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Florida Department of Education
K-12 Public Schools - Bureau of Exceptional Education and Student Services

Florida Department of Health

Children’s Medical Services – Early Steps Program

 Instructions for Data Collection by Early Adopters
2007-2008
This document has been prepared to assist Early Adopters in the implementation of our shared system to measure outcomes for the children we serve.  This document addresses the following elements of the data reporting system:

· Data submission schedule

· How data are to be reported

· Special instructions for exit forms, including instructions for the organization and “batching” of forms

· Required fields for front page of scoring form

· Instructions for mailing scoring forms

QUARTERLY SUBMISSION SCHEDULE
Since data collection efforts will include both entry and exit points across several districts and programs, it is important that forms be clearly labeled as described in the following pages.  Piedra Data Services (PDS) will be providing a list of students for whom entry data has been submitted.
“Exiting the Early Steps or the Part B preschool program” is defined to mean that the child will no longer be receiving services from the respective program.  If a child is transferring to another Early Steps program, or another school district, and will still be eligible to receive Early Steps and/or preschool services, this is not considered “exit.”  If a child is transitioning from Early Steps to preschool services, this is considered “exit” from Early Steps.   If a child is moving from the preschool program to kindergarten, or is dismissed prior to kindergarten, this is considered “exit” from the Part B preschool program.
The submission schedule for assessments completed between July 1, 2007 and December 31, 2007 is presented on the following page. 

Quarterly Submission Schedule – Early Steps and Part B Preschool Programs
ES = Early Steps      PreK = Part B Preschool

	Submission Window
	Data Point
	Critical Date Range
	Requirements

	8/1/2007-8/31/2007
	ENTRY
	4/1/2007-6/30/2007
	Battelle assessment scores (entry data) for any child who has been evaluated, determined eligible, and has an initial IFSP or IEP that was developed between April 1, 2007 and June 30, 2007.

	
	EXIT
	
	Battelle assessment scores (exit data) for any child who had entry data submitted based on an initial IFSP or IEP developed on or before December 31, 2006, has been enrolled for at least 6 months, and has exited the ES or PreK program between April 1, 2007 and June 30, 2007.

	11/1/2007-11/30/2007
	ENTRY
	7/1/2007-9/30/2007
	Battelle assessment scores (entry data) for any child who has been evaluated, determined eligible, and has an initial IFSP or IEP that was developed between July 1, 2007 and September 30, 2007.

	
	EXIT
	
	Battelle assessment scores (exit data) for any child who had entry data submitted based on an initial IFSP or IEP developed on or before March 30, 2007, has been enrolled for at least 6 months, and has exited the ES or PreK program between July 1, 2007 and September 30, 2007.

	2/1/2008-2/29/2008
	ENTRY
	10/1/2007-12/31/2007
	Battelle assessment scores (entry data) for any child who has been evaluated, determined eligible, and has an initial IFSP or IEP that was developed between October 1, 2007 and December 31, 2007.

	
	EXIT
	
	Battelle assessment scores (exit data) for any child who had entry data submitted based on an initial IFSP or IEP developed on or before June 30, 2007, has been enrolled for at least 6 months, and has exited the ES or PreK program between October 1, 2007 and December 31, 2007.


HOW THE DATA ARE TO BE REPORTED 
Hand-written scoring form

A photocopy of the front page of the completed Battelle Developmental Inventory – 2nd Edition (BDI-2) scoring form should be provided for each assessment.  Prior to photocopying, the front page of the form should be checked for completeness and legibility of all the required identifying information (see table on page 5 for details).  The guidelines provided in the table should be followed to ensure a consistent approach to the collection of identifying information that is contained on the BDI-2 scoring form. Please note that additional elements, not found on the BDI-2 scoring forms, are being requested to include the initial IEP/IFSP date and data point (e.g., Entry C, Exit B). 
Scoring Pro BDI-2 software report

If you use the BDI-2 software, you can generate and print the “Child All Scores Summary” report.  Please add any of the required fields “by hand” if not included on the printed report, such as student identification number and school/program code (see table on page 5 for details). Please note that additional elements, not found on the BDI-2 scoring forms, are being requested to include the initial IEP/IFSP date and data point (e.g., Entry C, Exit B). 
SPECIAL INSTRUCTIONS FOR EXIT FORMS
Each district/local Early Steps (LES) program will receive a packet from PDS containing a CD with a list of children for whom an entry data form has been submitted. For the purpose of correctly matching exit data forms to the entry data forms submitted, the temporary solution will require that identification labels be utilized. A set of labels, one for each child listed in your file who has not already exited, will also be included in your packet for this purpose. The labels contain each child’s name and PDS-assigned identification number. 
When submitting an exit data form (either hand-written or Scoring Pro report), please affix the corresponding label for that child to the form. 
· For hand-written forms, please place the label over the logo at the top left-hand corner.
· For Scoring Pro report, please place the label below the “Age Equivalent” row of scores located at the bottom half of the page. Please review the sample forms included in this instruction document.
SPECIAL INSTRUCTIONS FOR PREPARING FORMS FOR MAILING 
We ask that you separate entry and exit forms into separate piles and paperclip or rubber band each of these batches before submitting the BDI-2 assessments to ensure that forms will be processed accordingly. When submitting your exit data forms, please print out the list of children who were included on your entry data CD and place an asterisk (*) next to the names of children who are now lost to follow-up or are considered “no-shows.”
EARLY STEPS BDI-2 FORM SUBMISSIONS
	Child’s Status
	Will the child be referred to the School District?
	Data Point
	Sample

Reference
	Directions for LES

	Evaluated, eligible, and IFSP developed
If NO, do not submit form
	N/A
	Entry C
	Sample 1

(C-IN)
	LES puts down the child’s initial IFSP date and the code C-IN on the child’s Battelle scoring form. LES sends the form to PDS.
If NO, do not submit form

	 Received at least 6 months of services after initial IFSP 
If NO, do not submit form
	NO
	Exit C
	Sample 2
(C-OUT)
	LES places the barcode label on the form and writes the code C-OUT on the child’s Battelle scoring form. LES sends the form to PDS.

	Transitioning to Part B Preschool Program
	YES
	C/B
	
	See next page for details on disposition of forms for children transitioning from LES to School District


SCHOOL DISTRICT BDI-2 FORM SUBMISSIONS
	Child’s Status
	Was the child referred to the district by the LES?
	Data Point
	Sample

Reference
	Directions for School District

	 Evaluated,  eligible, IEP developed, and enrolls in school 
If NO, do not submit form.
	NO
	Entry B
	Sample 5

(B-IN)
	School district puts down the child’s initial IEP date and the code B-IN on the child’s Battelle scoring form. LEA sends the form to PDS.
If NO, do not submit form.

	 Received at least 6 months of services after initial IEP
If NO, do not submit form
	NO
	Exit B
	Sample 6
(B-OUT)
	School district places the barcode label on the form and writes the code B-OUT on the child’s Battelle scoring form. LEA sends the form to PDS.

	Transitioned from LES Program
	YES
	C/B
	
	See next page for details on disposition of forms for children transitioning from LES to School District


DISPOSITION OF BDI-2 SCORING FORMS FOR CHILDREN TRANSITIONING FROM LES TO SCHOOL DISTRICTS
	Was the child enrolled in Early Steps for at least 6 months following the initial IFSP?
	Who did the BDI-2 assessment at the shared assessment point?
	Sample

Reference
	Directions for LES and School Districts

	YES

	LES
	Sample 3 (C/B – LES)

Sample 2

(C-OUT)
	LES

LES puts down the child’s initial IFSP date, the 2-digit district code to which child is transitioning, barcode label, and the code C/B on the child’s scoring form. LES sends the form to PDS with a copy going to the receiving school district.
School District

If and when the child is staffed, IEP developed, and enrolls in school, the receiving school district fills in the IEP date below the IFSP date on the copy of the child’s scoring form received from the LES and sends it to PDS.
If no IEP is developed, or if the IEP is developed but the child fails to enroll in school within 60 days following the initial IEP meeting, the district makes a note on the child’s scoring form that no IEP was developed or child failed to enroll, changes the code to C-OUT, and sends the form to PDS.

	YES
	School District
	Sample 4

(C/B – LEA)

Sample 2

(C-OUT)
	LES

LES sends child’s barcode label to receiving school district.
School District

If and when the child is staffed, IEP developed, and enrolls in school, the receiving school district puts down the child’s initial IEP date, the 4-digit LES code for the LES from which the child transitioned, barcode label, and the code C/B on the child’s scoring form. The district sends the form to PDS with copy going to the LES. 
If no IEP is developed, or if the IEP is developed but the child fails to enroll in school within 60 days following the initial IEP meeting,   the district makes a note on the child’s scoring form that no IEP was developed or child failed to enroll, changes the code to C-OUT, places the barcode label on the form, and sends the form to PDS with a copy going to the LES. 

	NO
	LES
	Sample 5

(B-IN)
	LES
LES sends a copy of the scoring form to the receiving school district. 

School District

If and when the child is staffed, IEP developed, and enrolls in school, the receiving school district puts down the child’s initial IEP date and the code B-IN on the copy of the child’s scoring form received from the LES and sends it to PDS.

	NO
	School District
	Sample 5

(B-IN)
	School District
If and when the child is staffed, IEP developed, and enrolls in school, the receiving school district puts down the child’s initial IEP date and the code B-IN on the copy of the child’s scoring form received from the LES and sends it to PDS.

If no IEP is developed, or if the IEP is developed but the child fails to enroll in school within 60 days following the initial IEP meeting, the scoring form does not need to be sent to PDS.


REQUIRED FIELDS FOR FRONT PAGE OF BDI-2 SCORING FORM
Please complete any hand-entered information in capital letters, using non-cursive print. 

	BDI-2 Scoring Form Field
	Format
	Requirements

	LES – Initial IFSP Date
OR
PreK – Initial IEP Date

	MM/DD/YYYY
	At bottom right-hand corner of form, write the child’s initial IFSP or IEP date, so that exit point projections can be provided. Note: This is an additional field not found on the Scoring Pro or hand-scoring forms.

	Data Point

	Entry C (C-IN)
Exit C (C-OUT)
Exit C/Entry B 
(C/B-District or Early Steps Code)

Entry B (B-IN)
Exit B (B-OUT)
	At bottom right-hand corner of form (next to IFSP/IEP Date), write the data point being submitted for each form. If an LES is submitting a form for a shared data point, write the 2-digit district code next to data point (C/B). If an LEA is submitting a form for a shared data point, write the 4-digit Early Steps code next to data point (C/B). 

Note: This is an additional field not found on the Scoring Pro or hand-scoring forms.

	Name
	Last Name, First Name, Middle Initial
	Name should appear in the same way as it is entered in either Early Steps database or DOE State Student database

Capital letters preferred

	Sex
	Male (M) or Female (F)
	Mark only one

	ID #
	For Early Steps, use the local Early Steps 10-digit unique identification number

For Part B preschool program, use 10-digit student identification number
	Note: The Scoring Pro reports do not include student ID numbers, so these must be written by hand.

	School/Program
	For Early Steps, provide the Early Steps Center Code (2 digit) and the child’s county of residence (2 digit)
For Part B preschool program, use the 2 digit district code 
	Note: The Scoring Pro reports do not include the 4-digit Early Steps or 2-digit Part B preschool codes, so these must be written by hand.

	Date of Testing
	Year (four digits)/Month (1 or 2 digits)/Day (1 or 2 digits)
	Must include all 3 components; numbers should not be crossed out when performing calculations.

	Date of Birth
	Year (four digits)/Month (1 or 2 digits)/Day (1 or 2 digits)
	Must include all 3 components; numbers should not be crossed out when performing calculations.

	Chronological Age

(CA)
	Year(s)/Month(s)(1 or 2 digits)/Day(s)(1 or 2 digits)
	Refer to the instructions for computing chronological age in the BDI-2 manual, pages 49-51.

	Age in months
	Number of months
	Must be calculated based on actual chronological age rather than adjusted age for accountability purposes.

	Summary Profile 
(large box – upper left hand side of form)
	Complete Subdomain Raw Score Totals, Subdomain Scaled Scores, & Sums of Subdomain Scaled Scores
	Scores must be reported in the correct corresponding columns.

	Conversion Table - Sum of Scaled Scores Appendix C
	Developmental Quotient
	Scores should be based on corresponding Sum of Scaled Scores and Age in Months.


DATA COLLECTION – PART B PRESCHOOL PROGRAM
The primary contact person for the school district should collect the photocopied BDI-2 scoring forms.  The primary contact person will ship these photocopied BDI-2 scoring forms via DHL, the Department of Education’s express mail carrier, to: 

Piedra Data Services
18001 Old Cutler Rd, Suite 305
Palmetto Bay, FL 33157

305/254-3141 
DHL account # should be used to bill the express mail charge to the DOE/BEESS account.  Please mark “Bill To: 3rd Party” on the waybill – not “Bill To: Receiver.”
DATA COLLECTION – EARLY STEPS PROGRAM
The primary contact person for the Early Steps Program should collect the photocopied BDI-2 scoring forms.  The primary contact person will ship these photocopied BDI-2 scoring forms via DHL, the Department of Health’s express mail carrier, to: 

Piedra Data Services

18001 Old Cutler Rd, Suite 305

Palmetto Bay, FL 33157

305/254-3141 
DHL account # should be used to bill the express mail charge to the DOH/CMS account.  Please mark “Bill To: 3rd Party” on the waybill – not “Bill To: Receiver.”
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