Early Steps Operations Guide
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This document does not include guidance/procedures for each policy in the Early Steps Policy Handbook.  Guidance is included only as necessary to explain how to implement a policy, outline steps, or recommend actions to support implementation.


Component:
12.0
Data Collection/Reporting and Record Keeping

	Related Policy  Component
	Guidance/Procedures
	Reference/Related Documents

	12.5.0 Early Steps Record

	12.5.1
	A. LES may use the Early Steps Abbreviations/Acronyms Approved for Use in Early Steps Records. 
B. If LES choose to use the Early Steps Abbreviations/Acronyms Approved for Use in Early Steps Records, the following actions should be taken by the LES: 
1. Distribute the Early Steps Abbreviations/Acronyms Approved for Use in Early Steps Records to all LES staff and instruct staff to: 

a. Write out words/phrases rather than using abbreviations/acronyms in documents that are routinely shared with families, providers, and others (i.e. IFSPs). 

b. Use approved abbreviations/acronyms rather than writing out words/phrases in documents that are primarily kept within the LES (i.e. case notes). 

c. Use abbreviations/acronyms exactly as listed on the approved list. 

d. Use only the abbreviations/acronyms that appear on the list, or other locally recognized abbreviations/acronyms for local agencies or public places that do not conflict with or duplicate those that are listed on the Early Steps Abbreviations/Acronyms Approved for Use in Early Steps Records document. 

2. Ensure that a legend of any locally recognized abbreviations/acronyms used is kept in the Early Steps record so that reviewers, auditors, families, or others will be able to understand what is written in the Early Steps record. 

3. Ensure that hard copy of the Early Steps Abbreviations/Acronyms Approved for Use in Early Steps Records document is kept in each child’s Early Steps record so that reviewers, auditors, families, or others will be able to understand what is written in the Early Steps record. 

C. The Early Steps record may exist in electronic format if it is: 
1. Saved securely in an electronic filing system.

2. Easily accessible upon request.

D. The Early Steps record should be in the following format with all items in chronological order per section with the most recent items on top:

1. Front of Record:  Log of Access to Confidential Record:

a.  Form DH-CMS 1063 , Log of Access  to Confidential Record
2. Section 1: Notes/Service Implementation:
a. Service Coordination/Targeted Case Management Notes

b. Documentation of the substance of all contacts with or related to the child/family including telephone contacts, home visits, office visits, meetings, emails, and etc.

3. Section 2: Intake/Referral:
a. Referral form

b. Intake forms

c. Enrollment information

4. Section 3:  Medical: (This section primarily includes collateral information obtained from medical providers outside Early Steps.)

a. Medical Progress notes

b. Nursing notes

c. Physical examination reports

d. Growth charts

e. Discharge summaries

f. Birth history/delivery records

g. Radiology/Laboratory reports

h. CMS clinic reports

i. CMAT medical information

5. Section 4:  Evaluation/Assessment/Eligibility:

a. Evaluation and assessment reports

b. Evaluation and assessment protocols

c. Collateral information/reports used for eligibility determination 

d. Therapy prescriptions and care plans (Physical Therapy - filed together, Occupational Therapy - filed together, Speech Therapy - filed together) 

e. Hearing screens and evaluations 

f. Vision screening information

g. Progress reports generated by service providers (therapy, special instructions)

6. Section 5:  Individualized Family Support Plan:

a. Individualized Family Support Plans and updates 

7. Section 6:  Consent/Legal:

a. Authorization to Disclose Confidential Information
b. Court documents (custody orders, treatment orders, etc.)

c. Informed Notice and Consent for Screening  Evaluation, Assessment and Follow-Up Review
d. Informed Consent for the Use of Private Insurance
e. Permission to video/photograph, if appropriate

8. Section 7:  Financial/Data:
a. Documentation of Insurance/Medicaid

b. Medicaid eligibility information

c. Service/payment authorization, when applicable

d. Invoices and billing information (may be in a separate child-specific file)

e. Early Steps data forms - not required (Interventions/Appointments/Referrals) 

9. Section 8:  Correspondence/Miscellaneous: 

a. Prior Written Notice forms 

b. Copies of correspondence sent out by Early Steps, record requests, notification of meetings/ appointments/missed appointments, referrals to services (to implement Individualized Family Support Plan or for transition from Early Steps)

c. Copies of correspondence received by Early Steps: responses to referrals, requests for information, etc.

E. If there is concern for the foster parent(s) who have provided consent, the names and personally identifiable information can be redacted from copies of the IFSP or copies of other related documents in the records before being released to the natural parent(s). 

F. If there has been an adoption, the adoption record process below should be followed to ensure the confidentiality of pre-adoption Early Steps records of children who are subsequently adopted 

1.
Initiating the Adoption Record Process.  When notified by a court order or adoption decree that an adoption has occurred, the Early Steps service coordinator will: 

a.
Send an encrypted email to the supervisor and the data custodian informing them of the adoption. 

b.
Obtain the hard copy Early Steps record, includ​ing all volumes and any records that may have been archived in storage.

c.
File the court order/adoption decree in the current volume of the pre-adoption Early Steps record under the “Legal” tab. 

d.
Contact the adoptive family within 5 calendar days from the date the LES is notified of the adoption to confirm whether it is their intent for the child to remain open to Early Steps post-adoption or be closed post-adoption.

2.
Children Closed to Early Steps Services Post-Adoption.  If the adoptive parents express intent to decline services post-adoption, the service coordi​nator will close the child’s record and ensure the pre-adoption record is sealed by doing the following:

a.
Notify all current providers of child’s closure to Early Steps. 

b.
Schedule a transition meeting, following the process outlined in the Early Steps Policy Hand​book components 6.12.1, 7.4.1 and 7.4.2.

c.
Close the data record for the child.

d.
Complete the steps in 4 below for sealing the pre-adoption record.

3.
Children Who Remain Open to Early Steps Services Post-Adoption. The service coordinator will meet with the adoptive parents if they have expressed the intent to continue receiving Early Steps services post-adoption.  During the meeting, the service coordinator will provide information about Early Steps (including family rights and procedural safeguards), and collect updated information. The service coordinator will then create a post-adoption record, using the pre-adoption hard copy of the Early Steps record as the basis for the new record.  There will be no reference to the adoption noted in the new record. 

a.
For adoptive parents who have expressed intent to continue with Early Steps services post-adop​tion, the service coordinator will: 

1)
Collect new Medicaid and/or insurance information, obtain consent forms and any other necessary forms in preparation for an Individual​ized Family Support Plan (IFSP) meeting. 

2)
If it is determined during the IFSP meeting that the pre-adoptive IFSP team members will provide services post-adoption: 

a)
Obtain consent from the parent to notify current providers of the adoption and name change using the Consent to Disclose Pre and Post Adoption Information to Provider letter. 

b)
Notify providers of the adoption and name change using the Provider Notification of Adoption letter after written consent is obtained from the adoptive parents.

3)
Schedule an assessment and IFSP meeting within 30 days of being notified of the adoption (eligibility does not need to be re-established).

b.
To create the new post-adoption record, the Early Steps service coordinator will use the pre-adoption hard copy of the Early Steps record as the basis to take the following steps:

1)
Temporarily remove and copy pertinent documents from the original record, including, but not limited to: any medical documentation related to the diagnosis or medical condition of the child, early intervention service records and IFSPs.

2)
Using the documents removed and copied from the pre-adoption record, the service coordinator will redact all pre-adoption identifiers, including: child’s birth name, social security number (if changed), and all references to the birth parents and/or foster.  No reference to the adoption will be noted in the new record. 

3)
Insert the child's adoptive name, adoptive parent’s information and the new demographic information where needed in the documents in the redacted record.

4)
Copy the documents that now have the new information and create a new record under the child’s adoptive name.

5)
Shred the redacted documents that were removed from the pre-adoption record.

6)
File the Consent to Disclose Pre and Post Adoption Information to Providers and Provider Notification of Adoption letter(s) under the “Correspondence” tab in the pre-adoption record.

7)
File the court order/adoption decree under the “Legal” tab in the pre-adoption record. 

4.   Sealing the Pre-Adoption Record. The service coordinator will ensure that the pre-adoption record is sealed by taking the steps shown below:

a.
Print any electronic records in their entirety and add it to the hard copy record, ensuring that all records are included. 

b.
Place the entire hard copy record in a sealed envelope marked “CONFIDENTIAL."

c.
Place the confidential envelope into another envelope and seal it. Mark the outside envelope with the child's adoptive name.  Place a notation on the envelope:  “THESE RECORDS CAN ONLY BE OPENED BY COURT ORDER".  (A court order must be obtained to open or release a sealed record.  A written release by either parent or child upon reaching the age of majority is insufficient to allow for accessing the informa-tion and/or releasing a sealed record from the office.)

d.
Place the envelope(s) in a locked file cabinet in an area with limited access.


	Early Steps Abbreviations/ Acronyms Approved for Use in Early Steps Records
Informed Notice and Consent for Screening, Evaluation, Assessment and Follow-Up Review - English
Informed Notice and Consent for Screening, Evaluation, Assessment and Follow-Up Review-Spanish
Informed Notice and Consent for Screening, Evaluation, Assessment and Follow-Up Review-Creole 
Informed Consent for the Use of Private Insurance-English
Informed Consent for the Use of Private Insurance-Spanish
Informed Consent for the Use of Private Insurance-Creole
Operations Guide 8.5.1
Consent to Disclose Pre and Post Adoption Information to Providers
Provider Notification of Adoption
Letter to Adoptive Parent – Child to be Closed


	12.5.2
	There may be limited items in the Early Steps record for children for whom contact is not successful, eligibility is never determined, or an IFSP is never developed. 


	 

	12.5.3
	Progress reports summarize the services provided during a reporting period. Service documentation describing each encounter and service provided to an Early Steps child or family member are different from progress reports.
	 

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

	12.7.1
	A. ESSO will report on the number of infants and toddlers, ages birth through 2 (children who have not yet reached their third birthday), and their families receiving early intervention services under IDEA, Part C according to an individualized family service plan (IFSP) in place on a specific date.  
B. ESSO will report on the number of infants and toddlers with disabilities, ages birth through age 2, who exited IDEA, Part C services during a 12-month reporting period.  All children who reached their third birthday while still receiving IDEA, Part C services should also be reported as exits.  Only infants and toddlers who had an active individualized family service plan (IFSP) in place at some time during the State-determined 12-month reporting period are to be reported.  
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