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	Component 12.0
	Data Collection/Reporting and Record Keeping 

	Authority:
	IDEA Sections 618, 635
34 CFR Sections  303.124, 303.701, 303.721, 303.722, 303.723, 303.724
Chapter 815 Florida Statutes

	Intent:
	These policies are intended to assure accurate data is collected to facilitate evaluation of the effectiveness and adequacy of Early Steps services on the development of eligible infants, toddlers and their families served by the Early Steps. 
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	12.1.0 Early Steps Data System - Data Custodian Requirements

	Policy
	Reference/Related Documents
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	12.1.1 The Early Steps State Office (ESSO) and each Local Early Steps (LES) will have one Data Custodian.
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	12.1.2 The Data Custodian must:

A. Be knowledgeable of the Early Steps data system, data forms completion, data entry and report generation. 

B. Be available to provide training related to data activities to LES staff and other Early Steps providers.  

C. Ensure that each individual who requires access to the Early Steps data system signs a Data Users Agreement.
D. Ensure that individuals’ passwords for the Early Steps data system remain confidential.
	

	
	12.2.0 Early Steps Data System-Data Users Requirements

	Policy
	Reference/Related Documents
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	12.2.1 Early Steps data system users must follow all applicable Department of Health and Children’s Medical Services policies related to computer use.
	DOH Information Security and Privacy Policy, Policy 4
Florida Statute Computer Related Crimes Chapter 815
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	12.2.2 All data must be entered into the Early Steps data system according to the current data entry manual.
	 

	
	12.3.0 Early Steps Data System-Child/Family Information

	Policy
	Reference/Related Documents
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	12.3.1 Parental consent is not required to enter child/family information into the Early Steps data system.  
	Policy Handbook 8.5.6 

	
	12.3.2  RESERVED   
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	12.3.3  If data is originally entered showing the child as developmentally delayed and documentation is later presented that the child has an established condition, then the data must be updated.
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	12.3.4 The date of closure is the date that child exited Early Steps, which should be the same as the date noted on the written prior notice and not later than the child’s third birthday.  It is not allowable to bill Medicaid for any action/service provided on or after a child’s third birthday.


	

	
	12.3.5  RESERVED 
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	12.3.6 The LES must ensure that an IFSP date is not entered into the Early Steps data system at initial eligibility determination for any child determined ineligible for Early Steps.
	Policy Handbook 3.1.10
Operations Guide 3.1.10 

	
	12.4.0   RESERVED

	
	

	
	12.5.0 Early Steps Record 

	Policy
	Reference/Related Documents
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	12.5.1 LES must be able to produce upon request the Early Steps records in the format specified by ESSO for every child referred to Early Steps within their region, even if contact is not successful, eligibility is never determined or an IFSP is never developed.
	Policy Handbook 2.3.4
Policy Handbook 8.2.3
Operations Guide 12.5.1
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	12.5.2 If an initial IFSP has been developed, the Early Steps record maintained by the LES must, at a minimum, consist of the following:

A. Referral information.

B. Informed Notice and Consent for Screening, Evaluation, Assessment and Follow-Up Review
C. Informed Consent for the Use of Private Insurance
D. Prior Written Notice documentation.

E. Authorization to Disclose Confidential Information. 

F. Log of Access to Confidential Record (DH-CMS Form 1063).

G. Individualized Family Support Plan(s).

H. Participation in IFSP Meeting Documentation form(s)

I. Progress Reports.

J. Service Coordination/Targeted Case Management case notes.

K. Consultation Documentation form
L. Medicaid Freedom of Choice form (if applicable).

M. All Correspondence related to the child/family, including that which is exchanged electronically, regardless of method of electronic exchange, sender or recipient.

N. Additional documentation such as court order granting legal guardianship, documentation of resident alien status, documentation of insurance, as appropriate.

O. Any medical documentation related to the diagnosis or medical condition of the recipient, including history and services.
	Policy Handbook 2.3.4
Policy Handbook 3.4.1
Policy Handbook 1.7.1
Policy Handbook 8.5.5
Policy Handbook 8.5.6
Operations Guide 12.5.2
Early Steps Case Note 



 HYPERLINK "http://www.cms-kids.com/home/resources/es_policy/Attachments/4_EarlyStepsCaseNoteInstructions.pdf" 

Early Steps Case Note Instructions


IFSP (print version)
Policy Handbook 12.5.3F - Progress Report Content Requirements
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	12.5.3 The Early Steps record maintained by the provider must at a minimum, consist of the following: 

A. Documentation of each service encounter, including the following:

1. Child’s name.

2. Medicaid identification number, if applicable.

3. Date of service.

4. Names of persons to whom the service was provided.

5. Place the service was provided.

6. Start and stop time of each session provided (e.g., 3:00 p.m. to 3:45 p.m.).

7. Whether individualized or group services were provided.

8. Details of provided activities.

9. Activities and tools suggested for caregivers to do in everyday routines, activities, and places.

10. Progress achieved. 

11. Dated signature and title of the person who provided the service.

B. IFSP
C. Plan of care, if applicable.

D. Any medical documentation related to the diagnosis or medical condition of the recipient, including history and services.

E. Third party billing information.

F. Progress reports, which must include the following:

1. Child’s name.

2. Date.

3. Period of time covered.

4. Number of sessions that took place during the time period.

5. Reason(s) for any missed sessions.

6. Progress toward meeting IFSP outcomes.

7. Suggestions for family follow through.

8. Assistive technology device use recommendations.

9. Provider’s name, signature, and title.

G. All correspondence related to the child/family, including that which is exchanged electronically, regardless of method of electronic exchange, sender or recipient.
	Operations Guide 12.5.3
Florida Medicaid Early Intervention Services Coverage and Limitations Handbook
Florida Medicaid Therapy Services Coverage and Limitations Handbook
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	12.5.4 The LES will not maintain separate or    shadow Early Steps records.
	Policy Handbook 8.2.3
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	12.5.5 Any information relayed or exchanged electronically that is related to screening, evaluation and assessment, eligibility determination, development and implementation of the Individualized Family Support Plan, provision of services, individual complaints regarding the child, and any other area under IDEA, Part C related to the child or the child's family, must be printed and filed in the Early Steps record.    
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	12.5.6 Closed Early Steps records, including all records kept in electronic form, must be maintained by the LES and Early Steps providers for a minimum of six (6) years from the date of closure.  


	

	
	12.6.0 Data Reporting Requirements For Early Steps Providers 

	Policy
	Reference/Related Documents

	[image: image15.wmf]
	12.6.1 To ensure timely and accurate data, Local Early Steps should have mechanisms in place to resolve discrepancies, data errors or omissions when identified.
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	12.6.2  
A. Local Early Steps may pay a natural environment support fee to providers who are serving a child face to face in their natural environment.  This support fee will be in addition to the payment the provider receives for services to the child. 

B. There are three graduated levels of support payable per child per service per day, and the LES will decide the level to be paid based on the needs of the service area.  The specific reimbursement rates are detailed in the CMS-KIDS taxonomy.

C. The natural environment support fee can only be billed through CMS-KIDS when it is related to the provision of a service, IFSP meeting or consultation session. 


	Operations Guide 12.6.2
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	12.6.3 Early Steps providers must submit progress reports to the family and the child’s service coordinator at least every six months or in conjunction with the review or update of the child’s IFSP.  

	Policy Handbook 12.5.3 F - Progress Report Content Requirements

	
	12.7.0 Data Reporting Requirements-ESSO to U.S. DOE/OSEP

	Policy
	Reference/Related Documents
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	12.7.1 ESSO must provide data to U.S. DOE/OSEP in accordance with their instructions on the number and percentage of infants and toddlers by race, gender and ethnicity who on a specific date between October 1 and December 1 of each year:

A. Are receiving early intervention services 
B.  Exited IDEA, Part C services from birth through age 2.
	Operations Guide 12.7.1
IDEA §618(a)(1)(B)
IDEA §618(a)(1)(C)
IDEA §618(a)(1)(F)
IDEA §618(a)(1)(G)
IDEA §618(a)(2)
IDEA §618(a)(3)
34 CFR §303.721(a) 
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	12.7.2 ESSO must provide data to U.S. DOE/OSEP on the following: 
A. The number of dispute resolutions filed each year.
B. The number of hearings conducted, mediations held and settlement agreements reached through mediation.
	IDEA §618(a)(1)(F) 
IDEA §618(a)(1)(H)
IDEA §635(a)(14)
CFR §303.721(c) 

	[image: image20.emf]
	12.7.3  Data reported as identified in 12.7.1 above must include a certification signed by an authorized official of the ESSO that it is an accurate and unduplicated count of infants and toddlers with disabilities receiving early intervention services.
	34 CFR §303.723 
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	12.7.4  Data reported as identified in 12.7.1 and 12.7.2 above must be done so in a manner that does not result in disclosure of data that identifies individual children:


	34 CFR §303.722(a) 
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	12.7.5 ESSO must provide to U.S. DOE/ OSEP a description of the process that Florida uses or will use to compile data on infants or toddlers with disabilities receiving early intervention services under Part C. The process must include:

A. Procedures used to count the number of children with disabilities receiving early intervention services.

B. A certification from each LES that an unduplicated and accurate count has been made.

C. A certification that the count was made within the dates specified in 12.7.1.
D. A description of the state’s sampling methods if sampling is used, for reporting data.
	34 CFR §303.124(b) 

34 CFR §303.724 
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	12.7.6  If ESSO collects data for any indicators through monitoring and sampling, then ESSO must report data on these indicators for each LES at least once during the six year performance period.
	34 CFR §303.701(c)  

	
	12.8.0. Data Reporting Requirements- ESSO  to Part B

	Policy
	Reference/Related Documents
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	12.8.1 ESSO will exchange with Florida Department of Education Bureau of Exceptional Education and Student Services specific personally identifiable information according to regulations under IDEA, Part C and IDEA, Part B. 


	IDEA §618
IDEA §635(a)(14)
Florida Department of Health Children's Medical Services, Early Steps and Florida Department of Education Bureau of Exceptional Education and Student Services Cooperative Agreement
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