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II. First Steps Programmatic Training

This component includes Fiscal Administration, UTS Connect Office, Programmatic Training Coordination, Core Training, Topical Training Events, and Training Times Newsletter. 

A. Fiscal Administration

The fiscal agent is responsible for sub-contracting with all trainers and collaborating entities for activities that support the services, training activities, and products identified by First Steps. The fiscal agent develops protocols for all routine transactions related to fiscal management, including collection of documentation from the Programmatic Training Coordinator to support claims payment.  It is allowable for the fiscal agent to bill providers for a yearly training fee.  The funds secured from administration of this fee must be utilized to support the activities of First Steps.  Historically, UTS collected approximately $85,000.00 in provider annual training fees for the 2013 contract year.   
   

B. UTS Connect Office

Outcome Statement: The UTS Connect Office provides a physical location to serve as the central access point and coordinating office for individuals, agencies, councils, and school systems.  The office exists in order for these users to obtain information about the UTS and First Steps sponsored activities, event registration and demographic information related to training.  An established and fully-functional portal will be available for utilization as the online registration database.

Additional Requirements are listed below:

· A “customer” of the system should be able to access an “information specialist” through a one (800) line at least (8) hours a day from Monday through Friday, to support the claims process (see Cost Proposal for additional details and performance metrics).
· Physical UTS office location will be open normal business hours at least eight (8) hours a day from Monday through Friday, which will support the claims process (see Cost Proposal for additional details and performance metrics).
· Calls and inquiries will be resolved within two business days, to support the claims process (see Cost Proposal for additional details and performance metrics).  
· The UTS Connect Registration Service’s 800 number must provide convenient access to information about dates, locations, and capacities of training events sponsored by UTS and/or First Steps
· The UTS Connect office maintains the UTS online registration system database and a complete list of all UTS/ First Steps sponsored events; in order to support the claims process, UTS online registration database will not be “down” for more than 32 hours a month (payment is based on amount of “downtime” per month).  
· The UTS Connect office provides for online registration, confirmation of each participant’s registration, provides timely and/or immediate online certificates of participation, develops and processes event-based evaluations.  In order to support the claims process, payment is based on the amount of “downtime” per month (see Cost Proposal for additional details and performance metrics).  
· The UTS Connect office supports an annual UTS Needs Assessment
· The UTS shall be aggressively marketed to local systems through a variety of methods to ensure that the UTS system is utilized to its full potential.
· The UTS Connect Registration Service must also provide an electronic tracking system for Indiana’s Comprehensive System of Personnel Development (CSPD) to document training information for service providers reimbursed through the First 
Steps Early Intervention System (CSPD is a requirement of Part C and includes the training of paraprofessionals and primary referral sources).
· The UTS Connect will maintain email lists for all providers registered with UTS
· UTS Connect will produce reports based on information in the online registration database if requested
· UTS Connect will maintain a calendar of events sponsored by UTS entities and First Steps and submit the calendar for its publication in the Early Childhood Training calendar (the Early Childhood Training calendar can be found on the established “Early Childhood Meeting Place” website).
· On a regular basis, requested UTS Connect will communicate training information to the Central Reimbursement Office (the Provider Credentialing Unit) and collaborate together to streamline the provider enrollment and credentialing process.

C.   Programmatic Training Coordinator 

Outcome Statement: The training coordinator will act as a liaison for the fiscal agent, First Steps System staff, associate trainers/facilitators, cluster service coordinator supervisors, and other early intervention providers in the field.  The Programmatic Training Coordinator is responsible for submission of required monthly and quarterly reports to support the vendor’s payment process, which is based upon the number of “late days” a particular report is submitted (see Cost Proposal for additional details and performance metrics).  Additional requirements are listed below:
	
· Remain current on changes to Part C federal and state rules as well as communicating this information to the training participants and other facilitators or associate trainers involved
· Ensure all training follows UTS training protocols (as approved by the state agency). See “Attachment L.” 
· Submit monthly documentation log on individual training events, including core training and topical events, to support the claims payment process.  
· Submit monthly documentation to First Steps, and the CRO Provider Credentialing Unit on participants who attend and/or successfully complete programmatic or topical training, to support the claims payment process.  
· Produce “Certificates of Completion” for participants within one day of participant completion; vendor payment is based on performance and ability to provide certificates within a timely manner (see Cost Proposal for details).  
· Submit monthly reports regarding the response and resolution rate of calls and inquiries, to support the claims process. 
· Submit quarterly reports summarizing training evaluations and including all participant comments to First Steps, to support the claims payment process.  
· Attend First Steps State Team Meetings, quarterly, to report on training and technical assistance activities
· Maintain, modify, and revise existing curriculum and/or develop curricula, to reflect legislative and system requirements, and receive input from “Quality Review Team” and an identified “Training/Best Practice Workgroup” to assist in identifying statewide and regional training needs.  To support the claims process, submit quarterly reports summarizing the “Training/Best Practice Workgroup” sessions.
· Develop alternative modes of training, such as independent study, webinars, training programs on CD-Rom, etc. (respondents are encouraged to offer a variety of formats). 
· Submit monthly reports to First Steps on technical assistance and support provided to service coordinators and their supervisors, agencies and their providers, and State, to support the claims payment process.  
· Report quarterly on the continued availability of trainers through the utilization of the train the trainer model, to support the claims payment process.  The lead coordinator will facilitate the train the trainer model for all core training by building a network of regional trainers (including service coordinator supervisors) in order to support and maintain training capacity at the regional level 
· Maintain the core curricula materials related to the programmatic training 
· Coordinate multiple training sites, materials and alternative learning modes to address regional training needs throughout the state

D. Core Training

Outcome Statement: Vendors will be responsible for the provision of core training as identified below.  The identification of, and curriculum development and revisions for, core programmatic training are essential to the continued development of the early intervention system.  The provision of identified core training will ensure an early intervention provider base that is aware of the current federal and state regulations. Core programmatic training is to be provided statewide, by a network of approved regional trainers.  Best Practices training should build on the documents to be released by First Steps.  All training should reflect the latest research and clinical knowledge and support acquisition of new skills and knowledge while promoting best practice for early intervention.  Historically, there have been suggested timeframes of completion for the core trainings.  Performance payment is based on the expectation that one-hundred percent (100%) of Core Trainings and ninety-nine percent (99%) to ninety percent (90%) of all other agreed upon trainings are successfully implemented within the agreed upon timeframes. Payment will not be granted if less than 100% of Core Trainings or less than 90% of all other agreed upon trainings are not successfully presented or available (see Cost Proposal for additional details and performance metrics).  

Five specific training events have been identified as core curricula for the First Steps Early Intervention System.  The five core curricula are:

· State Approved Orientation to First Steps (DSP101): This orientation is a self-study program for early intervention providers to understand Indiana’s Early Intervention System.  It will be available at any time, on an ongoing basis.  Successful completion of Orientation to First Steps is required for all providers who intend to enroll as early intervention providers in Indiana. People who complete this training represent a wide mix of parents, family members, and providers, some of whom have a background or experience in Early Intervention and some of whom are new to this system. Participants in the system are encouraged to actively share their questions, comments, and experiences in an effort to build a collaborative, community-based system of early intervention services.

· DSP102 & DSP103: These trainings are to serve as follow ups to DSP 101. These trainings will occur at least bi-monthly and should be evenly distributed throughout the training calendar.  There are to be no cancellations of these trainings for any reason other than the complete lack of participants (zero to be exact).

· State Approved Service Coordination (SC101): This is self-study program designed to be taken under the direction of trained trainers (usually Service Coordinator Supervisors) in each SPOE.  The vendor will be responsible for updating and revising the modules as needed, for training the trainers periodically, and for supporting the testing functions and Q&A for each module. In addition, the vendor will work closely with the Quality Review Team to identify issues that would benefit from new or revised training.

· State Approved Service Coordination (SC102 & 103): These training curriculums build on the information provided in the First Steps Policy, Rules, and Practice Information Manual and provide participants with detailed information and strategies for improving the quality of their skills. Completion of these one-day trainings is required of all service coordinators.  These trainings should be offered bi-monthly, but must be offered at least quarterly.


1. Topical Modules 

Outcome Statement: Vendors will be expected to provide one-half or full-day topical presentations, with relevant state updates and issues presented at each session.  The number of days shall be proposed in the vendor’s response to this RFP. The state agency will be able to negotiate the number of training days provided by the final contract. Priority shall be given to modules on topics identified by the First Steps System staff to support First Step System improvement goals. Topics and specific training events will be determined in collaboration with First Steps State staff based on current needs and trends within Indiana’s Early Intervention System. Some topics may be designated as required mandatory provider/SC training meetings. Some of these topics may also be developed in formats other than for face-to-face classrooms.  Below is a list of trainings previously required to be offered to ongoing service providers and coordinators; this list can be used as a guide for respondents.  The state agency reserves the right to inspect and approve the training calendar before it is published.  Training needs can change and required trainings are based on the needs of the state.  In addition, UTS mechanisms should support the facilitation of course selection process for providers (such as a mechanism to identify previously completed trainings).   
Topics 
1. Neurological Development
1. Early Childhood Development (physical, emotional)
1. Clinical Documentation
1. Team Communication Process
1. Transition
1. Family Interviewing
1. Procedural Safeguards
1. Medically Fragile Infants
1. Using Assessment Information to Support IFSP Outcomes
1. Facilitating the Identification of Appropriate Settings for Service Delivery
1. Working with Challenging Families
1. Supporting Infant Mental Health Services
1. Best Practice 
1. Administering Assessments (ISTAR; AEPS)
1. Early Childhood Resources
1. Training Parents – Adult Learning Styles 
1. Setting Goals/Treatment Plans
1. Family-Centered Decision Making
1. Behavior Management
1. Direct Service Provider Refresher Training

* These courses may be offered as an online, self-study, or face to face training based on the State’s needs.  A variety of formats are encouraged.  
Note:  When events are cancelled, with First Steps approval, the event must be scheduled a minimum of one additional time. All core trainers must be credentialed First Steps providers and meet all other requirements as written elsewhere in this RFP.  Online, self-study trainings are to be available on an ongoing basis throughout the year.  In addition, all training materials available to service providers will need to be available online, at all times.

1. Training Times Newsletter 

This training newsletter is designed to provide ongoing education to service providers in First Steps. This quarterly newsletter must incorporate the training requirements of providers. In addition, each newsletter must include state and system updates, topical articles, available resources, space for voices of parents, providers, and others as appropriate. Contractor must work with State First Steps Staff to ensure correct positioning and content. All service providers must take and pass the quarterly newsletter quiz by the deadline to receive credentialing credit.  This newsletter should be made available electronically (via email or web) to all ongoing service providers.  Hard copies should be made available for those needing additional assistance not available with a web based document.  See “Attachment M” for a past Training Times newsletter. 

The newsletter is due by the first Monday (or nearest business day if the first Monday is a holiday) of quarterly month due.  Performance standards are based on day of submission.  Payment is reduced when submission of newsletter is one to seven days past due (see Cost Proposal for additional details and performance metrics).  
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