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Session is geared toward new providers getting ready for their first review. I see a bunch of familiar faces so welcome to the veterans and I hope this is a good refresher. The information will not be new to you, but maybe you can share tips on how you prepare. 

The iBudget handbook was not out when we announced this training so this training will not be what to expect from the changes. Where able we will mention some of the changes, but at this time our tools have not changed.  THIS training is NOT on the iBudget handbook effective 9/3/2015 nor have we received direction on changes we will make. Please go to the AHCA or APD websites to get the handbook if you have not already and review for your organization. 
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Housekeeping 
 

o Sign-In Sheets  
o Restrooms   

 
o Stretch  
o Cell Phones  
o Evaluations 
o Certificate 
o Questions 

 222   
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Questions- we will take some throughout and some at the end. We will do this to get you all out on time so please do not take offense if the speaker indicates we will need to move on. 

Evals-please turn in at the end

Certificates- we will give instructions on these 

Get up if you need to

Phone on mute and please exit if you need to take a call
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Purpose of Session 
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 Reduce Anxiety 
 Increase Confidence 
 Review Expectations  
 Answer Questions 
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The data has shown the first reviews for a provider are often the lowest scores. Some reasons for this are it is new, there is anxiety, and providers are getting their feet wet. 

We wanted to give an overview of how to prepare, your roles, what you can expect, and to answer questions. 

Once again, this is not an iBudget training. Some questions will need to be directed to your APD office or you can look for them in the iBudget handbook. 
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Introductions 
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 Who are we? 
 Who are you? 

Presenter
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Ask provider types
Ask solo vs agency
Ask who has not had a review yet
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Where is it? 

 Organization reduces stress 
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This is key. It goes better if you are organized and if the QAR is organized. 

What does organization mean to you? It is different for everyone. 

Theresa vs. my office example. 
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Nuts and Bolts - Files 

 Files can be in a binder, manila envelope, file 
folder, paper-clipped together, etc. 

 
 Important Note: The better organized you are, the 

easier it will be to know what you have and what 
you may still need to locate before Delmarva 
arrives – desired outcome ~ no surprises.   
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While you cannot change the documents if you find an error—at least you know what to expect and can be in the process of updating for the future. 

Our tools and processes can be found online. 

There should be consistency through the organization in how files are laid out. 

It should be a year round organization, not just when DF says they are coming. We hear all the time we have to prepare for you—if you have systems to check your self—there is nothing to prepare for when you get the call. This reduces anxiety and increases confidence. 
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Overview of a Provider Discovery 
Review (PDR) 

 Administrative 
 Policies and Procedures (required for agencies) 
 Incident Reports/Abuse, Neglect, Exploitation 
 Employee Background Screening, Qualifications 

&Training 
 Interviews 

 Staff 
 People receiving services 

 Service Specific Record Reviews 
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There are 3 processes for a PDR. 
Administrative portion where we are looking at PP, ANE, IR, employee training and qualifications. 

The interviews we conduct with individuals and with the provider/staff

The paperwork in the SSRR for the individuals receiving services. 

We look at a 12 month period. 
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Nuts and Bolts   
Policies and Procedures 

 
Policy – A definite course of action adopted for 
expediency.    
 User-friendly definition:  What you will do 

 
Procedure – The act or manner of proceeding 
in a process. 
 User-friendly definition:  How you will do it 
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So what is a policy and procedure. 

Here is a definition for you to think about. 

For a solo they are not required, but they could be developed as a best practice. 

We all have PP in our daily lives and in our work lives. If you have been in school or worked for companies in the past—they have all have PP you learn on day 1. The important thing is to learn and use them not just set them on a shelf to collect dust. 
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Nuts and Bolts   
Policies and Procedures 

Simply Put: 
 
 The Policy describes what you will do  

 
 The Procedure describes how you will do it  
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Nuts and Bolts   
Policies and Procedures 

 Using a person-centered approach to identify individually 
determined goals and promote choice. 

 How the provider will protect the health, safety, and well-
being of the recipients served. 

 Ensuring compliance with background screening and five-
year rescreening. 

 Notification process to be used if the provider is unable to 
provide services for a specific time and day scheduled 
(qualified back-up provider). 
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While this is not in any way an iBudget training, there are a few new PP agencies need to be aware of. 

You will want to check the handbook as well as your PP and assure you update or develop them to be in line with required practices as well as your agency practices. 

If you said you were going to do self checks on your background screening compliance-but you have never done it—what do you need to update in your systems to make this happen for your agency?
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Nuts and Bolts   
Policies and Procedures 

 Ensuring medications are administered and handled safely. 

 How provider will ensure a smooth transition to and from 
another provider  

 Process for addressing recipient complaints and grievances  

 Ensuring confidentiality and maintaining/storing records in a 
secure manner. 

 Methods for management and accounting of any personal 
funds of all recipients receiving services from the provider. 
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While some are new PP, most are not new expectations. There was always the expectation for confidentiality and maintaining/storing records-but now it has been formalized. 

Why? Think of the Target data breach or any number of others. Your files contain peoples identities and they should be protected at all costs. 

Accounting for funds is a new PP, but it also is not a new expectation. This will mainly be for RH and SLC, but could also be important for other services. 

Medication- here is one where we see all the time you may have a policy that your agency does not administer medications, but your staff go ahead and do it—therefore they do not know your PPs

PPs must be communicated to the staff. 
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Nuts and Bolts - IR/ANE 
 

 IR - Incident Reports 
 

 
 ANE - Abuse, Neglect, Exploitation 
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Reviewers will ask to see incident reports to see how you track them and address them. 

Again we look at a 12 month period. 

People have different ways of tracking and addressing them—but it should be able to be communicated what the system is and they should be able to be located. 

Same with calls to Abuse registry or calls made to the abuse registry on you. How do you track and address ANE for your agency?
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Nuts and Bolts - Employee Files: 
Background Screening 

 

Everyone  
Must have a complete level 2 

background screening! 
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Ensuring the safety of the people you serve by your hiring practices
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Nuts and Bolts - Employee Files: 
Background Screening 

 Before or at hire for training and orientation 
purposes only until results are returned 

 Every 5 years thereafter 
 Notarized Affidavit of Good Moral Character 
 Local Law check from county of residence 
 Level 2 – FBI/FDLE Clearance 
 AHCA Clearinghouse 
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All BGS documents are required prior to directly working with an individual rendering services. An employee can be in orientation while you wait for the livescan results. You will want to be able to tell the QAR when the employee was hired and when they began rendering services. 

For the local- the local needs to be completed at a law enforcement entity. This is usually the county Sherriff offices. It should be completed where you live at the time of the local. There are times you would want for the prior county of residence as well. 
If a staff moves counties—have a way to document the move. 

The FDLE and local cannot be webbased searches. 
If the provider worked somewhere prior—you need to ensure there was no lapse in BGS greater than 90 days. The recommendation is you do a new local and affidavit but the prior employer should give a copy of the FDLE/FBI to be used. 
Keep in contact with APD about any questions. BGS is critical. 
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Nuts and Bolts - Employee Files: 
Background Screening 
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Obtaining, maintaining, and rescreening – APD will not track due dates for you. 
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Nuts and Bolts - Employee Files: 
Minimum Qualifications 

 Proof of required experience/education/age 
 When applicable proof of valid Driver’s 

license/current auto insurance & registration 
for entire period of review  

 Valid Professional License or Certifications (if 
needed for service rendered) 
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We need to see the documentation every year—not just on year 1 so it should be maintained. 
Can be scanned so you do not lose it, but make sure to have electronic systems backed up. 

Resume is not required, but need to have a method ( think Policy and Procedure) with how you assure the level of education and experience is met. This can be through resume, reference checks, employment application. 

Any employees hired after 9/3—be sure to check the handbook requirements as there are some changes. Most services now require a high school diploma. 

The period of review is 12 months so it is possible we would need to see multiple drivers license, vehicle insurance or vehicle registrations since these get renewed throughout the year (VI/VR)



Delmarva Foundation — Florida 

Nuts and Bolts - Employee Files: 
Basic Training 

 Zero Tolerance (prior to rendering services) 
 Direct Care Competency Training 
 HIPAA 
 CPR 
 First Aid (new) 
 HIV/AIDS/Infection Control/Bloodborne 

Pathogens 
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Be sure to check the handbook and APD website for approved trainers. 

In the future, APD is gearing up a system called TRAIN. This will house many of the required trainings and will be free. 

It is up to you to confirm the method you are using for training is an approved method and that employees complete within the required timeframes. 
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Nuts and Bolts - Employee Files: 
Basic Training 

 Overview of Waiver Provider Requirements (new) 

 All direct service providers 
 

 Requirements for All Waiver Providers (new) 

 All independent/solo providers and 
management staff of all agencies enrolled after 
9/2/2015 
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In the iBudget handbook there are appendices --- on page B-7 and B-12 it reviews the new requirements. 

For certain trainings, there is an 18 month timeframe to come into compliance. It is your responsibility to review which have extended times and which are needed now. 
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Nuts and Bolts - Employee Files: 
Basic Training 

 Pre-Service: Supported Living Coach, Life 
Skills 2 Coach and Support Coordinator 

 Medication Administration and Validation 
 Behavioral Emergency Procedures  
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For certain services-there is additional preservice training required prior to rendering them. These include LSD2, WSC, and SLC
For medication training—must have training by an approved trainer (see APD website) and have validation on all routes PRIOR to administering medications. You are responsible to make sure your training certificate meets all the requirements and is complete. This includes the APD approved number. If there is a lapse in validation of any time—even a day---- then the course and validation must be completed again. If the staff gives medications during the lapse—it is a medication error and must be reported to APD. This is critical and can result in an alert from DF monitoring. 

If your policy is to not administer medications-make sure your staff know this and FOLLOW it. Interviews continue to show staff get asked by a parent and do it not realizing they are creating an alert. 

APDs website has a list of approved reactive strategies. These could be TEAM, ACT, PCM, ACT, TACT, etc. It is up to you to make sure the trainer is approved. 
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Nuts and Bolts - Employee Files: 
Annual In-Service Training  

 Life Skills 2, Life Skills 3 and Supported Living: 8 
hours 

 Support Coordinator: 24 hours  

 Life Skills 1 and Personal Supports: 4 hours (new) 

 Residential Habilitation Standard, Behavior Focus 
and Intensive Behavior: 8 hours (new) 
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The year can be what you want it to—but once you decide on it—you cannot change it. It can be date of hire, birthday, annual, fiscal, etc. DO not use the date of your DF review as these can change from year to year. 
One APD area indicated the preference is for the year to begin the date the last training is completed before you begin to render. 

Required trainings do not count toward your inservice

For LSD1 and PS—the statement in the handbook is the training must relate to one person receiving the service that the staff is rendering to. 
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Nuts and Bolts - Employee Files: 
Training Documentation 

Requirements vary based on method of training 
but ALL require at a minimum: 

• Title of the course 
• Participant’s name 
• Date(s) of training 
• Name of trainer/Name of approved entity 

providing training 
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Use the certificate at the back of their presentations  to demonstrate this—

Ask them to fill out their name ( print and signed)
Ask them to add the location ( Jacksonville Main Library)
Ask them to add the time (1-3) and let them know if they were late or leave early the time is adjusted. 

Ask them to enter the date. 

And then let them know after the QA, DF staff will print their names and sign. 
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Nuts and Bolts - Employee Files: 
Training Documentation 

Additional elements that may be required: 
• Signature of the participant 
• Signature of the trainer 
• Copy of agenda or course syllabus 
• Evidence of trainer credentials 

 

Refer to Appendix B and C in the iBudget 
September 2015 Handbook 
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Nuts and Bolts - The Interviews 
 Individuals Receiving Services 
 Scheduling 
 Findings 

 Staff 
 Scheduling 
 Findings 
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R   When a reviewer calls you to start scheduling a review, this is a driving factor for some of their first questions- they will need to know what services you rendered over the past 12 months, which ones you are currently rendering, and need lists of your staff and those receiving services. Secure FAX do not email. COVER SHEETS
Individuals can decline, but QARS will call to follow up and see if the individual had any questions or if we can ease their comfort. Staff cannot decline. 
Your role in this is to assist with scheduling vs. us cold calling people for staff and individuals. The QAR will give some date ranges and times. The individual selects the location. Communication style? Other things to know? 
We have done interviews since 2001. the wording of the questions has changed over time, but the intent is always the same- how is the person involved in their services, their community, their health, their safety. Person Centered- nothing about me without me. How knowledgeable is the staff about the person?
Providers/WSCs do not need to attend the interviews unless the individual invites. It is better to have less people than more. Would you want to answer questions in front of bunch of folks? It is not an interrogation. We will follow up with proxy if needed. 
So how do you get ready? Stay in touch with the QAR. Look at the tools on the website to see the types of questions we ask. These are guides-we may ask more-we go where the interview takes us.
Different perspectives show if there is a disconnect
Past training online
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Nuts and Bolts - The Interviews: 
Person Centered Supports 

 Person drives services & supports 
 Person defines the expectations for themselves and the 

provider 
 Supports & services change as the person changes 
 Ongoing, solid system for learning what matters most 
 Person’s learning & communication style & what matters 

most to them is known 
 People’s preferences for rights (including respect & 

privacy) are solicited & upheld in all environments 
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These next few give a brief overview of what the 4 sections are. They are Person Centered Supports, Community, Health, and Safety. These are key drivers for outcomes for folks.  In this section, we will ask individuals and staff how their services are developed, how their goals are developed, how progress is discussed, are goals and dreams realized, satisfaction, rights, fairness, respect

The interviews with individuals will focus on how you and your agency work for them. While you cannot really plan for the information from the interviews, your role in scheduling is crucial. 

The interviews with staff will focus on how they and your agency work for everyone they render to. 

This is about service delivery and how they are driving the areas of their life. 
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Nuts and Bolts - The Interviews: 
Person Centered Supports 

 People are educated about rights using the 3 E’s and 
based upon their learning style 

 People are included in all decisions including provider 
options, supports, daily routine, traditional, social & cultural 
experiences 

 People are provided with a variety of information & options 
continuously 

 Provider actively solicits information about preferences 
 Dignity of Risk  
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An acronym from the past—anyone remember EEE----how can you use this as you plan for your review?

Person centered is not a new concept. For you new providers—you should have recently completed person centered training. Use this in your everyday practice
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Nuts and Bolts - The Interviews: 
Person Centered Supports 

 Provider educates on responsibilities of services & how to 
hold the provider accountable 

 Person sees themselves as the leader of the team 
 Person is heard & informed on all matters 
 Cohesive planning is promoted by sharing & soliciting 

information  
 Provider utilizes opportunities to support the person to 

self-advocate in addition to advocating with them.  
 Brainstorming occurs to support the person in meeting 

goals and outcomes 
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Nuts and Bolts - The Interviews: 
Community 

 People are connected to the community 
 People participate in & explore different social roles 

based upon their preferences 
 Provider understands difference between going out 

into the community verses becoming a part of the 
community 

 Provider pursues community activities based upon 
person’s preferences & finds methods to introduce 
new activities 
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Community includes where people live, where people work, and their relationships and friendships. 

How are people a part if their community? This is a key factor for many in health and life satisfaction. 

It will be different for each people, but again the E’s have a role in it. 

Do you like everything the same way you did 10 years ago? 5 years ago? Yesterday?

How can you talk to your staff about these areas since they are out accessing the community with people? 

It is not about the provider becoming the community for the person—help them develop these with others with similar interests. 
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Nuts and Bolts- The Interviews: 
Health and Safety 

 People are provided with training tailored to their learning 
style 

 People are being supported to manage their own healthcare 
 People are learning how to self preserve 
 All environments are considered  
 Solid foundational system in place to support health & safety 

as well as ANE 
 Ongoing updates & awareness 
 People with past ANE issues are getting the support they 

want 
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We do tailor expectations based on services being rendered. 
They are some that are key to all-but 

EEE still included here
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Nuts and Bolts- Website 

 How will I know if tools change? 
 Sign up for e-notifications 
 

Where are the tools? 
 www.dfmc-florida.org 
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If an interview needs to cancel—we can work with it for individuals. Again key is keeping in contact with your reviewer. We get calls all the time and people did not write down the QAR contact info or name. 

Everyone communicates.  Use of proxy to validate if needed. 

If in interview they only talked about wanting a job—then in the staff interview—do they know this? We always start with the person’s interview, then the staff, and then the documentation. 3 pronged approach. 

Our tools are public. Any updates to this or announcements about trainings can be found on our website. You can sign up for notifications. We only send 1 or 2 a month but it is a way to stay informed. 

If you are an agency—you need to have a back up staff in the event you are unavailable the day of the review. 
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Nuts and Bolts - Service Specific 
Record Reviews 

 
 Telling the person’s story without re-

inventing the wheel 
 You are required to write it, might as 

well have it mean something. 
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Observations—if you are with a GH or ADT—there are announced or unannounced observations. These tools are available on the website as well. There is no real way to prepare for these except to always be prepared. 

If you created a form—make sure the form is meeting the intent. We see all the time there are words in the box of the form-but they do not discuss what the form was asking

SSRR—
Have you ever read notes after a doctor appointment and thought-that is not how this visit went? Well that can be how the documentation feels at times. 


If you were recording information about yourself and your dreams, goals, accomplishments-would you only include one line. 
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Nuts and Bolts - Documentation 
Requirements  

 Support Plan 
 Implementation Plan  
 Daily Attendance Log  
 Progress Note/Service Log 

 

31 

Presenter
Presentation Notes
K

It is your responsibility to know what documentation is required for the service you provide. If you render 2 services to someone—it needs to be 2 notes or have distinct separation in one note of the 2 services, activities, and times. 
If you cannot get documentation from a WSC or a WSC from a provider—document your attempts and then work up the chain to APD if needed. Be careful emailing documentation—remember confidentiality. 
Implementation Plan (LSD3, RH, BAS, SL)
Daily Attendance Log (LSD3, RH)
Progress Note/Service Log (BAS, BASA, LSD1, PS, Respite, SEC, SLC, WSC)
Quarterly/Monthly Summary (LSD3, BAS, BASA, PS, RH, LSD2)
Behavior Analysis Services Plan/Data Displays
Annual Report (LSD3, BAS, BASA, RH, LSD2, SLC)
Employment Stability Plan (LSD2)
Service Authorization (Everyone!)
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Nuts and Bolts - Documentation 
Requirements  

 Quarterly/Monthly Summary 
 Behavior Analysis Services 

Plan/Data Displays 
 Annual Report  
 Service Authorization (Everyone!) 
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Documentation can be stored electronically. 
If it needs a signature-must be a real not typed signature and then can be scanned. 
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Benefits of the Review Process 
 Aha moments 
 Are services related to the person’s 

goals/outcomes? 
How far has the person come? 
Where do they want to go? 
What needs to happen to get to the next 

step? 
Who will take the lead? 
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You will see us once a year. 

It will not always take place the same month as the year prior--- it can fluctuate. However it is usually 8 months or longer between reviews. 

Sometimes it helps to think of this in terms of your own life? Do you ever look over your life and decide there are things in it you want to change, to stop, to start. And then you start putting these in place.  Internal self assessment and reflection is part of our nature and putting it in practice for our work can assist in a retrospective and prospective look. 

The review time may vary based on number of services and individuals receiving services. Larger organizations take longer. The average is 30-45 minutes for staff interviews, 1 hour for a SSRR, and 45 minutes for an interview with an individual receiving services. The administration section takes about 2 hours. Again this varies by size and organization of the files. 
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Florida Statewide Quality 
Assurance Program 

Customer Service Representative: 
 Beth Stratigeas 

• Phone Number 
•  1 (866) 254-2075 

• Secure Fax Number 
•  1 (888) 877-5526 

• Email: stratigease@delmarvafoundation.org 
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Reminder—do not send PHI or PII via email. 

please if you fax---out who you are faxing to or what this is in reference to so we know where to deliver it

Beth is available for questions at any time. 

Remember—in order to reduce anxiety, increase confidence and meet expectations—be prepared year round-not just when the QAR calls and says it is time for your review. 
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Questions 
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