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Field Services Operating Procedure

FSOP: QA-3









August 2, 2011 

Field Services quality assurance MONITORING

PURPOSE:  
This Field Services Operating Procedure (FSOP) is designed to assure a statewide system of quality assurance reporting for the Bureau of Field Services.  This FSOP applies to all Areas and promotes consistency of quality assurance throughout the state.  The quality assurance reporting requirements are in compliance with policies and procedures and with standards for quantity, quality and timeliness of services provided.  The reviews should utilize the paperless RIMS as much as possible and also offer training and staff development. 

APPLICABILITY:  This FSOP applies to all Areas. 

Reference:     Rehabilitation Act of 1973, as amended



  34 Code of Federal Regulations, Section 361


  Operational Policy and Procedures for DVR Counselors (Counselor Policy Manual)



  Field Services Operating Procedures

General Requirements:

1.)  The Area Director will determine the type of monitoring to be conducted which will meet the needs of the Area.  There are several ways to conduct monitoring.  The Area Director may decide that an entire unit or group of units should be monitored or monitoring of cases focused on specific program component or aspects of the rehabilitation process. Monitoring may also be requested by the Chief of the Bureau of Field Services because of specific audit findings. 

2)  The Area Director will develop a schedule for the year showing which units and/or program or specific aspects of the rehabilitation process will be monitored and the relevant dates.  The Area Director will direct a minimum of at least one monitoring review each quarter.  Units should always be provided with sufficient notification.

3)
The Area Director will determine the size and composition of the team which will conduct the review.  The team members may consist of the Area Director, Area Supervisors, Unit Supervisors, Consultants, and/or additional members with needed expertise.  The Area Director will determine if the Unit Supervisors of units being reviewed should serve on the team. The Area Director will designate the team leader.  

4) 
The Area Director will determine sample sizes.  Samples should be randomly selected based on the monitoring objectives.          

5.) 
The Area Director will make sure that the following occur:

a.
The team leader will facilitate the activities of the team and will assign cases for review.  The Unit Supervisor of the unit being monitored will make sure that the cases are in proper order and available for review; 
b. 
Each team member will review assigned cases and complete the Combined Case Review forms (Attachment A) with information available in RIMS.  If a team member feels a need to review the hard copy case prior to the meeting, they should request the case from the Unit Supervisor; 

c. 
The team will meet and complete any additional information needed for the review form, using the case file. The review should use a paperless approach as much as possible (using RIMS);  

d. 
The team leader will collect the Combined Case Review forms and compile a summary on the Area Quality Assurance Level I Form (Attachment B) attaching the individual counselor case reviews. (The Area Director can delegate the compilation function to another staff person who is not on the team.)  The team leader will submit the forms and the summary to the Area Supervisor over the unit(s) which was monitored;
e.
The Area Supervisor will complete the Area Quality Assurance Level 1 Review Form (Attachment B);
f. 
The Area Supervisor will forward the completed reports to the Unit Supervisor(s) so that they may discuss the results of the review;

g.  
After the discussion, the Unit Supervisor(s) will complete the “Actions Needed” and “Actions Taken” sections of the Level 1 Review form (Attachment B) and forward it to the Area Supervisor for review.  The Area Supervisor will forward it to the Area Director for inclusion in the Area Quarterly Report.

Monitoring Focused on a Unit or Group of Units:

If a review is to focus on a unit or group of units, cases for review will include: eligible cases (status 10), active cases (status 14), successful outcome closures (status 26) and unsuccessful closures (80 series).  The review should include cases from each counselor in the unit. 

Monitoring Focused on a Specific Program Component or Specific Aspects of the Rehabilitation Process:

1)  Data from RIMS and/or specific Area reports may indicate issues within units or the Area concerning a program component or specific aspects of the rehabilitation process. This may include timeliness issues, eligibility decisions, IPE development, significance of disability/category of service, financial accountability, case process, closures, or other identified issues. Specific programs, such as Transition School-to-Work, Supported Employment, or specific disability groups may also be the focus of review.
2) The monitoring may be designed as discussed in the General Requirements Section (above) or may need a specific design. .  The Area Director may develop additional review questions and consult with the Quality Assurance Administrator in the Bureau of Field Services, Program Resources Section for guidance, as needed.

Training

Monitoring reviews   will be utilized for training regarding compliance issues and/or good practices, and to assure consistent interpretation of policy.  This will provide an opportunity for staff development and fosters an awareness of documentation requirements among staff.  The method of training may be done within the unit after completion of the monitoring or variations may be added (WebEx, face-to-face, etc.).  Trends noted will be shared with staff within the Area.   Policy and RIMS questions/clarifications will be forwarded to the Chief of the Bureau of Field Services.


_________________________________

Linda Parnell (officially signed)

Bureau Chief, Field Services
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