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Purpose of this manual

This document provides the description of MICIS fields used in exporting data for the Part C Count.  The field name, entry screen, submission requirement, use, definition, and MICIS entry instructions are provided.  

The following descriptors have been added to assist in determining submission requirements:

1. REQUIRED field means there must be a non-blank field and fatal errors occur if the edits are not met.

2. CONDITIONAL field means that it is required when the record contains other specified data.
3. ELECTIVE field means that a blank is allowed, but fatal errors occur if non-blank entries do not match the edits.
4. OPTIONAL field means no fatal error edits.  There may be warnings.  For example, a ZIP code of “ABCDE” is obviously wrong, but processing will not be held up if this is entered on an Exited record.

In addition to local data management, the fields described are currently being used in providing data for:

Early On Periodic Count reporting (December and June);


SPP Indicators #1: Timely Service Delivery, #2: Settings, #5 and #6: Child Find, #7: Timeliness of IFSPs, #8: Early Childhood Transition; and #B12 Part C to B Transition 

618 Tables 1, 2, 3 (OSEP Reporting);


CIMS calculations;


State reports (including Data Portraits); and

Trend Charts (EdCharts).  
Changes for the 2010 Counts
1. The Actual Service Start Date is REQUIRED for submission. (see Actual Begin Date , page 3)
2. The Agency Type is CONDITIONAL for the submission of active and exited records. (see page 7)
3. The CEPI ID# or UIC is REQUIRED for the submission for active and exited records. (see page 10)

4. The First IFSP Meeting Date is CONDITIONAL for the submission of active and exited records. (see page 15 )
5. The Plan Date serves multiple purposes. The Plan Date is REQUIRED and must be within the period for active records. The Initial IFSP Plan Date is CONDITIONAL for submission of active and exited records. A Transition Plan Date is CONDITIONAL for active and exited records. (see page 28 ) 
6. Racial Ethnic Heritage will be reported using seven codes, allowing reporting of multiple races.  (see page 34 )
7. The Reason for not Meeting Timeline (Initial IFSP) is CONDITIONAL for active and exited records.  (see page ) Code have been changed to reflect reporting requirements, and will be used to determine whether a Reason is “Acceptable” if reporting a late Initial IFSP. Outcome definitions for Indicator #7 Timeliness of IFSP are provided. (see pages 37 )
8. NEW field - Notification Date (see page 24)
9. NEW field – Special Ed. Referral Result (see page 49)

10. NEW field – Reason for Not Meeting Notification Timeline (see page 35)
For questions regarding this document, please contact:

Mary E. Schrader

Interagency Information Systems

Email: msodutch@aol.com


Phone: 269-496-5885

Field: Actual Begin Date TC "Actual Begin Date" \f C \l "1" 
Screen: 
Child Programs / Services Detail (Early On)

Submission:
Required for Active and Exited records on all NEW services within the period.
Use:

Early On Periodic Count reporting (December and June) 

SPP Indicator #1, Timely Services (Calculated)
Definition: 

The date the provider actually begins the agreed upon service as specified in the IFSP.  

Timely services are defined as the provision of services within 30 calendar days from when a parent/guardian consents to the provision of each early intervention service.
MICIS Entry: 


Enter the date service actually began as provided by the service provider, not the day the services are promised by the IFSP. 

1. Actual Begin Date is required for NEW services only.  A new service only occurs the first time one of the 18 service categories is assigned.  A continuing service is not a new service, regardless of changes made to the time, frequency, duration, location or provider of the service:

a. If a provider changes, it is not a new service.

b. If a setting changes, it is not a new service.

c. If a child is receiving a service and the service stops at a second IFSP, then starts up again at the third IFSP - the restart IS a new service as long as there is a time period between the end of the service on the first IFSP and the restart of the service on the third IFSP. This situation would be fairly rare. The continuation exclusion means the previous service and the new service are back-to-back. 

d. If a student is receiving a service in one setting and then at a later IFSP adds the same service in another location, the latter start in a new location is not a new service.

e. Because of the new setting and hours per week entry for Indicator #2, there will be more cases where there are multiple service records for the same service category. (For example, one hour of PT in a home setting and one hour of PT in the school). If the same service is being provided in more than one place, only one of them has to start within the 30 day timeline.

2. The report “Actual Services Start Date” provides a data entry document to assist both providers and data entry personnel with recording the required data. 
3. The report “Detail for Actual Service Start Code” may be used to view the result of the data entered for the Actual Service Start.  The results are used for reporting Indicator #1, Timely Service Start. 
All services included in the reporting period will be reported using the following codes:

· 1 – Timely New Services:  All new services were started within the defined timeline.

· 2 – Valid Reasons:  At least one new service was started late, but all late starting services had a valid reason.  Valid reasons for not meeting the timeline include:
· Exceptional Family Circumstances

· Natural Disaster

· 3 – Untimely Services: At least one new service was started late without a valid reason.

· 4 – No New Services: No new services were started in the period.
· 5 – Missing Start Date:  At least one new service did not have a recorded Actual Begin Date.
Field: Address 1, 2
Screen:  
Demographics

Submission: 
Required for Active records, Optional for Exited.
Use:

Early On Periodic Count reporting (December and June) 



Local Data Management
Definition: 
The street addresses where the child or student lives, or the last known street address of residence.
MICIS Entry:  
Address 1 should be used for the residence number and street name.  Address 2 is available for occasions where a second line is required, e.g. the name of an apartment complex.  
Field: Agency Making Contact (Referral Source)
Screen:  

Early On Referral Detail
Submission: 

Elective for Active and Exited records 
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
The agency or person referring the child for evaluation and determination of eligibility under Part C of IDEA. This includes the agency associated with the person making the referral.  For example, if Nurse Jones (“Person Making Contact”) from Cedars Hospital called the ISD to refer a child, the Agency is Cedars Hospital.  Agencies are further defined by category of referral source.
Examples of “agencies” created to identify a category of referral sources include but are not limited to: “Parent”, “Physician”, “CAPTA”.  “Parent” and “Physician” are used for particular categories of people, whereas “CAPTA” is used to identify a sub-category of referrals from a particular agency. 
MICIS Entry:

The Agency Making Contact must be selected in order to identify the Agency Type associated with it.  Agency Type is exported for data submission, and is required if a Referral Date is reported during the period.
A drop down list of locally identified agencies is used to select the referring agency. The list of agency names is created or modified by going to the menu under Administration/Local Lookup Codes, and then selecting Agency.  
Field: Agency Type 
Screen:

Child Referral/Transfer In Detail (display only)



Personnel Employment (display only)




New Agency entry screen

Submission:
Conditional for Active and Exited records.  If the referral date is reported in the period, the Agency Type must be reported.
Use:


Early On Periodic Count reporting (December and June) 




CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition: 
The general category used to describe the type of the agency named or selected. These include:

Codes:

ED - Education: this includes Local and Intermediate School Districts.
FAM - Family Member/Parent: any family member, including foster parent and court appointed guardian.

HO - Hospital/Medical Facility: this includes any private or public hospital or medical facility.
OTH - Other:  Any agency type not listed in the categories provided.
PHY - Physician: Any physician.
PH - Public Health:  Department of Community Health, Public Health Services.
DHS - Public Human Services:  Department of Human Services.
MH - Public Mental Health:  Department of Community Health, Mental Health Services.
UKN – Unknown agency type:  Used for referrals generated from unknown sources. 
MICIS Entry: 
Agency Type is associated with a specific agency when adding agencies in Administration/Local Lookup Codes.  The user must select the Type associated with the agency prior to saving the entry of a new agency.  In order to use “Unknown Agency Type” as a source, an agency name of “Unknown” should be created in the Local Lookup Codes.
Field: Birth Date

Screen:
 
Demographics

Submission: 

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 


SPP Indicators #5, #6: Child Find and #8: Early Childhood Transition
618 Tables 1, 2, 3 (OSEP Reporting)

CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition:
The date of birth as it appears on a birth certificate or other legal document presented at the time of enrollment.
MICIS Entry:

Enter DD/MM/YY or DD/MM/YYYY for the date of birth.  Entry of Birth Date is required prior to saving child demographic information. 

The birth date for active student records must be less than three years prior to the count date.
The birth date for exited student records must be less than four years prior to the count date.
 Field: CEPI ID # (UIC)
Screen: 

Demographics

Submission:

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June)

Definition: 
This field contains the Unique Identification Code (UIC) produced by the Center for Educational Performance and Information (CEPI).
MICIS Entry:
Enter the UIC. The Obtain UIC button on the Demographics screen may be used to obtain the UIC from CEPI.  There is also an option to verify the UIC number.  For numbers that require resolution, contact the ISD resolver.
Field: City

Screen:
 
Demographics

Submission:

Required for Active records, Optional for Exited.
Use:


Early On Periodic Count reporting (December and June) 




Local Data Management 
Definition: 
Name of city or town in which the child or student lives, or the last known city or town of residence.
MICIS Entry:

Enter the name of the city or town where the child lives.

Field: County
Screen: 

Demographics

Submission:

Elective on Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
The County in which the child resides.  
MICIS Entry:

Enter the county of residence of the child.  
Field: Exit Reason
Screen: 

Early On Detail

Submission:

Required for Exited records
Use:


618 Tables 1, 2, 3 (OSEP Reporting)




State Reports

Trend Charts (EdCharts)

 Definition: 
The Infant or toddler with disabilities has had an active IFSP in place and then leaves Part C services.  The categories of reasons for exit are reported using the following codes:
Codes:

Exit Reason (Part C) 
Age three, Part B eligible (30):  The child has reached age 3, and is eligible for IDEA, Part B.  Part B Eligible refers to a child who has been determined according to State and Federal criteria to have a disability that requires special education and related services and who are receiving services according to an individualized education plan. (This requires a referral to Special Education, Parental Consent for Evaluation, and an IEP determining eligibility.)

Age three, NOT Part B eligible, referred (31):  The child has reached age 3, was evaluated, and determined not eligible for Part B and was referred to other programs, which may include preschool learning centers, Head Start (but not receiving Part B services), and child care centers, and/or were referred for other services, which may include health and nutrition services, such as WIC.  
Age three, NOT Part B eligible, NOT referred (32):  The child has reached age 3, was evaluated and determined not eligible for Part B and was NOT referred to other programs. This category may be used to report children whose parents did not consent to transition planning.
Age three, Part B eligibility not determined (33):  The child has reached age 3 and Part B eligibility has not been determined.  (An IEP has not been held to determine eligibility.)  This includes children:

1.   who were referred for Part B evaluation, but for whom the eligibility determination has not yet been made or reported (IEP was not held before the third birthday);

2.   for whom parents did not consent to transition planning.  (Parent did not consent to evaluation for Part B eligibility.); and
3.  who have reached age 3 and exited without a referral to Part B.
Completion of IFSP (34):  The Infant or toddler with disabilities has successfully completed their IFSP prior to reaching age three and no longer requires services under IDEA Part C.

Deceased (35):  The child died prior to reaching age three.
Moved IN State (36):  The child moved from the service area prior to age 3 and is KNOWN to be continuing with Part C services in the new location within the State. 
Withdrawn (37):  Parents declined all services after an IFSP was in place, or parents declined to consent to IFSP services and provided written or verbal indication of withdrawal from services (prior to the child’s third birthday).  
Unable to Contact (38):  Attempts to contact the parent and/or child were unsuccessful.  Include any child under the age of three, who had an active IFSP, and for whom Part C personnel have been unable to contact or locate the family or child after repeated, documented attempts.  Include any child who has not completed their IFSP and exited Part C before reaching age 3.
Use this to report exits other than those given, including when a child moves from the service area and is not known to be continuing in Part C services.
Moved out of State (39): The child moved out of state before their third birthday.  Do not use for children who have moved within the State (i.e., from one service area to another.) 



MICIS Entry:  
Selection of an Exit Reason code is required when an infant or toddler’s Status changes from Active to Inactive.  The Inactive Status Date becomes the date the child exits Early On.  
An Exit Reason will be required on all children who turned three during the period.  The Exit Date is recorded in the Status Date field, and is required for all exited children. (see Status Date field)
Field: First IFSP Meeting Date TC "First IFSP Meeting Date" \f C \l "1"  
Screen: 

Child Plan Detail (Early On)

Submission:
Conditional on Active and Exited records. If the Initial IFSP Date is reported, then the First IFSP Meeting Date must be reported.
Use:


Early On Periodic Count reporting (December and June) 




SPP Indicator #7: Timeliness of IFSPs

Definition: 

Initial IFSP meeting is defined as a discussion between the service coordinator; the parent/parents of the child; other family members, as requested; an advocate or person outside of the family, if the parent requests that the person participate; a person or persons directly involved in conducting the evaluations and assessments; and, as appropriate, persons who will be providing services to the child or the family. If a person or persons directly involved in conducting evaluations and assessments and/or persons who will be providing services to the child or family are unable to attend the initial IFSP meeting, arrangements must be made for the person’s involvement through other means, including participating in a telephone conference call, having a knowledgeable authorized representative attend the meeting or making pertinent records available at the meeting. 

The meeting shall address


1.  The child’s present level of physical development (including vision, hearing, and health status), cognitive development, communication development, social and emotional development, and adaptive development; 

2.  The family’s resources, priorities and concerns related to their child’s development;

3.  Major outcomes expected to be achieved for the child and family that can be identified at the initial IFSP meeting;

4.  Early intervention services and supports that can be identified at the initial IFSP meeting necessary to meet the unique needs of the child and family in achieving the identified expected outcomes along with the service dates and duration;

5.  Other services the child may be receiving, as appropriate;

6.  Service coordinator’s name; and

7.  A plan for the child’s transition from Part C services to other programs.

The initial IFSP meeting must be held within 45 calendar days of referral. 

MICIS Entry:


Enter the date of the Initial IFSP meeting.  This is frequently the same date as the completed Plan Date, however, it may be prior to the final parental signature on the IFSP document.  A “Reason for Not Meeting Timeline” is required when this date is after the 45-day due date.  The field is displayed when an Initial IFSP “Purpose” is selected.

Field: First Name
Screen: 

Demographics
Submission:

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June)

Definition: 
Child’s first name.  A name given at birth, baptism, naming ceremony, or through legal change.  Do not use nicknames or abbreviated names.
MICIS Entry:

The child’s name is required to save a record for the child in MICIS.  

 Field: Gender

Screen: 

Demographics

Submission:

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 

618 Tables 1, 2, 3 (OSEP Reporting)

CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition: 
The gender of the child or student.  The following codes are used:

Codes: 

F  Female

M  Male

MICIS Entry:  
Select the appropriate code from the radial button.  Note that M (male) is the default.   
 Field: Hrs/Wk
Screen: 

EO Program/Services Detail
Submission:
Value not collected, but entry is required for determination of Primary Setting
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
The average time a particular service is to be provided, calculated by the week.   
MICIS Entry:

The Hrs/Wk must be entered in order to calculate the Primary Setting.  The Primary Setting is a Required field which is exported for data submission. 

The Primary Setting of a service is determined by the greatest amount of time in a particular setting or a combination of settings.  See Field: Primary Setting. Enter the Number of hours or percent of an hour that a service is to be provided as promised on the IFSP.  Figure the amount of time per month and divide by 4.  Examples:

· The child receives Special Instruction 1/2 hour per week.  Enter .5 Hrs/Week.

· The child receives Special Instruction 1 hour, 2x a month.  Enter .5 Hrs/Week.

· The child receives Special Instruction 1/2 hour, 4x a month.  Enter .5 Hrs/Week.

· The child receives Special Instruction 30 minutes a month.  Enter .13 Hrs/Week.

· The child receives Special Instruction 15 minutes 2x a month.  Enter .13 Hrs/Week.

· The child receives Special Instruction 15 minutes a week.  Enter .25 Hrs/Week.

Field: Last Name
Screen: 

Demographics

Submission:

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June)

Definition: 
The child’s last name as it appears on a birth certificate or legal document presented at enrollment.
MICIS Entry:

Enter the child’s last name. The child’s name is required to save a record for the child in MICIS.  

Field: Local ID #
Screen: 

Demographics

Submission:

Optional for Active and Exited records
Use


Early On Periodic Count reporting (December and June)

Definition: 
A locally determined identification number used by some service areas to further identify children.
MICIS Entry:

A local ID number, or locally assigned identifier, may be entered here.

Field: Middle Name or Middle Initial
Screen: 

Demographics

Submission:

Elective for Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
Enter the child’s middle name or the first letter of the child’s middle name. 
MICIS Entry:

This field may be used to further identify the child’s record.

Field: MI-CIS ID
Screen: 

Demographics

Submission:

Required for Active and Exited Records
Use:


Early On Periodic Count reporting (December and June) 

618 Tables 1, 2, 3 (OSEP Reporting)

CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition: 
The MICIS ID, also referred to as Student Unique Identification (SUI) number, is an assigned 10 bite alphanumeric code used to identify the child’s record.
MICIS Entry:

The MICIS ID (SUI) is assigned by the system when a new student is entered into the system.
Field: Notification Date (New)
Screen: 

Special Ed Notification
Submission:

Conditional for Active and Exited records.  
Use: 


Early On Periodic Count reporting (December and June) 

State Reports

Trend Charts (EdCharts)
SPP Indicator #8
Definition: 


The date a notification was sent to Special Education that a Part C eligible child is suspected of needing special education services.  Transition of a Part C eligible child requires that, whenever possible, Part C notifies Part B of a child who is possibly eligible for special education programs or services  at least three months prior to the child’s third birthday.
MICIS Entry:
Enter the date Special Education was notified of a child suspected of being eligible for special education programs or services. 

Note:  When a Notification Date is within three months of the child’s third birthday, Timely Transition is reported. 
 Field: Operating/Attending District
Screen: 

Demographics

Submission:

Required for Active and Exited Records

Use:


Early On Periodic Count reporting (December and June) 




State Reports

Trend Charts (EdCharts)

Access to child record

Definition: 

The operating district or the district responsible for processing referrals and/or providing services for eligible children.  For Early On, the “Operating/Attending District” is frequently the same as the “Operating/Attending ISD”.  

MICIS Entry:

1. For a New child record in MICIS, select first the “Operating/Attending ISD” (service area name), then the “Operating/Attending District” from the list generated by the ISD selection.  
2. For a child with a record in MICIS but new to the service area, go to ISD/District/School in the “Go to …” menu, and Set EO Primary.  The selected district will display on the Demographics page.
3. This is a key field for MICIS access to a child’s record.  

Field: Operating/Attending ISD

Screen: 

Demographics

Submission:

Required for Active and Exited records

Use:


Early On Periodic Count reporting (December and June) 




State Reports

Trend Charts (EdCharts)

Access to child record

Definition: 

The operating ISD/RESA or the service area responsible for processing referrals and/or providing services for eligible children.  

MICIS Entry:

1. For a New child record in MICIS, select the “Attending ISD” (service area name) from the drop down menu of ISD/RESAs.
2. For a child with a record in MICIS but new to the service area, go to ISD/District/School in the “Go to …” menu, and Set EO Primary.  The Attending ISD will auto fill with the ISD selected, and display on the Demographics screen.
3. This is a key field for MICIS access to a child’s record.
Field: Phone
Screen: 

Demographics

Submission:

Optional.  
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
The telephone number of the child’s family or other legally responsible party.  
MICIS Entry:

Enter the 10 digit number of the family contact person for the child.
Field: Plan Date
Screen: 

EO Plans Detail when Plan Purpose selected is Initial IFSP

Submission:
Required for active children.  Latest IFSP Date must be in the reporting period.

a. Plan Purpose Initial IFSP: Conditional for Active and Exited records.  If the Plan Purpose selected is “Initial  IFSP, the date is required for the count.

b. Plan Purpose Transition Plan: Conditional for Active and Exited children.  If the child is more than 33 months old and there is no Transition Plan, a Warning will be issued.  If Plan Purpose selected is Transition Plan and the date is prior to the child being 27 months old or is after the child being 33 months old, then a Warning will be issued.
Use:


Early On Periodic Count reporting (December and June) 

SPP Indicator #7: Timeliness of IFSP, and Indicator #8: Early Childhood Transition
Trend Charts (EdCharts)
Data Portraits
Definition: 
The date the IFSP was completed.

MICIS Entry: 


Enter the date the IFSP was completed.  On an Initial IFSP, this date must be prior to 60 days after the referral date, given the Initial IFSP Meeting was held within 45 days of the referral date entered on the Referral/Transfer In Detail Screen.  If the Initial IFSP Plan date is held after the 60 days allowed for completion, a “Reason for Not Meeting Timeline” is required.
 Field: Plan Purpose TC "Purpose" \f C \l "1" 
Screen: 

Child Plan Detail (Early On)

Submission:

Required on Active and Exited records

Use:


Early On Periodic Count reporting (December and June)




SPP Indicators #7: Timeliness of IFSPs, #8: Early Childhood 

Transition



State Reports

Trend Charts (EdCharts)

Definition: 

The type or purpose of the IFSP or meeting.  

Codes:

Annual IFSP:  An annual meeting to evaluate the IFSP.  A meeting must be conducted at least on an annual basis to evaluate the IFSP for the child and the child’s family, and as appropriate to revise its provisions. (Sec. 303.342 I) (Re-determination of eligibility and services)

IFSP Review:  Periodic review. A review of the IFSP for a child and the child’s family must be conducted every six months or more frequently if conditions warrant, or if the family requests such a review.  The purpose of the review is to determine the degree to which progress is being made and to determine whether modifications or revisions are necessary.  (Sec.303.342 (b)) (Review of progress)

Initial Eligibility IFSP: Meeting to develop an initial IFSP.  For a child who has been evaluated for the first time and determined to be eligible, a meeting to develop the initial IFSP must be conducted within the 45-day time period. (Sec.303.342 (a))

Interim IFSP:  Section 303.345 Provision of services before evaluation and assessment are completed: Early intervention services for an eligible child and the child's family may commence before the completion of the evaluation and assessment in Sec. 303.322, if the following conditions are met:

1.  Parental consent is obtained.

2.  An interim IFSP is developed that includes

a. The name of the service coordinator who will be responsible, consistent with Sec. 303.344(g), for implementation of the interim IFSP and coordination with other agencies and persons; and 

b. The early intervention services that have been determined to be needed immediately by the child and the child's family.
3. The evaluation and assessment are completed within the time period required in Sec. 303.322(e).
Note: This section is intended to accomplish two specific purposes:

1.  To facilitate the provision of services in the event that a child has obvious immediate needs that are identified, even at the time of referral (e.g., a physician recommends that a child with cerebral palsy begin receiving physical therapy as soon as possible), and 

2.  To ensure that the requirements for the timely evaluation and assessment are not circumvented.

Transition IFSP: The Individuals with Disabilities Education Act (IDEA) Part C requires that all infants and toddlers have transition services when leaving Early On. This process allows Part C eligible children to have a smooth transition to either Part B services, if eligible, and/or community based services.

Procedures for the transition planning conference and requirements of the transition plan: 

1.  For all children who are Part C eligible: 

a. A transition plan must be written up to nine months or at least 90 calendar days before the child’s third birthday, and 

b. The transition plan must include steps and services to be taken to support the transition of the child to: 

(i). preschool services under Part B IDEA, to the extent that those services are appropriate; or 

(ii). other services that may be available, if appropriate. 

2. For a child who may be Part B eligible: 

Convene a planning conference, which may occur up to nine months or at least 90 calendar days before the child is eligible for preschool; 

a. At the planning conference, review the child’s program options for the period from the child’s third birthday through the remainder of the school year; 

b. Discuss future placement and related matters to transition; 

c. Discuss procedures to prepare the child for changes in service delivery; 

d. Obtain written consent from parent, in order to transmit documents to the local education agency; 

e. Send written notification to the local education agency (LEA); 

f. Establish a written transition plan (may be part of the Individualized Family Service Plan (IFSP) or attached to the IFSP); and 

g. The transition plan must include: providers, times and locations of all necessary evaluations for the IEP, financial responsibilities for early intervention services for all appropriate agencies, and provisions and conditions for the transfer or other disposition of the Part C record. 

3. For a child who is not Part B eligible: 

a. Make reasonable efforts to convene a planning conference—must have consent of parent, which may occur up to nine months or at least 90 calendar days before the child’s third birthday; 

b. Discuss with, and train, parents regarding future placements and other matters related to the child’s transition; 

c. Discuss procedures to prepare the child for changes in service delivery; and 

d. Establish a written transition plan (may be part of the IFSP or attached to the IFSP). 

MICIS Entry:

Select the appropriate purpose of the meeting from the drop down menu.  When an Initial IFSP is selected, additional fields required for documentation of compliance with the 45 day timeline are displayed.

Field: Primary Setting 
Screen: 

Early On Detail – Display Only
Submission: 

Required on Active records
Use:


Early On Periodic Count reporting (December and June) 

618 Tables 1, 2, 3 (OSEP reporting)



SPP Indicator #2: Settings
Definition:  
The service setting in which the infant or toddler receives the most hours of early intervention service. Determination of primary setting should be based on the information included on the IFSP in place on the child count date.  Only the early intervention services delivered to the child should be considered when determining primary setting.  Primary Settings for Early On are reported using the following codes:
Codes:

Home (31):  Early intervention services are provided primarily in the principal residence of the child’s family or caregivers.  

Other Setting (38):  Early intervention services are provided primarily in a setting that is not home or community-based.  These settings include, but are not limited to, services provided in a hospital, residential facility, clinic, and EI center/class for children with disabilities. 

Community-based Setting (41):  Early intervention services are provided primarily in a setting where children without disabilities typically are found. These settings include but are not limited to child care centers (including family day care), preschools, regular nursery schools, early childhood center, libraries, grocery stores, parks, restaurants, and community centers (e.g., YMCA, Boys and Girls Clubs).

MICIS Entry:

Primary Setting is a display only field.  MICIS calculates the Primary Setting based on the hours per week entered for each service entered for the child.  Hours per week (Hrs/Wk) is entered on the Child Programs / Services Detail screen. The following reporting rules are used to determine which setting is considered primary.
1. If, according to the IFSP, early intervention services are only delivered to the family members, i.e., no services are delivered to a child, report the child in the “Other setting” category.  

2. If, according to the IFSP, all of the services for a child were delivered in the same setting, then that setting is the Primary Setting.  For example, if the IFSP says that the child will receive 1 hour of physical therapy services in their home each week, and that is the only early intervention service the child receives according to the IFSP in place on the child count date, then the “Home” is the Primary Setting.  

3. If, according to the IFSP, a child was to receive services in more than one setting, report the child in the setting in which he or she was to receive the most hours of early intervention service.  For example, a toddler who receives 1 hour of service a month in the home and 4 hours of service a month in a preschool, should be reported in the category “community-based setting.”

4. If, according to the IFSP, there is a tie for primary setting (the child was to receive an equal number of hours of service in two or more settings and the child does not receive a higher number of hours of early intervention service in a different setting), report primary setting based on the following decision rules:

a. If the child receives an equal number of hours of service in the home and one or both of the other settings, report the child in the home setting.

b. If the child receives an equal number of hours of service in a community-based setting and other settings, report the child in the community-based setting.
Field: Racial/Ethnic Heritage
Screen: 

Demographics

Submission:

Required for Active and Exited records

Use:


Early On Periodic Count reporting (December and June) 

618 Tables 1, 2, 3 (OSEP Reporting)




State Reports

Trend Charts (EdCharts)



Definition: The family heritage of the child.  The reporting of the family heritage requires a two-part collection of the data; Hispanic/Latino ethnicity, and one or more race category.  
Codes:

American Indian or Alaska Native (1):  A child or student having origins in any of the original peoples of North America and South America (including Central America), and who maintains tribal affiliation or community attachment.

Asian American (2):  A child or student having origins in any of the original peoples of the Far East, Southeast Asia, or the Indian sub-continent including for example, Cambodia, China, India, Japan, Korea, Malaysia, Pakistan, the Philippine Islands, Thailand, and Vietnam.

Black or African American (3):  A child or student having origins in any of the black racial groups of Africa. 

Native Hawaiian or Other Pacific Islander (4):  A child or student having origins in any of the original peoples of Hawaii, Guam, Samoa, or other Pacific Islands.

White (5):  A child or student having origins in any of the original peoples of Europe, the Middle East, or North Africa.

Hispanic or Latino (6):  An indication that the individual traces his or her origin or descent to Mexico, Puerto Rico, Cuba, Central and South America, and other Spanish cultures, regardless of race.
Two or More Races (7): Any combination of races 1, 2, 3, 4, and 5.
MICIS Entry:


Check Ethnic Hispanic “Yes” or “No”.  “No” is the default.  Check all races that apply. Note that when Hispanic “Yes” is checked, regardless of Race selection, #6, “Hispanic/Latino” will be reported.  When two or more Races are selected, and Hispanic is “No”, #7 “Two or More Races” will be reported.
Field: Reason for Not Meeting Notification Timeline (New)
Screen: 

Special Ed Notification
Submission:

Conditional for Active and Exited records.  
Use: 


Early On Periodic Count reporting (December and June) 

State Reports

Trend Charts (EdCharts)
SPP Indicator #8
Definition: 
The reason reported by Special Education as to why Special Education did not hold an IEP prior to the child’s third birthday.  Codes to be reported by Special Education include:


53 – Parent did not make child available


54 – Timeline began in previous district


55 – Personnel not available for evaluation


56 – Personnel not available for IEP


57 – External reports not available


58 - Child’s health problems


59 – Unable to arrange agreeable times


60 – Extenuating family circumstances


61 – Late Notification for EO to SE


62 - Other
MICIS Entry:

Enter the Reason as provided by Special Education regarding any IEP held after the child’s third birthday.  For districts where Special Education uses MICIS for student data entry, this field will be generated when the IEP or Cancellation of the Referral is entered.
Note:  The Special Ed Notification screen will display the following coded which reflect the status of the notification:


CN – Cancelled (Notification/Referral has a cancellation date.)

ET – Eligible + Timely (Notification has Eligibility = Eligible and has an IEP Date that is Prior to the child’s third birthday.)

IT – Ineligible + Timely (Notification has Eligibility = Ineligible and has an IEP Date that is on or prior to the IEP Due Date of the child’s third birthday.

EL – Eligible + Late (Notification has Eligibility = Eligible and has an IEP date that is after the IEP Due Date of the Child’s third birthday.

IL – Ineligible + Late (Notification has an Eligibility entered, has an IEP Date that is after the IEP Due Date of the child’s third birthday.

LP- Late Parent Caused (Notification has an Eligibility entered, has an IEP Date that is after the IEP Due Date of the child’s third birthday, and the Reason for Not Meeting Notification Timeline is “53 – Parent did not make child available”.

OP – Open (Notification exists with no recorded IEP Date or Cancellation Date.

CR – Part C Referral Late (The Part C Referral was less that 90 days prior to the child’s third birthday.

For children who have a special education IEP record in MICIS but no notification, the following codes will be reported”


SE – Special Ed Eligible


SI – Special Ed Ineligible
Field: Reason for Not Meeting Timeline (Initial IFSP)
Screen: 

Child Plan Detail (Initial IFSP)
Submission:

Conditional for Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 

SPP Indicator #7: Timeliness of IFSP

Definition:
When an Initial IFSP Meeting or the Initial IFSP Plan is not held within the required time, a reason for not completing the referral process in a timely fashion is requested.  The options are:

Codes:
31 – Child unavailable: The child was not made available to complete the evaluation and IFSP prior to the due date.
32 - Natural disaster:  Weather related issues prevented the child, family, and/or agency from completing the evaluation and/or IFSP within the time line.
33 – Exceptional Family Circumstance: The parent(s) or family was not available for completion of the evaluation and IFSP prior to the due date.
34 - Personnel Unavailable:  Persons responsible for evaluation of the child were not available.
35 - External Reports not received:  Diagnostic reports necessary to confirm eligibility for Part C were not received prior to the IFSP due date. (Other) 

36 - Other: The Initial IFSP meeting and /or the initial IFSP Plan was held after the due date for reasons other than listed here.

MICIS Entry:

Entry of an Initial IFSP Meeting Date or Initial IFSP Plan date which is after the due date requires entry in this field.  Select from the drop down menu.  
Note:

The Referral Outcome will be reported using the Plan Date (Initial IFSP), the Initial IFSP Meeting Date and the Reason for Not Meeting Timeline (Initial IFSP). Outcomes will be reported as:

· TIMELY if the Plan Date is on or before the Plan Due Date and the First IFSP Meeting Date is on or before the First IFSP Meeting Due Date;

· UNTIMELY if either the Plan Date is after the Plan Due Date or the First IFSP Meeting Date is after the First IFSP Meeting Due Date AND the Reason for not Meeting Timeline is other than Exceptional Family Circumstance or Natural Disaster;  
· ACCEPTABLE if either the Plan Date or the First IFSP Meeting Date is after the due dates, but the Reason For Not Meeting Timeline is either Exceptional Family Circumstance or Natural Disaster;  

· CANCELLED if the Referral Page has a Cancellation Date and Reason.

 Field: Referral/Transfer In Date
Screen: 

Referral/Transfer In Detail

Submission:
Conditional on Active and Exited records. If the Initial IFSP Date is reported, a Referral Date must be reported.
Use:


Early On Periodic Count reporting (December and June) 

SPP Indicator #7: Timeliness of IFSP

CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition: 

Referral Date: The date the agency responsible for completing the evaluation, assessment, and determination of eligibility for services under Part C of IDEA, is first made aware of the concern that a child may be eligible for services.  This date begins the 10-day timeline for parental notice of referral and 45 calendar day timeline for completion of the evaluation and Initial IFSP meeting.

Transfer In Date:  The date a child is presented to a service area with a current IFSP from another service area.  

MICIS Entry:

The Referral/Transfer In Date cannot be prior to the Operating/Attending Begin Date.  
Field: Resident District

Screen: 

Demographics

Submission:

Required for Active and Exited records
Use:


Early On Periodic Count reporting (December and June) 

Definition: 
The Local Education Agency (LEA) district in which the child resides.
MICIS Entry:

Select the LEA catchment area in which the child resides.  The LEAs within the ISD are filtered after selecting the ISD.
 Field: Service

Screen: 

Child Program/Services Detail

Submission:

Required for Active records

Use:


Early On Periodic Count reporting (December and June) 




State Reports

Definition: 

Following are types of services included under “early intervention services,” and, if appropriate, definitions of those services:

Assistive technology (816): (Assistive technology device means any item, piece of equipment, or product system, whether acquired commercially off the shelf, modified, or customized, that is used to increase, maintain, or improve the functional capabilities of children with disabilities.) Assistive technology service means a service that directly assists a child with a disability in the selection, acquisition, or use of an assistive technology device. Assistive technology services include

1. The evaluation of the needs of a child with a disability, including a functional evaluation of the child in the child's customary environment;

2. Purchasing, leasing, or otherwise providing for the acquisition of assistive technology devices by children with disabilities;

3. Selecting, designing, fitting, customizing, adapting, applying, maintaining, repairing, or replacing assistive technology devices;

4. Coordinating and using other therapies, interventions, or services with assistive technology devices, such as those associated with existing education and rehabilitation plans and programs;

5. Training or technical assistance for a child with disabilities or, if appropriate, that child's family; and 

6. Training or technical assistance for professionals (including individuals providing early intervention services) or other individuals who provide services to or are otherwise substantially involved in the major life functions of individuals with disabilities.

Audiology (801): includes
1. Identification of children with auditory impairment, using at risk criteria and appropriate audio logic screening techniques;

2. Determination of the range, nature, and degree of hearing loss and communication functions, by use of audio logical evaluation procedures;

3. Referral for medical and other services necessary for the habilitation or rehabilitation of children with auditory impairment;

4. Provision of auditory training, aural rehabilitation, speech reading and listening device orientation and training, and other services;

5. Provision of services for prevention of hearing loss; and

6. Determination of the child's need for individual amplification, including selecting, fitting, and dispensing appropriate listening and vibrotactile devices, and evaluating the effectiveness of those devices.

Family training, counseling, and home visits (802): means services provided, as appropriate, by social workers, psychologists, and other qualified personnel to assist the family of a child eligible under this part in understanding the special needs of the child and enhancing the child's development.

Health Services (803): means services necessary to enable a child to benefit from the other early intervention services under this part during the time that the child is receiving the other early intervention services. The term includes such services as 

1. Clean intermittent catheterization, tracheotomy care, tube feeding, the changing of dressings or colostomy collection bags, and other health services; and

2. Consultation by physicians with other service providers concerning the special health care needs of eligible children that will need to be addressed in the course of providing other early intervention services.

The term does not include
1. Services that are

a. Surgical in nature (such as cleft palate surgery, surgery for club foot, or the shunting of hydrocephalus); or 

b. Purely medical in nature (such as hospitalization for management of congenital heart ailments, or the prescribing of medicine or drugs for any purpose).

2. Devices necessary to control or treat a medical condition.

3. Medical-health services (such as immunizations and regular “well-baby” care) that are routinely recommended for all children.

Note: The definition in this section distinguishes between the health services that are required under this part and the medical-health services that are not required.

Medical services (804): only for diagnostic or evaluation purposes means services provided by a licensed physician to determine a child's developmental status and need for early intervention services.

Nursing services (805): includes
1. The assessment of health status for the purpose of providing nursing care, including the identification of patterns of human response to actual or potential health problems;

2. Provision of nursing care to prevent health problems, restore or improve functioning, and promote optimal health and development; and

3. Administration of medications, treatments, and regimens prescribed by a licensed physician.

Nutrition services (806): includes

1. Conducting individual assessments in

a. Nutritional history and dietary intake;

b. Anthropometric, biochemical, and clinical variables;

c. Feeding skills and feeding problems; and

d. Food habits and food preferences;

2. Developing and monitoring appropriate plans to address the nutritional needs of children eligible under this part.; and

3. Making referrals to appropriate community resources to carry out nutrition goals.

Occupational therapy (807): includes services to address the functional needs of a child related to adaptive development, adaptive behavior and play, and sensory, motor, and postural development. These services are designed to improve the child's functional ability to perform tasks in home, school, and community settings, and include

1. Identification, assessment, and intervention;

2. Adaptation of the environment, and selection, design, and fabrication of assistive and orthotic devices to facilitate development and promote the acquisition of functional skills; and

3. Prevention or minimization of the impact of initial or future impairment, delay in development, or loss of functional ability.

Physical therapy (808): includes services to address the promotion of sensorimotor function through enhancement of musculoskeletal status, neurobehavioral organization, perceptual and motor development, cardiopulmonary status, and effective environmental adaptation. These services include

1. Screening, evaluation, and assessment of infants and toddlers to identify movement dysfunction;

2. Obtaining, interpreting, and integrating information appropriate to program planning to prevent, alleviate, or compensate for movement dysfunction and related functional problems; and

3. Providing individual and group services or treatment to prevent, alleviate, or compensate for movement dysfunction and related functional problems.

Psychological services (809): includes

1. Administering psychological and developmental tests and other assessment procedures;

2. Interpreting assessment results;

3. Obtaining, integrating, and interpreting information about child behavior, and child and family conditions related to learning, mental health, and development; and

4. Planning and managing a program of psychological services, including psychological counseling for children and parents, family counseling, consultation on child development, parent training, and education programs.

Service coordination (818): means assistance and services provided by a service coordinator to a child eligible under this part and the child's family that are in addition to the functions and activities included under Sec. 303.23.

Social work services (812): includes

1. Making home visits to evaluate a child's living conditions and patterns of parent-child interaction;

2. Preparing a social or emotional developmental assessment of the child within the family context;

3. Providing individual and family-group counseling with parents and other family members, and appropriate social skill-building activities with the child and parents;

4. Working with those problems in a child's and family's living situation (home, community, and any center where early intervention services are provided) that affect the child's maximum utilization of early intervention services; and

5. Identifying, mobilizing, and coordinating community resources and services to enable the child and family to receive maximum benefit from early intervention services.

Special instruction (813): includes

1. The design of learning environments and activities that promote the child's acquisition of skills in a variety of developmental areas, including cognitive processes and social interaction;

2. Curriculum planning, including the planned interaction of personnel, materials, and time and space, that leads to achieving the outcomes in the child's individualized family service plan;

3. Providing families with information, skills, and support related to enhancing the skill development of the child; and

4. Working with the child to enhance the child's development.

Speech-language pathology (814): (sign language and cued language) services includes
1. Identification of children with communicative or oropharyngeal disorders and delays in development of communication skills, including the diagnosis and appraisal of specific disorders and delays in those skills;

2. Referral for medical or other professional services necessary for the habilitation or rehabilitation of children with communicative or oropharyngeal disorders and delays in development of communication skills; and

3. Provision of services for the habilitation, rehabilitation, or prevention of communicative or oropharyngeal disorders and delays in development of communication skills.

Transportation (811): and related costs includes the cost of travel (e.g., mileage, or travel by taxi, common carrier, or other means) and other costs (e.g., tolls and parking expenses) that are necessary to enable a child eligible under this part and the child's family to receive early intervention services.

Vision services (817): means

1. Evaluation and assessment of visual functioning, including the diagnosis and appraisal of specific visual disorders, delays, and abilities;

2. Referral for medical or other professional services necessary for the habilitation or rehabilitation of visual functioning disorders, or both; and

3. Communication skills training, orientation and mobility training for all environments, visual training, independent living skills training, and additional training necessary to activate visual motor abilities.

MICIS Entry:

Select the service designed to meet the unique needs of the child and the child’s family according to the IFSP. 

Field: Service Coordinator
Screen:  

Early On Detail
Submission:

Elective for Active records, Optional for Exited Records
Use:


Early On Periodic Count reporting (December and June) 

Local Data Management

Definition:  

The person responsible for providing the coordination of Part C services to the eligible child and family.  This includes activities related to the evaluation and assessment of the child suspected of being eligible for services under Part C of IDEA.

MICIS Entry:

Select the name from the drop down menu of the person assigned as Service Coordinator for the child and family.  Personnel are added to the list under Personnel Search/New (or select found personnel), Employment/Assignment.  Assign “service coordination”.

Field: Service Coordinator Agency Type

Screen:

Personnel Detail
Submission:

Required for Active Records

Use:


Early On Periodic Count reporting (December and June) 




State Reports

Trend Charts (EdCharts)

Definition:  
The type of agency which employs the individual service coordinator.  Agencies are assigned to the following types:  

ED - Education: this includes Local and Intermediate School Districts.

FAM - Family Member/Parent: any family member, including foster parent and court appointed guardian.

HO - Hospital/Medical Facility: this includes any private or public hospital or medical facility.

OTH - Other:  Any agency type not listed in the categories provided.
PHY - Physician: Any physician.
PH - Public Health:  Department of Community Health, Public Health Services.
DHS - Public Human Services:  Department of Human Services.

MH - Public Mental Health:  Department of Community Health, Mental Health Services.

UKN – Unknown agency type:  Used for referrals generated from unknown sources. 
MICIS Entry:

When the Service Coordinator is entered on the Early On Detail screen, the Agency Type associated with the Service Coordinator is exported for submission.

The Agency Type is associated with a specific agency when adding agencies in Administration/Local Lookup Codes.  The user must select the Type associated with the agency prior to saving the entry of a new agency.

The Agency Type assigned to individual providers or Service Coordinators is selected within the personnel record, under “Employment”.  (Early On “Employment” must be entered before the “Assignment” of “service coordination” can be made.
Field: Special Ed Referral Result (New)
Screen: 

Special Ed Notification
Submission:

Conditional for Active and Exited records.  
Use: 


Early On Periodic Count reporting (December and June) 

State Reports

Trend Charts (EdCharts)
SPP Indicator #C8, #B12
Definition: 

The eligibility result (Eligible or Ineligible) reported by Special Education after completing the evaluation and IEP of a child who was referred through “Notification” from Part C.
MICIS Entry:
 Enter the eligibility reported by Special Education through the notification/transition process (Eligible or Ineligible).  For districts where Special Education uses MICIS for student data entry, this field will be generated when the IEP or Cancellation of the Referral is entered.

Field: Status
Screen: 

Early On Detail

Submission:

Required for Active and Exited records.
Use:


Early On Periodic Count reporting (December and June) 

618 Tables 1, 2, 3 (OSEP Reporting)

CIMS Calculation

State Reports

Trend Charts (EdCharts)

Definition: 
The step or phase the child is currently in as it relates to Part B or Part C of IDEA. The following statuses track the child’s move through the system within a service area.
Codes:

Active (Services in Process): The child has an IFSP and is receiving services.
Inactive (Exit Services):  The child is no longer receiving services in the service area.  Selection of Inactive requires an Exit Reason.
Ineligible (Ineligible for Service):  The child does not meet the criteria for eligibility for Part C, or, the child meets the eligibility criteria but the parent refuses implementation of the IFSP.

Referral in process:  The child has been referred for an initial evaluation, assessment and determination of eligibility and the Initial IFSP has not yet occurred.
Transfer In (Temporary placement):  The child comes into the service area with an IFSP from another service area or State and the new service area is honoring the provisions of the IFSP, or, the new service area is providing service while continuing to evaluate the IFSP for the child and the child’s family, and as appropriate to revise its provisions.
MICIS Entry:

Status is most frequently changed when the user selects the Early On Status when entering a NEW child, or selects the Early On Eligibility on the Plans page.  When a child leaves the service area, the user moves the status from Active to Inactive on the Early On detail page, and provides an Exit Reason.

Field: Status Date

Screen: 

Early On Detail

Submission:

Required for Exited records
Use: 


Early On Periodic Count reporting (December and June) 
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State Reports

Trend Charts (EdCharts)

Definition: 
The begin date of the selected status of the child.
MICIS Entry:

For most status changes this is auto filled when a child moves from one status to another.  The child remains in a given status until an action regarding eligibility changes, e.g., when the child moves from Referral to Active, the Status Date changes along with the change of status.  When a child EXITS Early On the user must enter the date of exit to inactivate the record.
 Field: Zip

Screen: 

Demographics

Submission:

Required on Active records

Use:


Early On Periodic Count reporting (December and June) 




Local Data Management
Definition: 
This is the zip code of the location where the student lives.
MICIS Entry:

Enter the five digit zip code.  The zip code completes the child’s address on mailing labels. 
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