Biennial Performance Report (BPR) data system v.02.02

Welcome to one of the components for
Connecticut’s Part C general supervision and
quality assurance systems. This document

Connecticut may be printed but we designed it to be
B||"[h to Three used “live” or at least, printed in color.
System

The list below includes links to various steps in the BPR data entry and

reporting processes that are included in this document.

Click on any link to go directly to that section.
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Biennial Performance Report (BPR) data system v.02.02

Open the BPR data system (double click a desktop shortcut or click Start,
Programs, BPR, Biennial Performance Report).

Log in using the same System ID and Password

that you use for the Birth to Three Data System.

Enter ID & Password

Rew 02.02.00

Enter Swztem D Itest—
Enter Pazsward I—
Server IW
Databasze W

Go it

If you have upgraded to a VPN
connection, you may have more
than one System ID. Be sure to
use the main ID each time you
log in to the BPR data system.

The program opens to the BPR data entry screen.
NOTE: the Family Centered Services items are the first ones visible.

:"E“EBiannual Performance - - EI

File Reports

Review Date I vI Sample Count | Direct Swi Staff Count

Discuzsiohs

Family Center Services IT Service Delivery 1-17 T Service Delivery 18-31. T Transition
ol i

Mg ’gmx. Moas Fome Lifers fpf Mezsire me, Moas Fome Chfers  fpf
1. Eligibity Statement I I I 13 8 Family Dutcomes Moted I I I 13

Shared Within 4 Daps | | u
2. Family Involved In 13 9. Family Progress Moted 13

Evalibzsezsment I I I r in Documents I I I L
3. Offered Other Farent a0 10.  Eaily Intervention ]

Caontact I I I L Support Enhanced Dey I I I L
43, Family Contributed to | I I a5 ' 11a Families Engaged | I I a0 '

IFSP - Family ‘W ords Diwring Wigit - Farily
4b, Family I:Dnt_libuted to | I I an u 11b Families I_Engaged | I I a0 u

IFSP - Family Included Diwring Wigit - Obzerve
5. Maturally Occuring 13 12a  Family Rights - Can 100

Learning Dportunities I I I r Dezcrbe I I I r
Ba. [aily Aoutine - | I I 13 n 12b  Family Rights - Contest | | I I 100 u

Language
Eb. Daily Foutine - Bast 12c  Family Rights - Observe

S:;gljesctliﬁrlwne B I I I 85 r s Staff Explanation I I I I 100 L
Be. Daily Routine - Obzerve 13 13.  Hagz Program Helped a0

Staff I I I I r Family Outzome I I I L
7a. Family Strateqgies - 13

Review Yizsit Motes I I I |
7hb. Family S_trategies - Best | I I 13 n

Suggestion
7o Family Strategies - Staff | | I I 13 n
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Biennial Performance Report (BPR) data system v.02.02

To view the Service Delivery and Transition Measures, click on the Tabs

S
File Reports
Review Date Iﬁ Sample Court | Direct Swi Staff Count / /

Service Delivery 1-17 T

Service Delivery 18-31. T Transition '

r Family Center Services T

To begin data entry, select Initiate Review Process from the File menu.

-
."E";Blannual Performance -

File Reports

This will open a new
window. It takes a
short while to open
because it includes

| —

Initiate Review Process

Create Improvement Plan
Delete Review Records
Show Improvement Plan

Shiow BER Data
: current performance
Resolution 5
cave on measures.
Exit

On the Right Hand side of the screen is current information for your program
covering the last 6 months.

I x
Rewview Data Current Data Syztem |nfo - 0542342005
E nter Review Date I_ Eligible Children Count 115

Murnber of Direct
Service Staff

o

Mumber of Records to Review I 11

Ewval <= 45 Dapz From Referral

IFSP<= 45 Dapz From Referal

|' Review Type

" Biannual £ Other

Services Ooour in Matural Setting

Begin

LEA Referral Decizion 150 Before 3rd
Birthday

[9540 %
[8448 =
[6783 %

BE4E X

Cloze
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Biennial Performance Report (BPR) data system v.02.02

On the left hand side of the screen enter a review date and press the Tab
key. The system will then display the six-month date range that will be used
for the data generated by the Birth to Three data system (SPCases). The last
date in this range is 45 days before the date that you entered to allow time
for completion of Initial IFSPs.

i, Intitiate Review Process = |I:I|£|

Rewview Data Current Diata System Info - 05/23/2005

Enter Feview Date Im;m 2005 Eligible Children Count 115

Murnber af Direct I I
Service Staff Ewal <= 45 Days From R efemral I 9540

Mumber of Recards to Review I 1 IFSP<= 45 Daps From Feferral 444 %
IVHEFEE;J;IEEE'  Other Services Ocour in Matural Setting I or a3
Review Period: LEA Referral Decision 150 Before 3rd [ 8345 %
11/17/2004 Through Bithday
051642005

Beqgin Cloze |

You will want to be sure that all data have been entered for the period
selected before completing the BPR process.

If you are not sure that

all available data for File Repaorts
that periOd have been Initiate Review Process
entered into SPCases, Create Improvement Flan
click Close. You will Delete Review Records
return to the Opening Shiows Improvement Plan
data enter screen where St BPF Data

. Reesalutiamn
you can exit out of the cave

program. — T

NOTE: Ultimately the date of your review should be close to the date
that the Biennial Performance Report is due:
Cohort 1: 9/15/07 Cohort 2:. 9/15/08

NOTE: If you want to proceed, you will have an option to delete the all the
BPR records and start over but knowing the date range in advance and
assuring that data in SPCases have been entered can help to avoid this step.
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Biennial Performance Report (BPR) data system v.02.02

Next, enter the number of staff in your program.

Murnber of Direct [ O NOTE: if you decide to change this
Service Staff later. the numbers mav not update

Use common sense for this regarding full/part time and staff/subcontractors.
The number will determine how many staff you will need to observe and
interview.

Cuament Diata System |nfo - 054232005

Mumber of Becords to Review I 11 Eigible Children Count 115

The Number of Records to Review is automatically calculated base on 10%
of the Eligible Children Count as of the date on which you are initiating
the review.

NOTE: Since program sizes Sandy will be updating this to use the number of
records as of a date you select NEW

Based on focused monitoring,
complaints or other quality

Next, select the Review Type. assurance activities, programs
rHeview Tope that do not have online BPR

" Biarrual " Other improvement plans in place may
be required to create one outside
of the standard biennial review
cycle. If you are only creating an
improvement plan, you will select
Other.(See page XX)

If your full BPR is due,
select Biennial.

Click Begin and a confirmation pop-up will appear. Click Yes to proceed.
=

You have selected 070172005 as your Review Dake,
Is this correct?

You can delete everything and start over any time up to the due date.
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Biennial Performance Report (BPR) data system v.02.02

Another pop-up will appear explaining that you can expect a delay. Click OK.
x

This process may take a Few minutes to calculate the necessary measures,
Please click on the OF bukkon ko kick off this process

Zancel |

You will be returned to the BPR data entry screens. This time whenever
possible, available data has been automatically entered.

IE-Blannual Performance - ;IEIEI

File Reports
Ferview Date IW Sample Count [ 77 Direct Sve Staff Count 9 Period 111 7/2004 - 05,1 6/2005

Family Center Services T Service Delivery 1-17: T Service Delivery 18-31. T Tranzition

oo oy o s e Gy Mo i et e Gy
e PR i .
2 Somemwouion [0 [0 [0 [ [ EEum 0o 5  [ lm .
L o [0 [700 | | |'® Recuestbocumened |2 L2 [5 [& ] T
e e el i e e
b Femmbocun | 5 10 [0 100 T g Bt Foay o & BN
T e i N O
S gmecer 70 [5 - it  [T[0[F C
e i BN KN ﬁiﬂ‘;’;‘?%_i’ﬁﬁﬁ”"a | | 115 a0 o 00 W
B. m::gLE;:;:s’;Tn;ﬁt [0 I 0 |'IEID r 14b. ‘IJI-HSSIt'—I'hCEtIannCIUdEdm IM I 0 I 0 |‘IIZID -
* Merene e [o ([0 00| O ® Gionearines 10 [0 100
o gmmn | [TO [T ¢ ©Ewes  [T[T0E T
mgmeraas [T [F U SR, T T

PLEASE CHECK THE DATA: If it looks wrong, use all the reports to find the
records. If you need to fix your data, close out and begin again after the
data in SPCases has been corrected.

As soon as you initiate your review, you’ll want to get the names of the
children for some of the measures with results generated from the data
system. In some cases you’ll need to verify or even correct the data before
proceeding. You may even need to delete the records and start over so it is
important to go over this information as soon as possible.
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Biennial Performance Report (BPR) data system v.02.02

Reports

:“E“E Biannual Performance -

&-W Feporks
=1y Report Scores

Improvement Plan

Evals = 45 Days

IFSP = 45 Davs

IFSP Without Transition Plans ‘
12  Trans Conference < 90 Days

Services Mak Delivered in Matural Setting |

The first two reports, Report Score and Improvement Plan just print out
the information you see on the screens. There is more on this later.

Evals > 45 Days lists the names the children for whom the Evaluation date
was entered in SPcases as being more than 45 days from the referral to
Child Development Infoline.

IFSPs > 45 Days lists the names the children for whom the Evaluation date
was entered in SPcases as being more than 45 days from the referral to
Child Development Infoline.

IFSP Without Transition Plans lists the names of the children for whom
the “transition plan box is not check on EVERY IFSP screen.

Trans Conference < 90 lists the names the children for whom the
Transition Conference date was entered in SPcases as being fewer than 90
days before age three regardless of family reasons. It also lists children for
whom there should have been a Transition Conference (the LEA referral is
marked Yes or Not Yet) but the Transition Conference is blank.

Services Not Delivered in Natural Setting lists the names the children
for whom the primary setting data in an IFSP was entered as other than
home or setting for typical peers OR the “Not Natural” box was checked
indicating that there is another, non-primary, service not provided in
natural setting (other than Audiology.)

NOTE the Performance Dashboard in SPCases if a very useful tool as
well and program should all be familiar with how to use the OPTION
menu to select sample dates to match the BPR. The reports will
align with the BPR.
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Biennial Performance Report (BPR) data system v.02.02

Some of the items are non-standard in that they do not use 10% of records
or staff to calculate the program’s percentage.

Measure SD-4a and SD-4b

Family Center Services ] Service Delivery 1-17

A A ..
Measeve pf”ff Hﬂx Fomi Cofere Opf

da. |nitial Ewal within 45 | og | o0 I 97 I'II:II:I [N t—
Dravg aof Referral

4b. Ewals Occuning > 45 100 T
Family Request Docum I L I 1 I I I

The data system automatically populates 4a and the measure count for 4b.
If all the records with evaluations over 45 days have documentation of the
reasons for the delays and the delays are due to family request, the check
mark in the IP option box for 4a will be removed even if the program
percentage for 4a is below 100%.

This is also true for measures SD-12a, and SD-14a.

Measure SD-20

Use the four-point scale to rate each IFSP as directed in the QA Manual.

If you rate the IFSPs for the record you are reviewing as 1 (very unique) or
2 (somewhat unique), count that record as Met.

If you rate the IFSPs for the record you are reviewing as 3 (a little unique)
or 4 (not really unique), count that record as Not Met.

Enter the number of records that were determined to be Met (very unique or
somewhat unique).

Measure SD-29
r Service Delivery 18-31. T Tranzition

are Signed & Current

IEEI. Tranzdizciplinary Forms | 5 | 5 I‘II:II:I I'II:II:I [

If your program does not have 10% of children covered by Medicaid with a
teacher or EIA on the IFSP, the base figure for “Measure Count” can be
entered to reflect the number of records that were reviewed.

Measure SD-30

I Service Delivery 18-31. T T ranzition
Mossire Moss Moz Fops Cofera ;;;f
30, Farms in Farnily I 3 I E I 100 I 100
Language u

If your program does not have 10% of families speaking a language other
than English at home, the base figure for “Measure Count” can be entered to
reflect the number of records that were reviewed.

As of 1/25/07 Page 8 of 24



Biennial Performance Report (BPR) data system v.02.02

At this point you can begin entering the data from your self review into the
“Measure Met” column. This is the number of records/families/staff for
which you determined that the measure was met as described in the Birth to

Three Quality Assurance manual.

To save your work at any time choose Save from the File menu.

[ 15N
it Biannual Performance -

| NOTE: Be sure you are on the correct tab.

Fil= Reparks

Initiate Review Process
Create Impravement Plan
Delete Review Records
Shiow Improvement Flan
Shiow BPR Data
Resolution

Exit

If you try to close the program without saving any entered or
changed information a pop-up will appear offering you the option
of saving or discarding the information entered.

x

Click on %es ko save information entered, Click on Mo to discard.

When all the data has been entered and saved, you will need to “submit” the
BPR and, create an improvement plan.

To submit the completed BPR, Click on the File menu and select Submit

BPR

[ 17
iti Biannual Performance -

Fil= FReports

Subrmit BPR.

Celete Review Records
Shiov Improvement Plan
Shio BER Data

Resalutian
Save
E:xik

I

A Pop-up will confirm your choice.

Click Yes.

Create Improvement Plan

Are vou ready to develop yaour improvement plan?

]

If you have not saved recent changes, you will be asked
if you want to save your changes.

As of 1/25/07
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Biennial Performance Report (BPR) data system v.02.02

i

ou have changed the BPR data do wou want o save the changes, Click on Mo to discard,

If you select No, you will return to the BPR data entry screen.

If you select Yes, you will be asked to confirm the choice to develop a plan.
BPR x|

=] '*_., The EMail link is not completed wet For the BRR module.

. Send an EMail ko Alice Ridgway indicating that vou have submitted your BRR.
Are you ready to develop wour improvement plan?

You do not have to complete the plan right away however, plans should be
completed within 30 days of the BPR due date.

The Improvement Plan screen will open.
:“E"EBiannual Performance - i 1Ol =l

File IPPFlan Reports
Review Date Ie,'31 /2005 vl Sample Count | 18 Direct S%C Staff Count 25 Period 071/14,/2005 -

fmprovemeant Flan

Moax
Meoszure Fimefine  HMeoos Mer  Stafogies
ISD 200  Separate Suthorization | F | 1] |D LI
Froms Far Info

The IP will include only measures with checkmarks in the IP Opt box. Those

measures that were out of compliance, in significant need of improvement or

checked as an optional item. This screen will display one measure at a time.
Click NEXT and PREVIOUS to move between them.
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Biennial Performance Report (BPR) data system v.02.02

NOTE: You do not have to complete the targets and strategies in your
improvement plan at this point. This step triggers notification that the BPR
data entry has been completed.

If a compliance measure is listed, this is preliminary notification by
the lead agency of non-compliance; a letter will follow as official
notification and the 12 months begins as of the date on that letter.

Enter the following information at least once for each measure.
1) Timeline: This is the date by when the program will have
completed the strategies (4) and by when the measures will be met
as planned in step 2 and 3.
2) # Meas: This is how many records will be reviewed or how many
families will be interviewed.
3) Meas. Met: This is how many of those will have the measure
present as described in the QA manual by the timeline (1).
4) Strategies: This is a description of the activities that will help the
program to reach that target.
:“E"EBiannual Performance - [ 1Ol =l

File IPPFlan Reports
Review Date ie,’31 /2005 vI Sample Count | 18 Direct S%C Staff Count 25 Period 01,/14/2008 - 0741 6/2005

fmprovemeant Flan MNegz
Meoziure Fimefine  #Mear Mer  Salegres
ISD 200  Separate Suthorization | F I 1] |D .’i‘J

Froms Far Info

1 2 3 4 =

There can be more than one target per measure. For other than compliance
measures, a program can spread the targets out over 2 years.
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Biennial Performance Report (BPR) data system v.02.02

Since measures of compliance are due to be corrected as soon as possible

but no later than 12 months from notification, the strategies should be

completed within 6 months so that the program will have time to evaluate

the effectiveness of the strategies and show 3 months of compliance.
NOTE: The first target for each measure displays the description. Any
additional targets for that measure others will read as “Target”
beneath the description. (See page 11.)

To add another target,

FIRST - Click on code for the measure that you are working on. The cell will

turn pink.

Imprevement Flan

"':V
FC1.0.0 ity Statement

Shated \within 4 D ays

Then click on the IP Plan menu and select Add Another Target

:“E"EBiannual Performance -
File | IP Plan Reports

Add Progress Recard

Few

Add Another Target

Submit Imnprovement Plan

If you did not click on the measure code,
you will be reminded to do so.

eror x|

& Please seleck a measure by clicking on the measure numberii.e, S0 1.0.07,

If you did click on the measure code,
your choice will be confirmed.

%

Do wou wish bo add a new target record For:
Eligibity Statement Shared Within ¢ Days

Click Yes if correct, or No to go back and select a different measure.
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Biennial Performance Report (BPR) data system v.02.02

When you click Yes, a new target appears below the last one you were
working on. The number of targets permitted is unlimited.

=l0lx]
File IPPlan Reports
Review Date ID?:’D'I 22005 'I Sample Count | 11 Direct Swc Staff Count 9 Peniod 11,/17 /2004 - 051 6/2005
Fmprevement Flan Mooz
Medsue Fomeline  # Meaz Mer  Strafeges
[SD270 IniialEvalwithin 45 [ors01/2006 [ 11 [10 ==
D aps of Referral ;I
Target [od/0i/z006 | 111 =
=]
Target [o7/mszo0e [ 11 |11 [~
=
Target [oaozo07 [ =
=]
Target [7/mszo0r [ 11 |11 [~
=

You can save your work at any time prior to submitting your
improvement plan. You will also be able to modify your plan
after submitting it. Completed improvement plans are due to be
approved by QA within 30 days of the BPR due date.

When you are ready to submit your improvement plan. Select Submit
Improvement Plan from the IP Plan menu.

:“E"Eﬂiannual Performance -
File | IP Plan Reports

Add Progress Record
Add snother Target

Rew

Submit Improvement Plan and then you see....

BPR x|

] The EMail link is not completed yet Far the ERPR. module,
. Send an EMail to Alice Ridgway indicating that you hawve submitted wour BPR.,

Upon review, if changes are needed, someone from QA will contact you.

Once the improvement plan has been accepted, the lead agency will indicate
that in the BPR data system.
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Biennial Performance Report (BPR) data system v.02.02

To Print a summary Report of the BPR data that was entered, first save
your work. If you don’t you will be prompted to do so.

Update BPR Record |

You have made changes to the data on the screen,
To see the changes vou made on the Report Scores Report the information must be saved.
Ta save the changes click on 'Yes'

After saving your work, click on the Reports Menu and select Report
Scores

:“E"EBiannual Performance -
Filz | Reparts

Repork Scores

Improvement Plan

The 3 page report will open in Print Preview mode. You can then decide to
print or export the data.

To Print click the button with the printer icon.

Hl{l Tof1+ }|}||-|%@||1nnfg vI

To Export click the button with the envelope icon.

An Export window will open.

You can change the Format to any option on the drop down list
including MS Excel.

Export x|
Format: | ]9 I
Character-zeparated values j Cancel |
Excel 3.0 [<L5] -
|Exncel 4.0 <L 5]
(Ewcel B0 [EL5]
Ewcel 5.0 [=L5] T abular

—[HTML 3.0 [Draft Standard] bl

Leave the destination as Disk File
Deztination:

| Disk file |

You will then save the file using a name and location of your own
choosing. Be sure to remember where that is.
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To Print a summary Report of the completed Improvement Plan, first
save your work. If you don’t you will be prompted to do so.

Update BPR IPlan |

You have made changes to the data on the screen,

To see the changes vou made on the Improvement Report the information must be saved.
Tao save the changes click on 'Yes'

After saving your work, click on the Reports Menu and select
Improvement Plan.

-
.“E‘:Blannual Performance -

File IPPlan | Reporks

Report Scores

Review Date

The report will open in Print Preview mode. You can then decide to print or
export the data.

To Print click the button with the printer icon.

4] rete ]| B[00 =]

To Export click the button with the envelope icon.
An Export window will open.

You can change the Format to any option on the drop down list
including MS Excel.

oot x
Format: | ]9 I
Character-zeparated values j Cancel |
Excel 3.0 [<L5] -
|Exncel 4.0 <L 5]
(Ewcel B0 [EL5]
Ewcel 5.0 [=L5] T abular

—[HTML 3.0 [Draft Standard] bl

Leave the destination as Disk File
Deztination:

| Disk file |

You will then save the file using the name and location of your
own choosing.
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Once you have created an improvement plan, you can switch between the
Improvement Plan screen and the BPR data entry screen.

To view the BPR data from the Improvement plan screen
select Show BPR Data from the File Menu.

[ 15N
it@Biannual Performance -

|File IPPFlan Reports

Delete Review Records
Shiows Improvement Blan
Shiow BPR Data

Resalutian
Save
Exit

To view the Improvement plan screen from the BPR data entry screen
select Show Improvement Plan from the File Menu.

-
.E-Blannual Performance -

| File Reporks

Delete Review Records

Shiow Irnprovemnent Plan
Shiow BRR Data
Resolution

Save
E:xit

To delete all the BPR records and initiate the review process from the
beginning select Delete Review Records from the File Menu.

[ [N
it@Biannual Performance -

le IPFlan  Report . L .
--|-r- - __j_ This option is available
e — from both the BPR
Shiow Improvement Plan D d th
Show BPR Data ata screen and the
Resolution Improvement Plan
Save Screen.
Exit

You will be asked to confirm this choice.

x
If you click yes you will
Do wou wank do delete the information recorded For 7120057

have to initiate a new
review (click here to
view the directions on
page 3.)

This will also delete any improvement plan daka for 701720085,
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Biennial Performance Report (BPR) data system v.02.02

Adding New Measures to an Existing Improvement Plan

IE.Blannual Performance -

Programs may need to add new |File IPPlan Reports
measures to an existing improvement Delete Review Records
plan, if the measure is identified after Stiow Impraverment Plan
a focused monitoring visit or due to a Show BPR. Data
written complaint. You will first need :ESD'““””

e

to view the BPR data. Exit

Then check off IP Opt box for the measures that were newly identified.

_ioix
File Reports
Review Date | Sample Count [ 11 Direct Swe Staff Count 9 Period 09/13/2004 - 0341 3/2005
04/28/2005
Family Center Services T Service Delivery 1-17: T Service Delivery 18-31. T Tranzition
x Meogs P " Mogx Moar e Emﬁa'.sﬁ i
Meazwe Fomi Lafera Apf 0 b"_s"‘f"fm - ot &W o
1. Mew Consent Form w.-J I I I 100 ! |Ectives Matc [
Evem Evaluation L Meeds - Family
o g IFSF iz "ithin 45 Days
2. Separate Authorization il ] 100 L I 40 | a3 1a0 [
Froms Far Info Releaze I I I r of Referral I I
. . . IFSP »= 45 D ayz Family
3. witten Prior Motice i} i 100 : I 1 I a u &5 r
Waiver for Eval/IFSP I ! I u Az et Dot melizd | !
da. Initial Eval Within 45 13a. IFSP Include Farnily i ] 100
: [rJ].Ia:,Ias DI\E Efelrralln I [ I o I 32 I 100 r Concern/Priorities I I I r
4h. Ewal: Ozouring > 45 0 100 13b. IFSF Obj D Steps & 0 0 a5 N
Family Fequest Docum I 3 I D I I r Timelings | I I
B, Typed Initial Eval 0 0 100 13c. IFSP Include Services | i 0 100 u
Includes 2 Signatures I I I r Other Than EIS I I
E. Initial Eval Clear 0 0 o 13d. Progress Du:uc_:umented | 1] I 0 I a5 u
Statement on Eligibility I I I L on IFSF Review
Semvices Dcour in a
7. Ewval Reports Current il 0 100 14a A I 111 I 103 I U I 100 -
Functions 5 Leveks I I I r Matural Setting
7 Justification [ncluded in
8. Iritial Eval /M far 0 Tl B 14b. [8 [ [0 [iwo r
Wizion Aszezsment I I I | IFSP
7 AllFSP Reviews Ocour
9. Initial Eval /N Far 0 ] 100 18. : I 1] | 0 I 100 i
Hearing Asseszment I I I | @ Mandated Time:
10, Aszzeszments (D i il a0 16 IFSP ﬁhanges HE I 0 I 0 I 25 r
Strenaths/Meeds I I I | Explained
11a Obisctives Match |D 17 IFSP Services 0 0 100
: I\Je!aecllzsw‘aS - | o0 I Y I - r Delivered as Planned | I I r

From the File Menu select Save then select Show Improvement Plan

.E-Blannual Performance -
Fil= Reports

Delete Review Records

Showe Improvemment Plan
Show ERR Daka
Resolukion

Save
Exit
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Biennial Performance Report (BPR) data system v.02.02

A new window will pop up asking if you are sure.

Remove/Add Measures E[

ou have selected addition measures ko be added to wour improvement plan,
Click. on "Yes' ko add these measures, o' to discard,

If you are, click YES

Then click Next and Previous to refresh the screens and to navigate to the
measure you just added. Fill in the boxes as described above on Page 11.

:“E'EBiannual Performance - o ] |

File IPPlan Reports
Review Date |8f31 42005 vl Sample Count | 18 Direct SWC Staff Count 25 Penod 07,/14/2005 - 0741 6/2005

! Meoss
Meazure Fimeli PVl .
I Sh2nn  Separate Authorzallon | ¢ I-D— IU ;I
Froms For Info

NOTE: Be sure to use a target timeline that matches the due dates
for the new measures.

From the File Menu select Save.
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Other Improvement Plans

Correction of measures identified through the BPR cycle may not align with
measures identified though other components of the QA system. Programs
can keep all measures on one improvement plan (one review date) or
programs can add a completely new improvement plan with a different
review date. Some programs report that this helps them to keep the 2
different due dates straight.

Select Initiate Review Process from the File Menu.

[ 13
itss Biannual Performance -

lﬁ Reports
Initiate Review Process | PP R— This will open a new
izreate Improvement Flan window. It takes a
Delete Review Records short while to open

Shiow Improvement Plan because it includes

Shiow BER Data
: current performance
Resalutian
S ave on 5 measures.
E:xik

On the left hand side of the screen enter the date that was given to you as
the identification date (usually the last date of a focused monitoring visit).
Press the Tab key.

Il %
Review D ata Current Data Svstem Infa - 05/23/2005
Enter Aeview D ate Im Eligible Children Count 115
Murnber of Direct I 0
Service Staff Ewal <= 45 Days From R efemral I 9540
MHumber of Becords to Resiew I 11 IF5P<= 45 Diays From Feferral I o4 44 =
Herﬂegi;fgjal  Other Semvices Ooour in Matural Setting I 8783
LEA Referral Decizion 150 Before 3rd g0 45 X
Birthday
Beqgin Cloze |

The system will then display the six-month date range that.
You can ignore those dates for this purpose.

Number of Direct |_E This is only needed if you are working on
Service Staff measures that have staff as a data source
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Next, select the Review Type.

Feview Type
" Biannual i~ Other < Select Other.

Click Begin and a confirmation pop-up will appear. Click Yes to proceed.
=

You have selected 042872005 as your Review Dake,
Is this correct?

Another pop-up will appear explaining that you can expect a delay. Click OK.
You will return to the BPR data entry screen.

NOTE: None of the IP Option boxes will be checked.

Do not enter any data.

Only check the items that you want to include on your improvement plan.

:“E"EBiannual Performance - _|al x|
File Reports
Review Date W Sample Count IT Direct St Staff Count 9 Penod 09/13/2004 - 031 3/2005
Family Center Services T Service Delivery 1-17: T/ Service Delivery 18-31. T Tranzition
Measure jgm Mo PomZ Lo f’jy 6‘5"';’-5?&?‘8'\4 - gf:gf Fi PomZ Lo f};‘.
" EvewEvaaion (6o [ " Needs - Famiy | N EN =
I e ey S N N Rl =
RVl =2 [0 [ o 00 b cuent Dosianenied” | 1 (1 0 ([ 0 [&
ST o e o O o e
A eadbomun |6 _MIEOE[ 0 [ oo EECEES e == LN EN =
> ITnycpIEdd;:igaSliE::ltures I o I : I'IEID I e :Jlrl?‘lzl?ﬁ:r?%?semces I 0 I o I'IEID r
- SV R RO K i e R I R
7 Bafmaute [ [0 [0 ¢ Mo fEeRiEees [T [ [0 [
g \I.EEELE;;J;,;I;J“;% [0 I 0 |‘IDD r 14b. f;sslt__liflcatmnfncludedm 8 [ I 0 ImD -
® B [0 [0 [0 ™ Guaduedtines 10 [0 T
" Chenaneieeds L EN = 'EFfDTaﬁZ‘Zr_‘g“ N E s«
MalkechesMachd [ [0 [® ) " fpsee [0 [0 [w] ©

NOTE: Be sure you are on the correct tab. |
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To save your work at any time choose Save from the File menu.

EcEm
it Biannual Performance -

Fil= FReparks

Initiate Review Process
Create Improvement Plan
Delete Review Records
Shiow Improvement Flan

Shiow BRR Daka
; —
Resalutian

Exit

If you try to close the program without saving any entered or
changed information a pop-up will appear offering you the option

of saving or discarding the information entered.

Click on %es ko save information entered, Click on Mo to discard,

When all the IP Option boxes have been checked, you are ready to create
the improvement plan.

Click on the File menu and select Submit BPR

[ 17
iti Biannual Performance -

Fil= FReports

Subrmit BPR.

Celete Review Records
Shiov Improvement Plan

Shiow BPR Data
Resolution
SavE

E:xik

| —

A Pop-up will confirm your choice. Click Yes.

Create Improyemenkt Plan

Are wau ready to develop your improvement plan?

i

X

Temporarily, this will result in a Pop-up asking you to contact Alice Ridgway
— in this case you don’t need to and should move on to developing your
improvement plan.

Click here to go to the directions for developing an improvement plan on

page 8.

As of 1/25/07
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Progress Updates are required at least every six months.
To report progress on a measure,
FIRST click on code for the measure that you are updating. The cell will turn

pink.
fmprevemant Plan

[FCT00 "':?
FC1.0.0 ity Skatemnenk

Sheated \within 4 D ays

Then on click the IP Plan menu and select Add Progress Record

:“E"Eﬂiannual Performance -
File | IP Plan Reports

Add Progress Record
Add snother Target
Submit Improvement Plan

Rew

If you did not click on the measure code,
you will be reminded.

Eror x|

& Please seleck a measure by clicking on the measure numberii.e, S0 1.0.07,

If you did click on a measure code,
your choice will be confirmed.

Progress Record |

Do o wish b add a progress record Faor;
Written Prior Matice Waiver For Eval/IFSP

Click Yes if correct, or No to go back and select a different measure.
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When you click Yes, a new Progress Record appears below the last Target.
The number of Progress Records permitted is unlimited.
=10] x|

[T
.“E';Blannual Performance -

File IPPlan Reports
Review Date Iaﬂ F2005 vI Sample Count | 17 Direct SYC Staff Count 32 Penod 12/18/2004 - 061 6/2005

Improvement Flan Mogs = :
Measure Timefine & Meas Mer  Strafegies Gl
I 50410  IntalEval'Within45  [og15./2006 I 17 |1 7 Az referals are received, they are scheduled as quickly as -
Days of Reterral pozzible. Referralz fram the wait list are given priority.
['ocumentation for late completion is clearly recorded [i.e. family
preference for time/day of evaluation, cancellations by family, il
Progress 03/29/2006 I 17 |1 7 Evaluations have been completed within 45 days, except when :l
child iz an waiting lizt for extended period of time or family reason
iz cauze for delay, _]
Progress 09/30/2006 I 106 |1 06 Far the period 5-11-06 to 8-14-0, all complated within 45 dap. :l
except one where delay was family request.

In the case of Progress Records, enter the timeline of the update, the
number of records/interviews and the number that were “met”. Then
describe what you did to capture the data being reported, what the number
represent and the dates used for the sample.

You can add new Targets and new Progress Records at any time.

When the Progress Update is complete, select Submit Improvement Plan
from the IP Plan menu.

cEm
it Biannual Performance -

File | IP Plan Reports

Add Progress Recard
Add Another Target
Submit Improvement Plan

Few

Until the email function is added, you’ll be prompted to email Alice Ridgway.
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Correction

Once a measure has been corrected, notify the QA Team. Upon reviewing
the entries that explain the sample months and data, the QA Team will add a
“Corrected” note to the Improvement Plan for each measure as applicable.

:"E“EBiannual Performance - - EI
@ IPPlan Reports |

Review Date IB"I31 12005 vl Sample Count | 12 Direct 5%C Staff Count 25 Period 01/14/2005 - 071642005

Ifmprovomant Fian
Fr L Meas . Previousz
easure Fimafine K Meaz Wef Shafosies

I SD41.0  Initial Eval'ithin 45 IDEI.-"I 542008 I 20 |2D This statistic reflects the fact that we have received a number of & |
Davs of Referral children that have been held at Infoling while area programs have

been out of rotation. In the future, we are making note of referral —

to the system date and completeing the evaluation and IFSP as ™

Frogress [09/30/2006 | 87 |87 [100% of evaluations have been completed within 45 days of < |
referral dunng the time penod from July 1, 2008 through

September 30, 2006. This goal haz been met. :

I
Corrected IDS.-"3EI#'2EIDE I 0 ID Confirmed data sample period, progress update meets required ;I
evidence of 100% faor three conzecutive months. Pleaze keep an
eye on thiz and retain all documentation of corection for data
verification. -4ER -

A letter will be mailed once all non-compliance has been corrected or the 12
month deadline had passed (whichever comes first) confirming the
information in the BPR data system.
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