First Steps – South East

ED Team Procedures

Initial Referrals/IFSP

1) The intake coordinator will fax the referral information to the ED team scheduler within 1 (one) business after the intake is completed.

Referral information will include

a) ED team referral form

b) Section F and G of the social history from the combined enrollment form

c) Any medical records available

2) The scheduler will contact the family with in 2 (two) business days of receipt of the referral from the intake coordinator.  The evaluation will be scheduled no later than 2 weeks following receipt of the referral.  If the scheduler is unable to schedule the evaluation within the appropriate time frame, he/she will contact the intake coordinator.

3) The ED team scheduler will assign a lead ED team member for each evaluation.  This lead member is responsible for forwarding the completed evaluation to the following: Intake coordinator, ongoing service coordinator, ED team scheduler, other ED team member(s). This must be done within two (2) days of the evaluation.  The lead team member is also responsible for ensuring that the original report is received by the Intake coordinator for the SPOE file.
4) The intake coordinator will submit to the SPOE the request for authorization for the evaluation within 2 days of receipt of the faxed evaluation. NO AUTHORIZATION REQUESTS WILL BE ENTERED WITHOUT APPROPRIATE DOCUMENTATION.
5) The scheduler will contact the family and schedule the eligibility/IFSP meeting and notify the intake coordinator of the date.

6)  The intake coordinator will send out the 10 day written notice of eligibility/IFSP meetings.  A copy of the evaluation will be included in the written notice. 

7) The intake coordinator will notify service coordinator of IFSP meeting.

8) Following the IFSP meeting the intake coordinator will fax completed IFSP to the scheduler.  The intake coordinator will also send copies to the family, service coordinator, and on-going providers.

9) The scheduler will forward the IFSP to the appropriate ED team members.

Procedures for quarterly reports

1) On-going providers are responsible for ensuring that quarterly reports are received by the service coordinator by the end of the first week of the appropriate month.

2) The service coordinator will fax quarterly reports to the scheduler.

3) The scheduler will forward quarterly reports to the appropriate ED team members.

4) ED team members are to review quarterly reports and contact the service coordinator/on-going providers with any concerns.

Procedures for 6 month reviews

1) The service coordinator will ensure that 6 month reviews are completed in a timely manner.  Service coordinators will fax to the scheduler copies of 6 month review reports 10 days prior to the scheduled 6 month review.  

2) The scheduler will forward the reports to the appropriate ED team member(s) to review prior to the scheduled meeting.

3) The ED team members must communicate any concerns to the Service coordinator prior to the scheduled meeting.

4) The service coordinator will fax to the scheduler copies of the review sheet, meeting minutes, and any additional outcomes or change page following the meeting.

5) The scheduler will forward 6 month review paperwork to the appropriate scheduler.

Procedures for Annual IFSPs

1) The service coordinator will fax to the scheduler the request for an annual evaluation and all pertinent paperwork at least 45 days prior to the IFSP effective date.

2) The scheduler will contact the family within 2 (two) business days of receipt of the request and schedule the annual evaluation.

3) The Ed team lead member will fax the completed evaluation to the service coordinator.  The team member is responsible for insuring that the service coordinator receives the original evaluation by the IFSP meeting.

4) The service coordinator will submit the request for authorization for the evaluation to the SPOE for data entry within 2 days of receipt of the faxed evaluation.  (AS BEFORE, NO AUTHORIZATIONS WILL BE ENTERED WITHOUT APPROPRIATE DOCUMENTATION).
5) The scheduler will contact the family and service coordinator and schedule the annual IFSP meeting.

6) The service coordinator will send out the 10 day written prior notice to the family and on-going service providers.  A copy of the annual evaluation will be included in the written notice.

7) The service coordinator will forward the completed annual IFSP to the child’s physician for signature.

8) Once physician signature is obtained, the service coordinator will submit the annual IFSP to the SPOE for data entry.  This will include the request for authorization for those attending the IFSP meeting and the request for authorization for the ED team following.

9) The service coordinator will forward a copy of the IFSP to the scheduler, to the family, and to ongoing providers.

10) The scheduler will forward the IFSP to the appropriate team members.

Process for Requesting Additional Evaluations

1) The service coordinator will complete the request for evaluation form and submit to the scheduler.

2) The scheduler will contact the family within 2 (two) business days from receipt of the request and schedule the evaluation.

3) The appropriate ED team member will complete the evaluation and fax the evaluation to the scheduler and to the service coordinator within 48 hours of the evaluation. The ED team member is responsible for ensuring that the service coordinator receives the original evaluation.
4) The service coordinator will complete the request for authorization and submit to the SPOE within 2 (two) days of receipt of the faxed evaluation.

5) The service coordinator will contact the family and other team members and review the evaluation.  If needed a team meeting may be scheduled.

6) If additional services are needed the service coordinator will complete the appropriate paperwork and follow the necessary procedures to add a service.

Process for requesting a change to the IFSP

1) The service coordinator will complete the “Request for Change” form and submit it along with the “Team Discussion” page, and the change page to the scheduler.

2) The scheduler will forward the request and supporting documentation to the appropriate ED team member within 2 days.

3) The ED team member will review and complete the bottom half of the “Request for Change” form.  If needed the ED team member can contact the service coordinator or any on-going providers for more information related to the request.  The ED team member will return the request to the service coordinator and forward a copy to the scheduler also.  **The “Request for change” process must be completed by the ED team and returned to the service coordinator within 10 business days.

4) The service coordinator will complete any change paperwork as appropriate.

