiate transition activities for children referred to First Steps at thirty (30) months of age or older and will convene a transition meeting in conjunction with the IFSP

· Disseminate electronically the Part B child find activity information semi-annually per State instruction

· Ensure that every child enrolled in First Steps will have a completed transition packet, along with a transition meeting, in accordance with State and Federal program guidelines

G. Administration

The SPOE provides administrative support for all activities, including Referral, Intake, Child Records, Eligibility, IFSP, and Ongoing Service Coordination. Requirements include, but are not limited to, the following:

· Maintain and provide consistent and comprehensive data to assist local and state planners

· Perform clerical functions related to CRO authorization(s) for IFSP services, ensuring consistent procedures, along with timely and accurate data entry

· Ensure data entry is completed within five (5) calendar days of receipt or notification of applicable child record updates

· Maintain comprehensive child records in accordance with Federal Part C regulations and State requirements

· Comply with Random Moment Survey (RMS) requests within two (2) business days and update information, including submitting staff information and changes, etc

H. Quality Assurance
In accordance with Federal and State regulations, along with State guidelines and procedures outlined in the Quality Review Procedure Manual (See Bidder’s Library), the SPOE is responsible for completing internal quality review activities, including EI record audits as part of quality assurance, staff supervision, and contract performance items. Requirements include, but are not limited to, the following:

· Develop and implement individual Quality Review activities to meet regional needs

· Conduct comprehensive Quality Review activities to identify strengths, areas of concern, and areas of improvement within the SPOE system as well as individual staff performance

· Audit EI records, utilizing tools and guidelines developed by BCDS and Quality Review teams for annual on-site review visits

· Collaborate with Quality Review teams and BCDS to address any areas in need of technical assistance and support

· Communicate and collaborate with BCDS and other entities involved in quality improvement activities
· Maintain timely and accurate documentation on all internal reviews and audits

· Provide assistance to families and BCDS in addressing family cost participation issues

· Implement supervision and training requirements for all staff, in accordance with the Indiana First Steps Early Intervention Personnel Guide (See Bidder’s Library)
· Implement clear and defined supervision of staff

· Comply with state procedures regarding the reporting of concerns, complaints, and cost participation issues 

The SPOE will carry out these functions through the development of qualified staff. Intake coordination position(s) should be assigned with the primary responsibility to respond to all referrals through the development of the initial IFSP. The intake coordinators must be provided with adequate staff or clerical support to ensure that EI records and the data system between SPOE and CRO are maintained, current, and in compliance with Federal and State regulations for Part C.
