Office and Staff Requirements of the SPOE
SPOE Office
1. The SPOE must have an independent First Steps identity exclusive of an affiliation with any other entity.

2. The SPOE must maintain all early intervention records and electronic files in a single and secure location.
3. During normal business hours, the referral phone must be answered by a SPOE staff member. If a call is forwarded to voice mail, the call must be returned within two (2) business days. If the phone has a “zero” option, it may only transfer to paid FS staff.

4. The SPOE offices must be handicap accessible. 

5. The SPOE offices must be available to the general community five (5) days per week, fifty-two (52) weeks per year during normal business hours. The operating hours should be posted at the office for the general public, and should be indicated on the phone system. The offices should have staff present and available to respond to phone calls as well as provide supervisory direction and support at all times. 

6. The SPOE must respond to communication from the State staff within two (2) business days, completing requested tasks included in the correspondence.

7. The SPOE must be able to electronically scan documents for the purpose of document sharing and distribution.  

SPOE Staff

8. SPOE staff must adhere to the Professional Conduct Guidelines, as outlined in the Indiana First Steps Early Intervention Personnel Guide (See Bidder’s Library).
9. SPOE staff must meet appropriate early intervention (EI) credentialing requirements, in accordance with the Indiana First Steps Early Intervention Personnel Guide (See Bidder’s Library). In addition, SPOE staff must be in good standing with the First Steps system. All intake and service coordinators must receive direct programmatic supervision from the SPOE (or SC) supervisor.

10. With the exception of service coordination, no SPOE personnel may provide ongoing early intervention services within the same region as the SPOE location (this includes paid or unpaid positions). 

11. No SPOE personnel may be a contractor of Quality Review services for First Steps. 

12. SPOE personnel (paid or unpaid positions) may not supervise ongoing EI providers or work for another early intervention provider.

13. SPOE staff must have working knowledge of the First Steps system, due process, and procedural safeguards; SPOE staff will also act in accordance with established regulations, procedures, and guidelines.

14. SPOE staff must understand the application process for multiple program eligibility standards at the minimum Children’s Medicaid and Medicaid Waiver.

15. SPOE staff must have working knowledge of, and act in accordance with State and Federal regulations related to the following:

· Early intervention record development, maintenance

· IFSP development

· Transition 

· Confidentiality (FERPA)

· Family centered care and natural environments

· Service Coordination

16. SPOE staff must have knowledge of community and State programs as well as financial and support resources.

17. SPOE staff must communicate data entry information daily to the Central Reimbursement Office.

18. SPOEs must implement a State-approved quality assurance plan that includes direct supervision of staff.

19. Must meet Federal and State regulations, guidelines, and procedures as they relate to Part C of IDEA. 
20. The SPOE must have a Spanish-speaking staff member and an intake coordinator trained in Sky*Hi (to more actively work with families with hearing loss. (Note: Spanish Interpreter services will not be authorized for intake and ongoing service coordination without prior approval from the State.)
