First Steps Agency Requirements for Supervision/Support
Documentation

· Ensure face-to-face sheets used by all providers meet State requirements and are completed correctly.
· Maintain original billing documentation as well as documentation to support billing and delivery of service in a central and secure location which meets ADA requirements and is open to the public during normal business hours.  Documents to be maintained must include but are not limited to: face to face sheets, calendar/appointment books, progress reports, scripts, documentation of diagnosis codes utilized in billing, correspondence relevant to the delivery of service or authorization, IFSP or service authorization request. 
· Monitor face-to-face sheets to ensure completeness, appropriate use of ICD-9 codes, and justification of services billed.

· Track submission of progress reports to ensure timeliness, use of correct format, and justification of service level provided.

· Assist providers with completion of enrollment, credential, and re-credential paperwork.

· Maintain supervision or mentoring documentation.

· Maintain documentation of quality assurance activities for all providers 

· Maintenance of documentation must meet HIPAA and FERPA requirements

Training/Education
· Provide mentoring for new and inexperienced providers.

· Monitor provider compliance with completion of Training Times and First Steps Core Training.
· Provide State-directed trainings and education within a specified time frame.
· Conduct semi-annual trainings related to service delivery topics.
· Educate providers regarding written SPOE procedures for the respective service area.
· Communicate expectations for appropriate service levels, including clear guidelines for reduction and discharge.
Quality Assurance

· Maintain regular communication between a designated agency supervisor and SPOE to discuss and resolve concerns and issues.
· Participate on the Local Planning and Coordinating Council (LPCC).

· Establish and implement a plan for measuring family satisfaction with service provision.

· Review levels of service provision at least quarterly and provide feedback when appropriate.

· Present a concrete plan for ensuring that services are available in all parts of the service area, including remote and historically underserved areas
· Maintain written procedures for compliance with the Health Insurance Portability and Accountability Act (HIPAA) and the Family Educational Rights and Privacy Act (FERPA).
· Implement corrective action plans and subsequent monitoring for providers who are found to be out of compliance with HIPAA, FERPA, or any First Steps regulations or procedures stated in the following sources: Rider A - Provider Agreement, Procedural Safeguards, Personnel Guide, Indiana’s Best Practices for Early Intervention, Professional Conduct Guidelines, and SPOE Procedures.
· Implement corrective action plans and subsequent monitoring for agencies when found to be out of compliance with HIPAA, FERPA, or any First Steps regulations stated in the following sources: CRO Agreement, Procedural Safeguards, Personnel Guide, Indiana’s Best Practices for Early Intervention, Professional Conduct Guidelines, and SPOE Procedures.

· Designate a single agency administrator for communication with State employees and contractors regarding complaints and other quality issues.
· Documentation of face to face meetings with all staff (contracted or employed) at minimum of one time per quarter.

· Conduct annual or more frequent monitoring of provider files, reports and records

· Monitor state requirements and updates including but not limited to timely services

