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Updates to Early Steps Policy 
Handbook and Operations Guide

Effective October 1, 2014
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Overview Presentation

�Audio for todayಬs webinar is being 
broadcast via telephone

�Please dial:
ದ 1 888 670 35251 888 670 35251 888 670 35251 888 670 3525

�Participant passcode:
ದ 9755323732 then # 9755323732 then # 9755323732 then # 9755323732 then # 
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Today’s Presenters

� Renee Jenkins

� Brenda Jones-Garrett

� Dawn Lynch

� Kelly Rogers

� Carole West
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Purpose of Today’s Call

� Orient field to policy updates to be 
implemented October 1, 2014

– Review IFSP/CMS-K.I.D.S. changes

– Delete/move some policy language

– Clarify previously unclear, 
misinterpreted language
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About the Q & A Period

Q&A period at end, if time allows

–Write questions down during 
presentation by slide number
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Access to Documents

http://www.floridahealth.gov/AlternateSites/CMS-
Kids/home/resources/es_policy/es_Policy.html
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Policy Handbook

� Symbols continue to differentiate
federal      and state     policies 

� Formatted for electronic use

࿻ Links to:

• Federal Statute & Regulations

• State Statutes

• Operations Guide

• Other Policy

• Other Relevant Documents
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Operations Guide

� Refers to related policy number

� Formatted for electronic use

– Links to:
• Attachments
• Forms
• Instructions 
• Websites

� Not guidance for every policy

� Navigate between policy handbook, operations 
guide and attachments
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General Rules re: Policies 

� Definitions linked 

� Other agency/program policies (e.g., 
AHCA/Medicaid, DOE, DCF, provider 
management) not included/repeated, 
but linked
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Component 1 –

General Supervision and 
Administration

Fundraising

� Adds policy and guidance to outline parameters 
for fundraising by Local Early Steps 

– Clarifies that Part C funds will not be used to 
support fundraising activities

– Fundraising activities may be performed to 

support program expenses when requirements  
outlined in policy are met 

� Adds a definition for fundraising

(1.4.14 Policy & Guide & Definition)
11
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There are no changes to

Component 2  – Child Find 
& Referral
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Component 3 -

First Contacts/ 
Evaluation/Assessment

14

Screening

� Clarifies that the Ages and Stages 
Questionnaire being recommended is the third 
edition (ASQ-3) (3.3.1B and 3.6.1E Guide)

� Adds new language that references use of the 
ASQ-SE for children with social-emotional 
concerns (3.3.1D Guide)
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Assessment

� Clarifies that IFSP Forms D and E have a 
different purpose by deletion of references to 
developmental domains

(3.6.1 and 3.6.2 Policy, 3.6.3 Guide)

� Removes the breakout of developmental 
domains from Form E 

(IFSP Attachment, Form E)
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Eligibility

�Revised the Established Condition List 
attachment to add the following condition 
under the Significant Sensory Condition 
category:

Aural Atresia – unilateral or bilateral
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Component 4 –

Service Coordination

Service Coordinator Qualifications

� Clarifies that state approved qualifications and 
training for service coordinators are outlined in 
Policy Component 10.4.0 and Operations Guide 
10.4.0

(4.4.1 Policy)

18
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Component 5 –
Individualized Family 
Support Plan (IFSP)

20

IFSP Meetings

� Clarifies that services should continue as 
currently authorized if an IFSP meeting is late 
due to an Early Steps issue

(5.3.11 Guide)

� Clarifies that Form H should include signatures 
of each IFSP team member participating in the 
development/review of the plan

(5.3.16 Guide)

IFSP Content

� Deletes policy related to peer-reviewed research 
because it is a duplicate of 5.3.6. Policy

(5.3.17 Policy)

21
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IFSP Meetings

� Moves the barrier reasons for the 45 day 
timeline from Component 12 to Component 5

(5.5.2. Guide)

23

IFSP Instructions

� Deletes IFSP Instructions:

– Incorporates appropriate content in policy

– Forwards appropriate content to training

– Forwards appropriate content for data 
instructions 

24

IFSP Document

� Adds data entry fields to “Your Child’s 
Developmental Screening” section that will 
capture a summary of the data

(Form B)

� Deletes references to developmental domains 
to clarify different purposes for Forms D and E 

(Form E)
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IFSP Document

� Revises form to document parent participation 
on the transition plan

(Form I) 

� Other minor formatting changes consistent with 
CMS-K.I.D.S.

25

26

Component 6 –

Early Intervention Services 
and Supports

27

SHINE

� Retires the SHINE Acronym 

� Deletes language related to SHINE and the 
Blind Babies program  (6.1.1 Guide)

� Deletes SHINE attachments in Component 6
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Family Survey

� Adds new policy and guidance related to the 
requirement that families receive a survey 
when they exit Early Steps including:

– Criteria that dictates when a family should 
receive the survey

– Purpose of the survey

– Preferred method of survey delivery

(6.1.20 Policy & Guide)
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Closure to Early Steps

� Removes language regarding closure of 
data records when a child transfers within the 

state

(6.1.12 Guide )
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Closure to Early Steps

� Moves information about possible reasons for
closure from Component 12 to Component 6 

– Removes references to DEI 

– Adds closure reason regarding children who 
turn three before their eligibility is 
determined 

– Deletes closure reasons due to transfer to 
another LES 

(6.12.1 Guide’
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Component 7 –

Transitions

Notification

● Deletes references to second birthday and adds 
language consistent with IDEA, Part C regulations

� When the 

Understanding 
Notification brochure 

must be provided and  

notification/opt out 
explained to parents

� For children who become eligible 90 days 
or more before their third birthday, prior 

to the required notification date 
(7.2.3.A Policy)

� For children who become eligible less than 
90 days before their third birthday─ on the on the on the on the 
date of eligibility date of eligibility date of eligibility date of eligibility (7.2.3 B Policy)

� DeletesDeletesDeletesDeletes 7.2.5 Policy & Guide
� Revises Revises Revises Revises Understanding

Notification Brochure
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Activity New Requirement

Notification

● Deletes references to second birthday and adds 
language consistent with IDEA, Part C regulations

� When parents should 
indicate in writing─ using 
the Notification Opt-Out 
Form─ whether they 
choose to opt-out of DOE 
and school district 
notification

� For children made eligible less than 90 
days prior to the childಬs third birthday: no no no no 
later than the initial IFSP later than the initial IFSP later than the initial IFSP later than the initial IFSP (7.2.6 Policy)

� For all other children: prior to the 
required notification date (7.2.6 Policy)

33

Activity New Requirement
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Notification

� Deletes references to second birthday and adds 
language to clarify that the date the parent was 
informed of the intent to provide notification to 
the DOE and school district must be:

– on or after the child’s eligibility determination 
date

– documented in the data system

(7.2.5 Policy)

34

Notification

� Adds the DOE as an entity that communicates 
with the LES to determine the most appropriate 
format for submission of notification information

(7.2.7 A Guide)

35

Understanding Notification 
Brochure

� Clarifies the brochure is provided to parents prior to 
the date notification is due so they are aware of the 

notification requirements

� Deletes  two questions because responses were no 
longer relevant:

– Will I have a chance to discuss notification 
further?

– How long will I have to decide whether to opt-out 
of notification?

(Attachment─ Understanding Notification brochure’ 36
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Transition Conference

� Moves transition conference barrier reasons 
from Component 12 to Component 7

� Deletes barrier reason related to local school 
district representative issues

(7.3.1 A Guide)

37

Transition Conference

� Replaces requirement for “parental consent” with 
“approval of the family” to invite the local school 

district representative and/or other potential 
service providers to the transition conference

� Clarifies that approval from the family should be 

documented in a case note
(7.3.2 B & 7.4.2 B Policy  and 7.3.1 B, 7.3.2 A, B

& E, 7.4.1A and 7.4.2 A & B Guide and

Form I) 

38

39

Component 8 –

Procedural Safeguards



14

Parental Consent 

� Clarifies that consent is not required if only 
being administered as part of the child outcomes 
measurement system 

(8.5.1 Handbook)

� Adds exceptions for releasing personally 
identifiable information without consent

( 8.5.6.K.&L. Handbook)

40
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Due Process Hearing

� Clarifies the 45-day timeline for a due process 
hearing starts after the 30 day time period for 
a resolution meeting   

(8.10.15 Policy)

42

Component 9  –

Family Involvement 
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System of Family 
Involvement Plan

� Revises the System of Family Involvement Plan 
and changes the requirement from 
biannual/annual to monthly updates

(Component 9 Attachment’

43
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Component 10  –

Personnel Development 
and Standards

45

Service Coordinator Enrollment

� Updates instructions for submitting service 
coordinator enrollment information via 
weblink

� Revises section to show that the service 
coordinator must complete their on-line 
modules and apprenticeship training to meet 
enrollment requirements

(10.4.2 Guide)
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Provider Supervision

� Clarifies that the supervising therapist of a 
therapy assistant on the IFSP team must sign 
the IFSP, in addition to the therapy assistant.

(10.5.4 Guide)

� Adds fax number and email address to 
Provider Supervision form 

47

There are no changes to 

Component 11 –
Interagency Agreements

48

Component 12 –

Data Collection/Reporting 
& Record Keeping
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Barriers to Timely Service

�Moves the barrier reasons for the 45 day 

timeline from component 12 to component 5

(from 12.3.5 Guide)

�Moves transition conference barrier reasons 
to 7.3.1A Guide

(from 12.3.10 Guide)
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Reasons for Closure

�Moves information related to possible 

reasons for closure to Component 6.12.1 
Guide

(from 12.3.11 Guide)

51

Early Steps Record

� Incorporates the process to follow for children 
being adopted to ensure the confidentiality of 
pre-adoption Early Steps records 

(12.5.1F Guide)
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There are no changes to

Component 13 –
Developmental Evaluation 
and Intervention (DEI)

53

Definitions 

Individualized Family 
Support Plan Team

� Clarifies specialists are added to the 
IFSP team as necessary

54
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Hearing Impairment

� Deletes definition of "hearing impairment" 
because it is already defined in the "IDEA, 
Part C Criteria for Determining Significant 
Hearing Loss” document

(3.1.2 Guide Attachment)
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More Information at

Early Steps website 

http://www.floridahealth.gov/AlternateSites/CMS-
Kids/home/resources/es_policy/es_Policy.html

57

Questions
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ESSO Next Steps

� Ensure implementation

� Incorporate changes into training materials

� Ensure performance standards are consistent

� Update policies and guidance as an on-going 
process

� Other

59

LES Next Steps

� Review all policy documents 

� Orient staff, providers, families, and other 
stakeholders

� Inform program manager of questions or 
need for further clarification

� Make changes to local systems as necessary 
to implement revised policies

60

.


