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Liaison between Responsibility Center &
Agencies

ORS supports and provides guidance:

* Disseminate DOE communications important to the provision of related
services

® Provide clarification regarding roles and responsibilities

® Provide discipline-specific information as it relates to the provision of related
services
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Clinical Support and Professional Development
for OT, PT and Speech Services

The purpose of school-based occupational, physical and speech therapy is to help
students access the academic environment and participate to the maximum extent

possible in educationally related activities.
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Registration Process (Credentialing,
Fingerprinting & Photo ID Cards)

In order to see any student, a provider must have:
® Clear fingerprint results posted in the DOE system (State and Federal)
* Adigital photo and signature retained in the DOE database

* DOE-required licensure/certification and current registration certificate

m e
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Personnel Eligibility Tracking System (PETS)

* Contract agencies must add each staff member to their PETS roster.

* Providers must be currently cleared to work prior to providing any services or
being given access to confidential student information.

* Providers cannot be assigned unless/until they are cleared on PETS.

* Vendor Portal checks for PETS clearance before allowing agencies to bill.
Agencies cannot bill for providers who are not cleared on PETS.

* Agencies must assign a single employee as Agency Supervisor to manage the
Provider Assignment process.
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Field Support Centers

Adult Support Plans
Development for Struggling
& Schools &
Professional Leaders
Learning

Access & Family &
Support for Community
all Students Engagement

Rigorous Operational

Academics

Services

* Bronx (Districts 7, 8, 9, 10, 11, 12)
1 Fordham Plaza, Bronx, 10458 and 1230 Zerega Ave., Bronx, 10462

* Brooklyn North (Districts 13, 14, 15, 16, 19, 23, 32)
131 Livingston St., Brooklyn, 11201

* Brooklyn South (Districts 17, 18, 20, 21, 22)
415 89th St., Brooklyn, 11209 and 5613 Flatlands Ave., Brooklyn, 11234

 Manhattan (Districts 1, 2, 3, 4, 5, 6)
333 7th Avenue, Manhattan, 10001

* Queens North (Districts 24, 25, 26, 30)
28-11 Queens Plaza North, Queens, 11101

* Queens South (Districts 27, 28, 29)
8201 Rockaway Blvd., Queens, 11416

» Staten Island (District 31)
Petrides Complex, 715 Ocean Terrace, Staten Island, 10301

» Affinity Group
131 Livingston St., Brooklyn, 11201
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DISTRICT 75

District 75 provides citywide educational, vocational, and behavior support programs for students who are
on the autism spectrum, have significant cognitive delays, are severely emotionally challenged, sensory
impaired and/or multiply disabled. District 75 consists of 56 school organizations, home and hospital
instruction, and vision and hearing services. D75 schools and programs are located at more than 310 sites
in the 5 boroughs and Syosset, New York.

Ketler Louissaint
Superintendent

Barbara Joseph
Deputy Supernntendent
Helen Kaufman
Administrative Asst. Supernntendent
Clinical & Support Services

NETWORK 1 NETWORK 2 NETWORK 4 NETWORK 5

: ELEMENTARY AUTISM MIDDLE/HIGH SCHOOL CAREER PATHS
Polina Telerman

ORS 231K 10x B 2K 17X 36K 23Q 373K 754X
369K 186X W 77K 168X 53K 256Q 721K 811X
372K 188 370K 176X 140K 12X 753K 79M
4Q 352x W 811K 723X 141K 35M 721Q 721M
9Q 138M 75Q 94M 368K 169M 752 751M
224Q 811M 177Q 226M 371K 25R 721X 721R
811Q 373r B 2330 37R 306K Home

9930 : 255Q 771K Hospital
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Committees on Special Education and
Committees on Preschool Special Education

e There are 10 CSE offices.

* These offices are responsible for arranging the provision of related services for
school-age students that attend private, parochial and charter schools in the
geographic districts under the jurisdiction of each CSE office.

e Committees on Preschool Education (CPSE) Administrators are located in these 10
offices and are responsible for ensuring the provision of special education services
to all preschool students with a disability residing in the geographic districts under
the jurisdiction of the CSE office.

NYC DOE Provider Contact & Resources
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http://schools.nyc.gov/Academics/SpecialEducation/ProviderResources/default

Special Education Objectives
and the Special Education
Reform
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Overview of DOE Special Education Reform

SOVAYEN . Students with
Access to disabilities attend the

Schools and same school as they //
Classrooms | would without an IEE >

—

More students with %
disabilities graduating ¥

#

4
from high school
Access to _ ready for college and
Common » High academic careers and improved
Core standards /’ learning and greater
Standards 7 success for all
7 students—with or
, without disabilities.
B oot i - Flexible program;
of Hic students schedules
= utilizing the full
Qua continuum of services //
7
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LRE: What the research shows...

The more time - the higher their scores on standardized tests of

students with reading and math
4 A - = the fewer their absences from school
disabilities spend in a

. » the fewer their referrals for disruptive behavior
general education

» the better their outcomes after high school in the
classroom: areas of employment and independent living

N

These results were = their classification;
o il Bie gl il s | - the severity of their disability;

with disab"ities’ j ::::: ?:mn::e’rs; :;cio-economic status
regardless of: (Wagner, Namr?'art, Camelo, Levine, & Garza, 2006)

X

The performance of

students without

disabilities is not = In fact, they derive benefits from their involvement
compromised by the {McCragor & Nogelshan, 135:8)
presence of students

with disabilities.
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School Based Related Services

Department of
Education New Contract Agency Orientation 2017-2018




School Based Related Services

®* Related services typically provided by the DOE include physical and occupational
therapy, speech-language therapy and audiology services, counseling services,
interpreting services, psychological services, and orientation/mobility services,
hearing services, vision services, assistive technology and paraprofessionals.

®* Occupational, physical and speech therapy are considered related services under
IDEA, and may be implemented in a variety of ways within the school system to
best meet a student’s individual academic and functional needs.
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Related Services Guiding Philosophy

» Related services are provided to advance the achievement of a student with a
disability in connection with his or her educational program.

* The fundamental objective of related services is to help maximize each student’s
ability to achieve his or her educational goals.

» Related services should always be delivered in the least restrictive environment and,
as much as appropriate, integrated into the classroom.

» Related services should be closely coordinated with the student’s teachers, other
instructional personnel, and parents/guardians in support of instructional goals.

e Each related service should be reassessed annually in conjunction with a review of
the student’s IEP.
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School-Based Services vs. The Medical Model

Approach to Service Medical Model School-Based Model

School team (teacher,
Doctor, therapist related services, parent,
student)

Who decides
services?

Participation in

What is the focus of Impairment, function academics and other

2

therapy* school functions
Classroom, hallway,

iiiir;does therapy Therapy room stairs, playground,

lunchroom, etc.

How is therapy

delivered? Typically 1:1 1:1, group, with peers
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School Based Speech & Language Services

® School-based speech providers are the communication and language experts in
schools.

® School-based speech providers are related service providers who promote positive
learning outcomes for students in need of speech and language remediation.

® School-based speech providers assess speech and language to determine whether
the student’s academic progress is due to disorders of speech, language, and
communication.
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School Based Speech Therapy

Supporting academic success — collaborating with educators to meet academic
needs by providing language and literacy support;

 Developing communication skills — by addressing the following areas of need,
including :

Ability to understand and use language (auditory processing, comprehension,
grammar/syntax, and vocabulary)

Articulation/phonological skills
Social language development/pragmatics

Fluency, voice/resonance; and

 Providing culturally competent services — Differentiating language
delay/disorder vs. language difference.

 Speech & Language services may be recommended when additional support is
necessary to improve the student’s listening, speaking, reading and writing skills.

m e
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What is Assistive Technology?

 The Individuals with Disability Education Act (IDEA) classifies Assistive Technology
as:

“... 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 functional capabilities of a person with a disability.”
http://idea.ed.gov

» Assistive technology is recommended, when appropriate, to enable a student to
access his/her instructional program and meet his/her individual educational needs.

« All assistive technology devices or services a child requires are listed on his/her
IEP.
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Assistive Technology and the Curriculum

®* AT addresses barriers and ensures that all students have equal access to the
school curriculum.

®* AT allows students to achieve their full potential and participate in classroom
activities along with their peers.

®* Many factors are considered when identifying an AT need, including student
strengths, educational goals, personal needs and preferences, social needs and
environmental needs.
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School Based Occupational Therapy Services

» Support student function related to a student’s ability to access the educational
environment.

« Classroom Responsibilities: Activities necessary for participation in classroom
activities — e.g., adapting to routines, organizing materials, hand skills for
manipulating classroom tools and producing written work.

* Functional Sensory Motor Skills/Environmental Interactions: Staying on task,
interacting appropriately with peers and adults, following directions, observing
personal space and utilizing various school equipment safely.

» Activities of Daily Living: Self-care activities such as hygiene, toileting, feeding,
managing personal materials and devices.

» Transitioning from school to post-school activities.

» Occupational Therapy can occur in a small group setting, in or out of the classroom,
meeting each student’s needs in the natural educational environment.
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School Based Physical Therapy Services

e Support student function related to a student’s ability to access the educational
environment.

* School mobility — student’s ability to access various areas of the school via walking,
wheelchair or other means of mobility.

* Classroom activities — function related to participating physically and maneuvering
within the classroom environment.

e Accessing (and participating in) the lunchroom, playground, bathroom,
transportation, etc.

* Transitioning from school to post-school activities.

* Physical therapy is recommended when such support is necessary to allow a
student to access his/her educational environment.
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How Is Therapy Provided?

 Determined by individual student need as part of the assessment process,
Including consultation with classroom staff and recommended on a
student’s IEP.

» Should be provided in the Least Restrictive Environment (LRE) —
e.g., classroom, lunchroom, gym, wherever the disability is impacting the
student.

« Services may be provided in an individual or group setting.
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Individual OT/PT/SP Services May be
Recommended When:

Specialized techniques that cannot be provided in a group are needed.
* The desired skills and their practice require privacy.

* Intensive interventions, with maximum opportunities for repetition and learning new
skills, is needed.

* The student's behavior, attention, and/or other factors are managed most
appropriately on an individual basis.

m e
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Services in a Group Setting May be
Recommended When:

Department of [
Education New Contract Agency Orientation 2017-2018 —

Peer relationships support or aid the attainment of IEP goals.
Common interests, values or skills create an optimal context for learning.
Skills can be practiced most effectively in the presence of others.

Students demonstrate the ability to function in a group.




Collaboration

* Related Services are most effective when parents, teachers, therapists and
students work together.

* Services should be provided in connection with the student’s classroom and
curriculum as much as possible.

e Just like the rest of the IEP, related service recommendations should be reviewed
during the Annual Review process.
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Graduation from OT/PT/SP Services

A student may be considered for graduation from OT or PT services when:
®* The student’s goals were met or exceeded.
® Student has plateaued and reached maximum potential.

®* The student’s goals are no longer valid given a change in context.

Department of
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Parents Supporting Students at Home

There are many things families can do to enhance their children’s function at school
and home.

* Provide daily exercise and play opportunities for your child. Find out what
activities they enjoy and include these on a regular basis. Outdoor exercise is
especially beneficial for children.

e Ask your child’s OT or PT provider about which exercises or activities will
benefit them at home. For example, if your child has difficulty with eye-hand
coordination, the OT or PT may have ideas of activities and games you can
play with your child at home to improve this area.

* Find out about community activities for your child that may improve skills and
increase opportunities to socialize with peers. Examples include classes at the
Y, local gymnastics or martial arts studios and Boys/Girls clubs.
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Resources for Families: Family Guide

Looking for information regarding Related Services? Click here to view the Family
Guide to Special Education for School-Age Services:

More Important Documents

m e

Department of 32 |
Education New Contract Agency Orientation 2017-2018 —



http://schools.nyc.gov/NR/rdonlyres/DBD4EB3A-6D3B-496D-8CB2-C742F9B9AB5C/0/Parent_Guide_for_Students_with_Disabilites_Updated_Web.pdf
http://schools.nyc.gov/NR/rdonlyres/DBD4EB3A-6D3B-496D-8CB2-C742F9B9AB5C/0/Parent_Guide_for_Students_with_Disabilites_Updated_Web.pdf
http://schools.nyc.gov/Academics/SpecialEducation/tellmemore/importantDocuments.htm

Resources for Families: Other Related Service
Information

Additional information on related services and therapies is available on the Related
Services Page of the DOE website.

Parents may also find it helpful to review the following web resources, which have
been prepared by professional OT, PT and Speech organizations for use by
families:

OoT

American OT Association - About OT - Children and Youth

PT

American PT Association - Physical Therapy Health Center for Children

Speech | American Speech-Language-Hearing Association - Child Speech and

L anguage

m e
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http://schools.nyc.gov/Academics/SpecialEducation/SupportsServices/RelatedServices/default.htm
http://schools.nyc.gov/Academics/SpecialEducation/SupportsServices/RelatedServices/default.htm
https://www.aota.org/About-Occupational-Therapy/Patients-Clients/ChildrenAndYouth.aspx
http://www.moveforwardpt.com/Children
http://www.asha.org/public/speech/disorders/ChildSandL.htm
http://www.asha.org/public/speech/disorders/ChildSandL.htm

Provision of Services
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Arrival at School

®* Providers must carry and present an official NYC DOE photo-identification card.

®* Providers must record their arrival and departure on a form designated by the
principal or designee. This may include:

> Sign-in form
> Time card
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Scheduling

* Providers must coordinate their schedule with the classroom teacher.

* All agency providers are required to take a 30-minute unpaid lunch hour after
working for five (5) hours in a school.

* Services may only be provided during the following hours for grades indicated:
> Preschool — 6 AM to 8 PM
> Elem. grades K-2 -6 AM to 8 PM
> Elem. grades 3-5 -6 AM to 9 PM
> Middle and high school grades 6-12 — 6 AM to 10 PM

NVYG -
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Scheduling

* For a minimum of every ten (10) Related Service sessions scheduled, the
provider must schedule two (2) additional thirty (30) minute sessions for
consultation with school staff, CFN, CSE, CPSE, parents, etc. This time shall
not be billed separately to DOE.

* Missed sessions may not be provided on the same day that a regular session is
scheduled. Contractors may, however, provide a missed session on another
day during the same week (Monday-Sunday).

NVYG -
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Attendance — Start Date

* Providers are required to use SESIS Provider Assignment to record the initial
start date of service (also referred to as the First Attend Date, or FAD) for each
school aged student on their caseload.

* Pre-school first attend dates are provided via the Excel based transmittal
process.
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School Aged Services Calendar

* Related services may be provided during the school year only on days on which
the student’s school is in session for students.

* DOE calendar for students in DOE schools.
* Charter school calendar for Charter students (some start early.)

* |ESP services may not begin before September 1 or continue after June 30; and
the total number of sessions provided during the 10month school year may not
exceed the total number of sessions that would be provided to a student with the
same mandate attending a DOE school, based on a 180-day school year.

* May include legal or other holidays for students in non-DOE schools.

* Number of sessions provided in a week may not exceed the number mandated by
the IEP/IESP; multiple sessions of the same related service not allowed in a day
unless the IEP/IESP requires it.

e Para services may be provided on any instructional day.
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Pre-School Services Calendar

For students receiving related services only or related services in conjunction with a Special
Education Itinerant Services (SEIT) program (i.e., not attending a State approved public (DOE)
or private preschool special class or SCIS):

For students attending preschool, services may be provided on any day the student’s preschool
IS in session for students.

For students not attending a preschool, services may be provided only on days that DOE
preschools are in session for students.

For students eligible for extended school year services, unless otherwise specified in the IEP,
related services for the summer may be provided during any six (6) weeks between July 1 and
August 31.

For students attending an early childhood program (e.g., a regular preschool program or Head
Start program) and/or receiving Special Education Itinerant Services (SEIT), related services
should be aligned to the program and/or SEIT program calendar, whenever possible and
appropriate subject to the bullets above.

Number of sessions provided in a week may not exceed the number mandated by the IEP/IESP;
multiple sessions of the same related service not allowed in a day unless the IEP/IESP requires
it.

Para services may be provided on any instructional day.

m e
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Mandatory Meetings

* At the request of the Responsibility Center, contract agency providers are required
to participate in DOE or school meetings or trainings in topics that include, among
others:

> Medicaid compliance

> Practice guidelines and procedures

> Due process procedures

> Service delivery, report writing, record-keeping
> SESIS

> |[EP meetings, Impartial Hearings

* Such attendance shall be at no charge to the DOE.
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Preparation/Report Writing

* Contractor staff members are responsible for completion of various types of
reports at no additional charge to the DOE.

> Encounter Attendance
> |[EP
> Progress Report on the IEP

m e
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Encounter Attendance & Session Notes

* Encounter attendance and session notes must be entered on SESIS
contemporaneously — i.e., immediately following or shortly after sessions are
completed, and no later than 7 days following the session.

e Session notes should be descriptive — i.e., not the same session after session.

e Session notes should indicate the student’s progress (or lack thereof) with relation to
the IEP goals.

e Session notes must be certified by checking the box at the bottom of the EA session
note page.

* For information regarding recording encounter attendance in SESIS, for school aged
students, see the SESIS training webpage:

SESIS Training Materials for Related Service Providers
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http://schools.nyc.gov/Academics/SpecialEducation/ProviderResources/SESIS_NonDOE

Why | My Caseload Empty?

e Students automatically populate on a provider’'s caseload after they have
successfully been attached to the student’'s mandate in Provider Assignment.

Why Is Vendor Portal Displaying the Wrong
Mandate Information?

* Vendor Portal displays the mandate as first attended in Provider Assignment.

(TR e "
-
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IEP

* At least forty-five (45) days prior to an IEP review, and/or when required by the
DOE, the agency/provider shall submit a report in SESIS or in any other manner
designated by the DOE concerning the progress of each student.
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Progress Report on the IEP

The agency shall require each provider to document the progress of goals in the
appropriate section designated on the student’s IEP.

* This information must be entered in SESIS or other mechanisms prescribed by the
DOE using DOE templates.

Department of ]
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Agency Responsibilities
Under the Contract
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Establishing & Maintaining Provider Eligibility

* Contract agencies must have a PETS roster established for their contract number.

* After entering a provider on PETS, agencies must immediately send a Letter of
Introduction and DOE-required licensure/certification to ORS by email
(hdastas@schools.nyc.gov or hlicori@schools.nyc.gov) or fax (718-391-8174).

* Once this information is received, ORS will email the agency a photo ID authorization
form to give to the provider to take to Court Street after finishing the next step.

* The provider will receive a system-generated “nomination email” that must be
opened immediately and acted on.

* The provider must complete an online background (morals) questionnaire.
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Establishing & Maintaining Provider Eligibility

* The provider must generate an official DOE fingerprint referral form.

* Provider must take the Photo ID referral form and fingerprint referral form to 65 Court
St., Brooklyn, NY 11201. Fingerprinting is $130, payable by check, money order or
credit/debit card. Old photo ID and fingerprint referral forms are not accepted by
Court Street personnel. Providers will be turned away and instructed to return
with the proper documentation.

* All providers must be DOE-fingerprinted. Transfers from other agencies are no
longer accepted.

* Photo-identification cards are released to the contract agency once the provider has
received security clearance.
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Establishing & Maintaining Provider Eligibility

* Failure by agencies and/or providers to follow proper procedure will result in
agencies being required to physically send providers to ORS at Queens Plaza
with documentation before going to Court Street.

* Agencies must send provider ID cards and current licensure documentation for all
providers to ORS annually, at which time photo-identification cards are revalidated
(prior to the start of the new school year).

* Contract agencies must ensure that all providers are entered into PETS and continue
to monitor/update their status.

* |f contract agency is notified that a provider has a problem code, the appropriate
steps must be taken (provider is removed from providing services, made inactive on
PETS and photo-identification card must be returned).
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Medicald and Related Service Contracts

Some Contract Terms

®* You must screen relevant employees against 3 exclusion lists every month.
> We will ask you to certify that this has been done.

® Session notes must be completed within 7 days of service.

® Session notes must be descriptive.

m e
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Commitment to Compliance

®* Everyone must participate in compliance training

> Contact Medicaid@schools.nyc.gov for details.

® The DOE compliance plan is on the public website
(search for “Medicaid Compliance”)

®* Report suspected fraud to
> DOE’s anonymous hotline: 877-393-5432

> NYS Medicaid Inspector General: 877-873-7283
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SLPs, Please Complete Referrals

® SLPs providing speech are given a prompt to complete an order for services.

® Please do this, even if your order is that the service is not “medically” necessary.
> You can indicate that the service is not “medically” necessary.

> We know it is “educationally” necessary, so this will not affect the child’s
treatment plan.
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Service Level Agreement
Terms & Expectations
Quarterly Progress Reporting
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Service Level (SLA) Terms and Expectations

* Referto Section 3.27 of the RFP, also incorporated in your contract.

* Goal of SLAisto guide your successful performance under the contract by
clarifying DOE expectations.

* DOE’'sintentis to be reasonable and to work with you to achieve
compliance.

e SLA covers:
Fulfillment rate: successful response to transmittals.

Fulfillment timeliness: fulfillment within required timeframes.
Service quality: consistency of service and support for instruction.
Medicaid compliance.

Consistent reporting re: performance on a quarterly basis.
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SLA Requirements

SLA & Service Level Requirement Description P[:::?
1. Fill rate: all transmittals (% of transmittals for which there is a provider with a first attend
dati'] o . High
* % filled within five days of receipt.
+ %filled.
2. Fill rate: hard to fill disciplines/districts/schools. (% of transmittals for which there is a
provider with a first attend date, in schools with fill rates in the lowest 20% of all schools.) Hich
* % transmittals filled within five days of receipt. 6
* 9% transmittals filled.
3. DOE Revocation rate.
* % transmittals revoked by DOE for reasons attributable to contract provider and/or High
Contractor performance.
4, Time to fill. High
*  Avg. days from transmittal to identification of provider.
5. Time to fill: hard to fill disciplines/districts/schools. .
. . P : High
*  Avg. days from transmittal to identification of provider.
6. Time to first attend. .
High

*  Avg. days from identification of provider to first attend.
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SLA Requirements, Cont’d.

SLA # Service Level Requirement Description Plr-::“r;:y
7. Consistency of service provision. Medium
* % of service sessions provided as scheduled (based on encounter attendance.)
8. Consistency of annual/three year review report submission.
* % of annual/three year review reports submitted by the date specified by DOE Medium
representative.
9. Consistency of encounter attendance reporting, including session note completion.
* % of encounter attendance reports/session notes provided contemporaneously, as Medium
defined by DOE based on encounter attendance reporting.
10. % of encounter attendance reports/session notes that are complete and thorough. Medium
11. % of speech transmittals for which referrals are completed and submitted prior to first Medium
attend for the service.
12. Frequency of IEP and teacher conferences attendance. Medium
* # of IEP and teacher conferences attended per student served.
13. Services provided in school or classroom. Medium
* % services delivered in school or classroom, where applicable.
14. Staff training. Medium
* % staff trained as required by contract (heed to discuss.)
15. Consistent reporting.
* % of quarterly reports submitted within a week of the end of the quarter, in required Medium
format.
Department of [ 57 ]
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SLA Measurement and Reporting

e SLAterms apply as of the start of the contract; final measures are still under
development and will be shared with you over the next several months.

* While the DOE will be tracking these measures internally, you are required to
Implement and monitor your own compliance reporting, and to submit same to
ORCS on a quarterly basis.

* Reporting should include what you are doing to address any areas that require
Improvement.

* Initially, performance will be measured relative to your peers; ultimately,
absolute minimum requirements will be established for each SLA term.
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SLA Enforcement

* Will be based on data you and your providers enter in SESIS: timely
entry/accuracy are important.

* DOE will meet with firms periodically to review performance and to discuss
areas that require improvement.

* Primarily applicable to primary and secondary agencies, but useful guide for
tertiary firms; all firms must report.

* SLA reporting, performance, and responsiveness to areas that require
iImprovement will be considered by the DOE as an important factor in
determining:

* Whether or not an agency should maintain their primary and secondary
assignments; and

e \Whether or not to offer contract renewals.
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DOE Ethics Officer/Conflicts of Interest
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DOE Ethics Office Conflicts of Interest for DOE
Employees
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DOE employees must comply with the New York City Conflicts of Interest Laws,
and Chancellor’'s Regulation C-110 on ethics and conflicts of interest.

The definition of DOE employees covers all part-time DOE employees, including,
but not limited to, substitute teachers.

DOE employees cannot work for agencies providing Related Services, SETSS, or
SEIT in New York City (NYC).

DOE employees can provide Early Intervention (El) services for children ages 0-3
only at agencies in NYC.

DOE employees may be able to work for agencies outside NYC with DOE
permission and a waiver from the NYC Conflicts of Interest Board.

DOE employees are prohibited from accepting gifts from any person or firm
doing business with the City.




DOE Ethics Officer - Conflicts of Interest for DOE
Employees

« DOE employees on a leave of absence are generally prohibited from working
while on leave unless they receive special written permission from the DOE. DOE
employees on leave are also still subject to all Conflicts of Interest Laws and

Chancellor's Regulations

« DOE employees cannot work for agencies in NYC for one (1) year after they
leave the DOE (except former employees can provide El services for children 0-3

only).
v If a DOE employee is on leave and then resigns, the date of their 1-year

post employment ban prohibiting them from appearing before the DOE
starts from the date of their official resignation.
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Projected OT, PT and Speech Staffing
Requirements for September

N c ——
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Initial SY17 Staffing Projections
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DOE will compile preliminary, estimated agency staffing requirements by
school for OT, PT, and Speech, which will be emailed to applicable primary and
secondary agencies shortly.

Purpose is to help guide recruitment efforts in order to ensure that all students
are served promptly at the beginning of the school year.

Do NOT wait for these estimates, or feel bound by them, in recruiting providers:
they are only a guide based on the limited information available when they were
compiled.

These are estimates, NOT orders: you will receive transmittals as placements
proceed. SLA compliance will assessed based on the transmittals.




Systems

Eligibility, Encounter Attendance/First Attend, and Invoicing

G & o
v
A 4
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Personal Eligibility Tracking System
(PETS)
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PETS - Personnel Eligibility Tracking System

PETS Login Page

« The DOE uses a system to ensure that vendors meet their security clearance
requirements.

> Vendors receive background security information to ensure compliance with
contractual obligations.

> Simplifies process of receiving notifications in an electronic format.

> Allows the DOE to quickly identify and contact vendor when existing vendor staff
are arrested or other problems.

 Who needs to be background checked? All agency staff of DOE programs who...
> Have contact with NYCDOE students, or

> Have access to information about NYCDOE students

Vendor employees may NOT see students until their security clearance is

“ELIGIBLE” in PETS. Agencies will not be paid for providers who see children
before they receive clearance to do so.
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https://www.nycenet.edu/Offices/DHR/pets/Login.aspx

BACKGROUND CHECK PROCEDURES:

« Background investigation includes:
> Fingerprinting
> Answering “moral” questions (e.g., Have you been fired from a job, etc.)
> Additional information as necessary

« Fingerprinting services are provided at the NYCDOE HR Connect Walkin Center
(Fingerprinting Unit).
> 65 Court Street, Room 102, Brooklyn NY
> The fingerprinting fee is $130

* Individuals must present:
> One form of picture ID (government issued)
> A system generated fingerprint referral form
> Photo ID referral form issued by ORS
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PETS Is the Source of all SESIS/PA Access

« SESIS access for agency and independent providers is provisioned 7-10 days after
the provider becomes active and eligible in PETS.

« The provider's SESIS username will be sent to the email address entered on their
profile when they were registered in PETS. A separate email containing their
password will also be sent.

« ONE staff member must be assigned with the work title of Agency Supervisor. The
Agency Supervisor will be the person managing the Provider Assignment process.

« The Agency Supervisor should be an agency staffer whose work title is not
expected to change any time soon.

« Agencies CANNOT assign more than one agency supervisor per roster. Failure to
observe this rule may result in delayed or seriously disrupted access to Provider
Assignment, which will cause an agency to be unable to accept mandates.

« Agency supervisors CANNOT have any other associations in PETS. They cannot
be listed on any other agency rosters or as independent providers. If you are an
agency supervisor and are unsure of your current status with in PETS, please
contact the Office of Related Services.

« All changes to an agency’s agency supervisor must be coordinated through the
Office of Related Services.

NVYG -

Department of l 69
Education New Contract Agency Orientation 2017-2018 —




ONGOING RESPONSIBILITIES:

« To continue doing business with the DOE, your ongoing responsibilities include:
> Review your rosters on a regular basis (daily if needed)
> Update your rosters as new staff is newly hired or let go

> Take the appropriate actions when instructed by the DOE (e.g., remove from
contact with students)

REMEMBER...

« Providers must complete the background investigation process and be
cleared BEFORE seeing DOE students.

« There are NO exceptions to this rule.

« Agencies who assign providers before they are cleared to provide service
WILL NOT BE PAID for the time between when the provider began providing
services and the date on which they cleared.
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PETS QUESTIONS:
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For PETS technical questions, please use the “Contact Us” feature within PETS.

For PETS functional questions, please use the “Contact Us” feature within PETS or
email: PETSAdminSupport@schools.nyc.qov

For questions related to fingerprinting issues only, please contact Nick Labetti at
nlabetti@school.gov.

For questions concerning a person’s fingerprint results or ineligibility status, contact
the Office of Related Services, and we will instruct OPI to contact the provider.




Special Education Student Information
System (SESIS) / Provider Assignment

(TR e "
-
‘\ >
e
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SESIS

* Encounter Attendance

® Service Reporting

® Training

Department of
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SESIS Encounter Attendance — Process

« Providers record First Attend Date (FAD) in Provider Assignment. The student will
then appear on the provider’'s Student Caseload in SESIS within 48 hours of being
first-attended.

« The Service Capture calendar:
> Lists all students to whom you will provide services (your student “caseload”)
> Displays the current month’s calendar and shades non-service dates in grey
> Utilizes color coding to indicate the status of the service record, once input
> Offers multiple viewing and printing options
> Provides Encounter Attendance reports

« Services can be input on a Service Record for services delivered in past, current
and future months; services can be input for one student for one or multiple days,
and multiple students for one or multiple days.

- If the student does not appear on the provider’s caseload, please contact the FSC
or CSE that transmitted the mandate to your agency in order to have the student
manually added to the provider’s caseload.
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SESIS Encounter Attendance — Services
Calendar

Once in the Services Calendar, select a student in your Student
Caseload and click on the Record Past Services link

b @HfHamePage I'—ﬁSendMessage MICaIendar

Service Capture EHeIg QSuggon @Logout =)

| Print
Record Past Senvic Schedule Future Services Reporis.. »  Show Calendar ltems
Fi|ter;|(Entire Caseload) j T T,
select all  clear selection Sun
Leach Henry (31030634)
Pearson,Zeb (31016343) -
Seher,Debbie (G1056367) |08
%,
Smith,Brenda (31010424) N
Zimmerman,Zoe (223542832)
3 4 7] 14 7 g 9
10 11 12 13 14 13 16
17 18 19 20 21 22 23
v
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SESIS Encounter Attendance — Service Record

The Encounter Attendance Service Record form displays to document the service
provided to the student.

Date of Service And Start Time*® IU?"’UB"’2011 E ETI1U I"gﬁrﬂ j[hh:l'l'll'l'l::

End Time |10 | |30 | A =]

%

Service Type ISpeech—Language Therapy j

Session Type |Direct Service =

Duration 30 minutes

Group Size I[Selec:t] 'I

Service Location Il'SeIec:t] j

Service Description [T Speech / Language Reevaluation
[ Augmentive Alternative Communication Reevaluation
[T Articulation/ Intelligibility
[~ Phonology
[T Phonemic Awareness
[T Woice
[ Fluency
[ Auditory Processing
[ Augmentive Alternative Communication
[Tl Sensory Processing
[ Attention. memaory. and problem salving
[T Language- Yocabulary/ Semantics
[ Language- Marrative/Expository discourse
[T Language - Maorphology/Syntax
[ Language - Pragmatics/ Social Scripts
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SESIS Encounter Attendance — Service Reports

Two Encounter Attendance reports can be viewed or printed:
>  Services Completed for Student

> My Completed Services

Senice Capture Heln QSuppnrt @Lnunut

3 @I‘MHnmePaqe I?%Sendrﬂessaqe

*Incomplete Senvices

Mode: |Gr|:u.|p Senvice j Record Past Services  Schedule Future Services Show Calendar tems

Filbas: |[Emire Caseload) j Senvices Completed for Student
Wy Completed Services

4 b today ~ Jun,?Z

select all  clear selection
Leach,Henry (31030634} 29 20 21 01 Jun 3
Pearson,Zeb (31016349)
Seher,Debbie (31055867)
Smith,Brenda (31010484}
Zimmerman,Zoe (223542832)

5 6 7 a8 9

SP 30m: Zimmerman,Zoe | =245 20m: Smith,Brenda SP30m: Zimmerman, Zoe
5P 30m: Smith,Brenda =AS 20m: Zimmerman, Zoe | Rt Rl

maore... mare... more. ..

12 13 14 15 16
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How do | export my encounter attendance service
records?

1. Click on the Service Capture - )
link on the SESIS homepage. Service Capture

Show Calendar ftems

2. Click on Reports and then My
Completed Services above the R Jul, 2013
Service Calendar.

Services Completed for Student
My Completed Services

Services Calendar — |Your Completed Services|

: P View: Monthly Summary «[Senvices Listing] Actions: B8 set Date Range , B Print
3. For the V|e\fv c_r|ter|a select Li— B |l e
Services Listing and then (all senices)

— | Special Education Teacher Support Services [SETSS]

select the type of service being Travel Training ]

Adapted Physical Education

provided from the dropdown Assistive Technology Seices

Speech-Language Therapy
. |Audiology Services
menu. SeIviCe |nterpreting Services - Sign Language Interpreter AMPM
Interpreting Services - Oral Transliterator
Psychological Services
Physical Therapy
Sl Occupational Therapy

End |End
Time|Time|
HH |MM

|Gm|.p
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How do | export my encounter attendance service
records?

4. The report will display all the services captured for the month selected.

5. While on this screen press Control + A. This action will highlight the entire page.
Then right click and select Copy.

6. Open a new Excel document, right click, and select Paste.

i E T C =5 E F [

5|3 /%35 3 2)3 5

Occupational Therapy Services Completed by

T T
38R
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How do | export my encounter attendance service
records?

7. Click the Insert tab on the Excel toolbar and select Pivot Page. A “dancing line”
will appear around the service capture table. The Table Range will confirm the
cells that have been selected for analysis.

EH9-®&-|= Book? [Compatibility Mode] - Microsoft Exce
File. Home Insert Page Layout Formulas Data Review Wiew Developer
o= | EEE ! 8 [y shapes ok P Line - iy Area } Line
. 2 Uy I . e [>4] pv
£t | T— ~ &=| SmartArt hl" @ Pie |_ Scatter jils Column
PivotTable| Table Picture Clip ... Column = . 5
Art
Tables Tius Create PivotTable
BI6 - Choose the data that vou want to analyze
B C | D (%) Select a kable or range j
14. onthly Summary * Services List Table/Range: :'hE’Et“"Ei' 26077
15 lE Range () Use an external data source
16 Choose Connection, .,
17 Conneckion name:
18 anal Therapy Choose where vou want the PivotTable report bo be placed
19_'nts] (%) Mew Warksheet
20 () Existing Worksheet
21 Location: E|
22 i
Occupational Ther [ oc | [ el |
23 5
24
25 [@Ptober 2012 Services (as of 7/10/2013)
Hag ‘ ‘ ‘ Actual = End End ‘
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How do | export my encounter attendance service
records?

8. Copy and paste the Service Capture Data onto a new sheet.

9. Click the Insert tab on the Excel toolbar and select Pivot Page. A “dancing line
will appear around the service capture table. The Table Range will confirm the
cells that have been selected for analysis.

10. You can then select the relevant fields to create a consolidated report of
services rendered.

| A I c D i PivotTable Field List v x
Choose fields to add to report:
[¥]5ervice ~
[student ~ |service | ~ |Date/Time ~ [Minutes |~ | _ [¥]Date/Time
-0T =10/17/2012 Wed, 10:00 AN 40| || |E]Minutes
oT 510/18/2012 Thu, 10:00 AM a0| | [HStudent
[CActual Group Size
oT =110/24/2012 Wed, 10:00 AN a0 [JAvPM
oT =10/26/2012 Fri, 10:00 AM 40| ) | 5end pate Last Fnai
=0T =110/17/2012 Wed, 11:15 AN 30| | |Tend Tme
oT =10/24/2012 Wed, 11:15 AN 30| | |[Jend Time MM
20T =10/17/2012 Wed, 10:45 AN 30| | |[Jcroup size 2
oT =10/24/2012 Wed, 10:45 AN 30|
-oT =10/16/2012 Tue, 08:30 AM 30| Drag fields between areas below:
oT =110/18/2012 Thu, 08:30 AM| 30 W Report Filter ) “H Column Labels
oT =10/23/2012 Tue, 08:30 AM 30|
oT =110/25/2012 Thu, 08:30 AM 30|
JoT =110/18/2012 Thu, 11:10 AM 3008 T rowine e
OoT =110/23/2012 Tue, 11:10 AM 30| e =
en it
oT =10/25/2012 Thu, 11:10 AM 30| S r—
-oT =110/17/2012 Wed, 05:30 PN ol i - 18

h‘h"‘,_v f—>| .
NYG .
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PROVIDER ASSIGNMENT
(School Aged Services Only)
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Provider Assignment

* What is Provider Assignment?

= Facilitates assignment of DOE, contract agency and independent providers to
school-age service recommendations.

= Allows service providers and supervisors to assign providers to recommended
services.

* How does it impact current procedures?

= Formerly, the DOE relied on CAP and SEC to transmit mandates for school-aged
students recommended for Related Services. Provider Assignment makes
these systems obsolete and eliminates the need to call first attend dates

into IVR.

= Decreases processing time for provision of related services.

NVYG -
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Provider Assignment

« How do | to get to Provider Assignment?
= Navigate to Provider Assignment from the SESIS homepage.
N G

Department of ﬁ = 8 Search Curriculum b Communication “l Reporting -:- Help

ml‘vﬁome Page | '0 Provider Assignment | Welcome, Linette Palladin0o Lsst Login: 080372015 Mon, 120¢Px  What's New?

Select Location: | 00SERS: SpEd Related Services ¥

Where in Provider Assignment do | find the service recommendations awaiting a

provider?

= The Provider Assignment Main Screen lists service recommendations for a
student awaiting a Contract Agency Provider in the Awaiting Contract Agency

sub-tab. Itis important to take note of the school year you are currently viewing
in Provider Assignment.

| am viewing: | Summer 2015 * [¥*| A LPalladino2 Backto SESIS  Logout
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Provider Assignment Main Screen

 Click on the Awaiting Contract Agency sub-tab within the Awaiting tab.

- Each service recommendation for a student is listed on a separate row.

- The default number of rows displayed is 20, but can be changed if needed.

- Horizontal scrolling options are provided at the bottom of the screen.

- The lower left corner of the screen indicates which rows of the total number of rows
are currently displayed.

Awaiting Receiving

Awating DOE Provider [ 449204 ] MAyraiting Contract Agancy [ 4] Awaiing RSA[ 0] Awaibing SETSE Authonzation [ 0] Assistance Mot Requested [ 10874 ] ?::‘15;5* )9553"'3"

-- Select Aszigrment Status Hers -- Ml Change Assignment Status m Assign Provider Export To Excel
Rejact Aszignment Locate Primary Agency | Locate SeciTert Agancy § Withdraw Transmittal Reaszign To DOF Provider Reas=zign To CA Provider First Attend
Select

Studont WYCID  LastMame First Nama Date of Birth Admin DEN Phys LecDEM | D75 | Diskrict
Al Service Type
o 637366785 B A D5/01/2007 ZAMLER B4M136 N 3L 5.E. Teacher Support Service [SETEE)
a 687366785 i A 05/01/2007 2dM1a6 admige M A Qcocupational Therapy
a 697366785 i A D5/01/2007 24MLEE aaMiae [ 22 Counseling 3ervices
O 687366785 B A D5/01/2007 G4MLEE g4M186 M 34 Physical Therapy
1 - 4 of 4 Records In 1 Fage Page Se: | 20 ¥ ]

TECER: To e Tignngntes PP oW hove be=n in swmiting stetu= for 3 day= or maor=.

Faows highlighted in RED have bean in ewaiting status for L3 days or more.
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Provider Assignment Main Screen

« Scrolling horizontally displays more information regarding the student’s location,
mandate, and assignment status.

Awaiting DOE Providsr [ 443334 ] fyrmiting Contract agency [ 4] fpwmiting 258 [ 0] Lpmiting SETSS Quthosization [ 0] Assistencs Mot Reguest=d [ 15074 ] tnI;E-'E: B Search
-- Selegt Semgnment Status Hers -- T Change Assignment Siatus m Export To Excel
Rejeci Assigmiment Locals Prinary Agency Reassign To DOE Provider Risis sign To C&. Provider
HMecommsndation
L ma E
Langusge Lisilinsiodii ] M G opiig i Ergnisgniy Disratepn
[ EAT3E £ B A ENGLISH Group 5 Sy Weskly 1 Periods
[=] E3TIEETEE E A EFCLIER TR ! e Srrmoe
] GATINGTGE B A ENGLISH Indiwidual 1 1x Weakly 30 Minukes
W] 837308 B o ENGLISH Individual 1 1x Weakly 30 Minutes
1 -4 of 4 Records in 1 Page Sage Sire: |70 T
LEGEND & Rows highighted im ¥E1LL0W hawe been in awalting status for 3 days or mare,
Aows highlightad in RED hava baan in amaiting stetus for L3 days oF mara
Awaiting DOE Providar [ 449304 ] Swaiting Confract Agancy [ 4 ] Auwaiting BSA [ D] Awaiting SETES Authorization [ 0 ]  Acsietanca Mot Requested [ L0E72 ] eResst @ Search

-- Selet Assgrment Status Hers -- Wl Changs Assignmant Status m Assign Providar Expart Ta Excel

Moizjrcl Assigimnmnal Locale SecMart Aqency § Withdrow Transmital Ricssign T DOE Provider Raassign To O Provider Farst Atlend

unassigned Requested Contraft Agency

= 5 row Unassignad Ragquastad Coriract Agancy

o Ay LT Unaemigned Requested Cortract Agency

t -4 of 4 RPeeards in 1 Paga Paga Siza:| 20 ¥

LEGEND : Roms highlightsd in LU0 b 71 in mwsiting status for ® davs ar maors.
Fiora highlightad in REDR heve baan in sreking stebus for 13 deva or mora
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Provider Assignment Main Screen

« The Authorized Physical DBN indicates where services will be delivered, determines
which agencies Provider Assignment will query to fill the mandate, and it is the
billing district. (School aged services are determined by the physical district in which
the student attends school.)

* Note that agency personnel cannot view the same buttons as DOE personnel (e.qg.,
Locate Primary Agency or Locate Sec/Tert Agency).

Awaiting DOE Provider [ 449384 | Awaiting Contract Agency [ 4 ] Awaiting REA[0]  Awarting SETSS Authorization [ 0 ]  Assistance Not Requested [ 19874 ] {Reset @Search

- Select Assignment Status Here -- z Change Assignment Status Export To Excel
Reject Assignment Locate Primary Agency | Locate SeciTert Agency | Withdraw Transmittal Reassign To DOE Provider Reassign To CA Provider First Attend
Select

2 Auth Physical Service Start Earfiest
a@ Student NYCID Last Name First Mame Auth Admin DBN DEN T e First Attend Date Days
BE7356756 B . B4AM1E6 34M186 08/15/2014 H/&
BE7366746 B A B4M1E6 34M186 08/15/2014 H/&
O E87366785 B A E4M1B6 B4M1E6E 08/15/2014 N/&
L - 4 of 4 Records in 1 Page Page Size: | 20 v

LEGEND : Raws highlighted in YELLOW have been in awaiting status for 9 days or more.
Rows highlighted in RED have been in awsiting status for 13 days or more.
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Mandate Status

The value of the Mandate Status for a service recommendation can be:
Unassigned — the mandate is awaiting a provider
= Partially Assigned — the mandate has been split, and a portion of the frequency
Is still awaiting a provider
= Fully Assigned — the entire frequency for a mandate has been assigned to a
service provider

Awalting Receiving
Awarting DOE Provider [ 449380 ] Awaiting Contract Agency [ 5] Awadng BSA [ 13]  Awaiting SETSS Autharization Assistance Not Requested [ 19880 ] "‘ Resat P earch
-- Salect Assignment Status Hare - il Change Assignment Status m Export To Excal
Reject Case Heject Assignment Locate Primary Agency | Locate Sec/Tert Agancy w Reassign To DOE Provider Reassign To CA Provider m
Last Nama Frsthame  ff Mandats status \  Assignmentstatus Auth Adminpgy Ut
Al DEN
F- 2] | Q o Unassigned Requested Contract Agancy B4KATS BaKa
L B -3 Unassigned Awadting Contract Agency Provider g4M1E6 E4M1
L B A Unassigned Awaiting Contrack Agency Provider 84M1E86 BamM1
L & B Unassigned Primary Contract Agency Does Mok Exist S4M186 B4ML
| 351 W Unassigned Contract Agency Rejected gimige o1M1L
[ 743 F ] Unassigned Contrack Agency Rejected im0 ]
= 1275 s ] Fully Assigned Aowarting First Attend axosg (i3 (]
B 10968455 ¥ 3 Fully Azsigned Awaating First Attend 20¥T00 20K
= ] G 1 h Fully Assigned J Awarbing Firgt Attend ik {a e} ] (ipd ]l
LEGEND : Rows highlighted in YELLOW have bean In awaiting status for 9 days or mara.
Rewe highlighted in RED have besn in swaiting status for i3 days or mors,
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Assignment Status

« The Assignment Status column provides information to both DOE and agency
staff — i.e., whether a service recommendation is Awaiting
Contract Agency Provider, Contract Agency Rejected, or Awaiting First
Attend.

* Agency personnel will only be able to see a subset of the Assignment Status
values that are relevant to their needs.

Awarting Racetving
Awaiting DOE Prowider [ 448380 ] Swaiting Contract Agency [ 9] Awaiting RSA [ 13 ]  Awarhng SETSS fudhonzabion [ 16 ] Assistancs Not Requesked [ 19860 ] {:lF'-ESr-"t Pzaarch
== Select Assignment Statys Here - T El'lal'lgl! II.E’EH]I'II'IIEI'IT Eiatus m Tarminate nr.-glgn Provider rlpﬂl‘t To Excel
m Raject Assignmant Locate Primary Agency | Locate SecTert Agency | Withdraw Transmilial Reassign To DOE Proyide Reassign To CA Provider First Attemd
Salact Auth
— | Student NYCID  Last Name Firsk Name Mandate Status Assignment Stabus Auth Acimin BN
Al — DEN
& O 0248664 Q o Unassign=d Requested Contract Agency 04rari dakd
| 687366 5 A Unassignad Awaiting Contract agency Providar F4MLES 34M1
(] 6E7I56TES 5 A Unassigned Awaiting Contract Agency Provider BAMLES B4M1
(5 BETISET] = A Unassigri=d Primary Cortract Agency Dioes Mok Exist B4M105 22M1
|} 6203543 W [ Unassigned Contract Agency Rejected OLMLBS 1M1
O GEESG6743 F 1 Unassign=d Contract Agency Rejected OtMols Q1m0
| IFA01027 = 1 Fully assigned Awaiting First attand 0Tx048 03K
O 6103634585 < B Fully fssigned Bwaiting Firct atbend 20K700 20K
| G2BILLT G 1 Fully Assigned Wﬂl First Attend / 07001 O7H
LESEND : Aoms highlightad in YELLOW hava bean in awsiting status for § days or mors.
Aowy highlightsd in BED heve besn in sweiting stetys for 1% dewp or morg
m —_—
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Search for a Service Recommendation

The Search panel provides filters to restrict the list to only a subset of service
recommendations. For example, in the screen below, the Service Type and Mandate
Status fields contain values indicating that the search results will be Occupational
Therapy service recommendations not assigned a service provider.

o T

Awpiting DOE Frovider [ 4493280 ] Awaiting Contract Agency [ 9] Awaiting R5A [ L3 ] Awpiting SETSS Autherization [ 16 ] Assistance Mot Reguested [ 196860 ] toiReset ?hﬂrj

Student NTCID Student First Name Student Last Name | 075 i -- Select - J
Admin OB : Auth Admin DB Auth Fhys District 1 - Selact - 7| CSE Districs | - Select -- -
Fhys Loc DBM & Auth Fhys Loc DBEM Auth Fhys Borough @ -- Select -- bl Hame Oistrics i -- Select -- b
muﬂ:r o el ! ] Networic CFM 5| -- Select -- v C3E : -- Select - hi Grade ;| - Select - v
Service Type : Occupational Th-LI GroupdIndiv :| -- Select -- v | — == Morno/Bili ;| -- Select -- v
Eoeleriy . Curation : | Mandate Status : Language :| -- Selact -- hd
Provider 2 Bgency i 2 First nd Diccrenancy | - Salact — Al sszignment Status i -- Select -- T

Lo oo

-- Select Assignment Stetus Here -- ¥ Change Assignment Siatus Assign Proveder Export To Excel
Reject Case Regject Assignment Locale Primary Agency | Locate SeciTert Agency | Withdraw Transmitial Reasswn To OE Provider Reassign To CA Provider First Attend
Salact

an Student NYCID Last Hame Firat Hame Mandute Status Ammicynrment Stabus Auth Admin DEN :;:‘

-3 | BZ4655451 Q o Unaszignad Requasted Contract Agancy F4K473 B4
G6E87366 766 B A Unaseigned Awaiting Contract Agency Provider F4M186 g4y

= 687355766 =} a Unassigned Awaiting Contract agency Provider 34M136 SdmMy

: EE73657E6 B A Unassigned Primary Contract Agency Does Not Exst a4M1a6 a4Mi

[= il L 1 Pr- vl Cmmsmm ek By O s ikl g0 [ahdl X5
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Resetting and Closing the Search Panel

» Click the Reset button to reset / clear any filters you established and start a new
search.

* Click on the X in the upper right corner to close the Search Panel and minimize
vertical scrolling.

Awaiting DOE Frovider [ 443381 ] Lowaiting Contrect agency [ 8] Aywaiting REA[ 14 ] Syargitng SETSS Authorzebon [ Lo ] Acsistance Mot Reguestsd [ 15858 ] {:Inf!f!: F‘ﬂ'!'-""?'
Studsnt NTCLD ; Studernt First Hams ; Student Lest Memes ; | 07T ;| == Select - Al
admin DBEH ; Auth admin BN Suath Fhys Districh @ - Select -- T | CSE District | -- Select -- v
Fhws Loc DBN ; auth Fhys Loc OOM ; suth Phys Borough ;| -- Select -- | Home District ;| -- Select -- A
fletwork Cluster ;| -- Select -- ¥ fletwork CFM ;| -- SEIEK ¥ CERE ¢ - Select -- L Grade i -- Selact -- ¥
Seryice Type @ -- Select -- - Group/Indiv 1| -- Select - - | Sroup Size | -- Select -- - | Moo Bili :| -- Salack -- -
Frequsnay | Duration 1 Mardats Status 1| - Salact -- v | Language || - Selack -- L
Provider 1 ..-*'3 Agency | & First Atend Discrepancy 1| -- Select -- A | Assignment Status || -- Selact -- L

-- Belect Lssigrment Status Here - v Change Assnmant Status m m Assin Provdaer Expart To Excal

Sebect
anicl Studant WYCTD Last Hama Firct Mama Diate of Birth Adswin DEN Phys Loc DEK D75 Digheict
7] = s} ul 12/158/1587 B4KATI BdidT ] a4 Audiclogy Saruvices
= BEFIGETEE =l A 05/01/2007 B4MLEE BAM1ES ] a4 Fhysical Therapy
[ GOFIGGTO0 ] a O5/01/Z2007 BdmLED 0:4r11 05 ™ a4 S.E. Teacher Support Service (SETSS)
[ E20354361 W 1 12/0141965 O1MLEE nimMiga 4] oL Counseling Sernces
= ERESHG T4 F ] 1271272007 [ 1 hE] oML i'] oL Speach-Language Therspy
= 628351728 = 1 571372009 OF=0aL 0FLo01 ] av Counsaling Sarvices
L EBTIEATES = A 05/01/2007 SAMLES BAM1ES ] a4 Counsaling Sarvoes
= E5ESI7ZO1 El ¥ 10y 282005 LOCS01 10C54aL N 10 Counseling Services
LEGEMD : Rova highliphted in YELLOWAN have besn in awaiting stabus for 9 deys or mars.

oG hlﬂh"nhlﬂd in RED hava bean in Irﬂlﬂl'lﬂ Statds for 13 HIE O MdraE.
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Agency Supervisor: Assign a Provider — Full Mandate

The Agency Supervisor must assign a provider or reject a case within 5 days:

1. Select the mandate(s) by checking the box to the left of the Student NYCID.
2. Click on the Assign Provider button.

Failure to meet the 5-day deadline will result in the Assignment Status being

automatically changed to Contract Agency Timeout and the mandate removed from
the contract agency’s caseload.

Awaiting Receiving

Awarting DOE Provider [ 448373 ] Awaiting Contract Agency [ 9]

. _ - e . e _ [ L o 1
Awalting RSA[17]  Awating SETS% Authonzation [ 16 ] Assistance Not Requested [ 1963 2 3 Reset ,'BU'EBF'-

N
- Select Assignment Status Hers -- v | Change Assignment Status Terminate ‘ Assign Provider B Export To Excel
RejectCase | Reject Assignment @ Locate Primary Agency | Locate SecTert Agency | Withdraw Transmitial Reassign To DOE Provider @ Reassign ToCA Provider | First Attend
Selact

|I|: Student NYCID Last Name First Hame Provider Mandate Status
Al

Assignment Status
a7 365756 B & lInaszigned Mwaiing Contract &oency Provider
- 1 of 1 Records “ange Pape Size: 20 ¥
IGEND : Rovs highlighted in YELLOW have baen in awaiting stztus for 3 days or mere.
Fows highlighted in RED have been in awaiting stabus for 13 days or mara,
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Agency Supervisor: Assign a Provider — Full Mandate

3. When the Contract Agency Provider Look-Up window opens, select a provider by
clicking on the radio button to the left of the provider's SSN.

4. Click on the Assign Provider button.

Contract Agency Provider Look-Up:

SSN:| Last Name; First Mame:
Servios Type :| Fhysical Therapy b Language;: -- S=lect -- d
m Assign Provider
P L b Firmt Mame Smrvice Typm prmane focondan
~ Uik X - delhady Ahmed Physical Th Py EMGLIZH
3 - |ellead=r Ahmed Physical ThH=rapy
PN - ilar ana Rheada Physical Tharapy
- lmrnicng aldwin FPhysical Therapy
RO - ito Arlene Physical Therapy
AR - Zil==n Physical Therapy
IO - T ato Anastagia Physical Therapy
bt ol ] houhy AyTmian Fhysical Therapy EMGLISH
B0kl -0 ansy Ahrmed Physical Therapy EMGLISEH ARARIC
LS R - any ahmed Physical Therapy
AR - idi adegboyvega Physical Therapy
AR X - wola Akaan Physical Tharapy YORUBA ENGLISH
W - imanr alls Phwsical Tharapy

L4 2O-20-7130 Hansara Bkrey Physical Therapy
L H-M-8551 Elig EIE] 4 Phyzical Tharapy
1- 15 of 181 Records Mext > Last =
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Agency Supervisor: Assign a Provider — Full
Mandate
« The provider's name will appear in the mandate row.

 The Mandate Status will change to Fully Assigned.

 The Assignment Status will change to Awaiting First Attend.

Awaiting Receiving

Awaiting DOE Prowider [ 449376 | Awaiing Contract Agency [ 9] Awaiing RSA[ 18]  Awaiting SETSS Authorzation [ 17 ] Asmstance Mot Raquestad | 18838 ::;Eesft P@ﬂﬂarﬂ‘

8]
-~ Selact Assignment Status Here - Ml Change Assignment Status Assign Provider W Export To Excel

e
Reject Assignment W Locate Primary Agency | Locate SecTert Agency | Withdraw Transmitial Reassign To DOE Provider @ Reassign To CA Provider B First Atiend
Select

. - Student NYCID Last Name First Name Pravidar Mandate Status Assignment Status
Al

5] 6473667486 B [ Ang A Fully Assigned Awaiting First Atfend ]
L-1oft Records in L Page Fage Size: 20 "|

LEGEND 1 Rows highlighted in YELLOW have besn in avaiting status for § days or mare.
Rave highlightad in RED have baan in avaiting status for 13 days or mare.
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Agency Supervisor: Assign a Provider — SPLIT
Mandate

1. Search for the mandate using the Search Panel.
2. Scroll horizontally to confirm that no provider has been assigned.

3. Click on the dropdown arrow for the Remaining Frequency and select the number
of sessions the provider will be able to service.

4. Click OK in the Confirmation window to split the mandate.

Awaiting Receiving

Awaiting DOE Provider [ 449135 ] | Awaiting Contract Agency [ 132 ] Mot Requested [ 13333 ] Farecat  BSearch

0 you ! o it b aminmenl ¥

-- Smlect Assignment Status Here -- hd Change Assignme m Expaori To Excel
Reject Assignment Locate Primary Agency J Locate SecTert Agenc Reassign To CA Provider First Attend
Salact imi
) PudcntBYCID | Last Mame First Kame ME Erovider Assigmment Statys

LEGEND : Aows highlightad in ¥ELLOW have besen in avaiting status for 9 days or mora.
Aova highlighbed in RED heve been in swsiting stebus for 13 days or mors,

3

1 -1of i Records in 1 Page Page Siz=%g 20
<
1
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Agency Supervisor: Assign a Provider — SPLIT
Mandate

5. When the screen refreshes, a new row will display below the row where you
modified the Remaining Frequency.

6. Place a checkmark next to the student’s ID.

7. Click on Assign Provider.

Awailing Receiving
Swarting DOE Provider [ 4459136 ] Awaiting Contract Agency [ 125 ] Swaiting RS [ 88 ] Awaiting SETES Authorizabon [ 10 ] Assistance Mot Requested [ 19833 ] {aRES-Ei F‘Sear:h
|-~ Select Assignment Smtus Hers - v Terminate Assign Provider
i a1 | { i a F Reassign To DOE Provider First Atbend

Select [C—
IE Studeat NYCID Lask Namea First Hamea ﬁ' Provider Mandate Status Assignment Status
A e

B4B123456 L ] i T Unass: gned Awaiting Contrect Agency Provider

1 - 2 of 2 Records in 1 Page Page Size: 20 7

LEGEND : Rows highlightad in ¥ELLOW have been in awaiting status for 9 dayve or mors.
Revs highlightsd in RED havs bssn in swmsiting status for L3 deys or mers.
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Agency Supervisor: Assign a Provider — SPLIT
Mandate

8. Search for the provider and place a checkmark next to the provider's SSN.

Conlrect Agency Prgfrider Look-Lip;

= 8 it o '||."'hll."|:'Hl
Rraor Fyew Deeabee s Therasy " R Tkt

8 B

[FiR ] BT
=Har E Trwim
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Agency Supervisor: Assign a Provider — SPLIT
Mandate

8. Click on Assign Provider.

« Upon return to the grid, the provider’'s name will be listed for the mandate that
was spilit.

- The Mandate Status is now Partially Assigned; this will change to Fully
Assigned when the remaining frequency is assigned to a provider.

« The Assignment Status is now Awaiting First Attend for the frequency assigned
to a provider.

Araraibing Recmiving
Awmbing DCE Provides [ 428135 ] dppeaiting Corkract sgency [ 135 ] Ewmalting REA [ 85 ] Awaiing SETSS Achorization [ 10 ] &ssistance Mok Regussied [ 19833 ] ::."'"'tﬁ' S Sanrch

-- Select dsgdgrment Status Hers --

ini .
- S4S133456 L K 2 T Angals C Fartally Samgred Amarbrg Frat Attand
B45133456 L K 1 T Sartally Axmgred amaitirg Contrect Agancy Frovider
EQN —izm. 30 T

1 - 2 of 2 Record 1 Fagm
LECEMWID 1 Ao highlighesd = Y ELL Fovss b#ss in semiting sEnbes for B depe or mars.
Aart highlightsd i RRED havce Sesn in SabEng etatue for 13 depe o mions.
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Primary Agency Supervisor Rejects Case

1. Select the mandate by placing a checkmark to the left of the Student NYCID.
2. Click on the Reject Case button.

=
¥ Change Assignment Status

oo | et o
,

i-1 of £ Racords in 1 Paga FPage Siza: |30 T

LEGEMD 1 Rows highlightad in YELLOW hava Daen in amaiting status for § days of More.
Rova highlighted in RED have been in awaiting status for 13 days or mons.

3. Select a reason for rejecting the case from the drop-down list in the Reject Case
window.

4. Click OK.
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The Secondary/Tertiary Contract Agency Bidding
Process

When attempts to assign a primary contract agency are unsuccessful, the DOE will
commence a bidding process with secondary and tertiary agencies.

m e
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Secondary/tertiary agency supervisors receive a SESIS Inbox message soliciting
them to bid on a service recommendation. The notification will contain a link that
goes directly to the Submit Bids screen. (The Submit Bids screen can also be
accessed from the Provider Assignment Home Page.)

As a best practice agency supervisors should check the Bid Process tab on a daily
basis and not depend on receiving an inbox message.

The agency supervisor must submit a bid by the Response Due By date.

To reject a bid, do not respond to the solicitation to bid.




The Secondary/Tertiary Contract Agency
Bidding Process

» To accept the bid, click Submit Bids under the Bids Process menu.
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The Secondary/Tertiary Contract Agency Bidding
Process — Assign Provider

1. Agency supervisor selects the mandate(s) being bid on by placing a checkmark in
the row.

2. Click on Indicate Provider.

3. Select the provider in the Contract Agency Provider Look-Up window.
4. Click Assign Provider.

5. Click OK in the confirmation pop-up window.
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The Secondary/Tertiary Contract Agency Bidding
Process

«  DOE staff will monitor the bidding process prior to the Response Due Date.

*  Once the Response Due Date arrives, DOE staff will select the agency to award
the service recommendation. Responding agencies are awarded based on
cascade order. If 2 agencies with the same cascade number respond, the agency
that responded earliest will be awarded.

Assignment Status values on the service recommendation reflect the progress of the
mandate through the contract agency assignment process:

. Pending Contract Agency Responses
=  Bidding Completed/Ready to Award

=  Awaiting First Attend

m e
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First Attend

1. The agency provider searches for mandates that are Awaiting First Attend.

2. Select the row and click on First Attend.

Awaiting Receiving

Awating DOE Prowider [ 445094 ] Avraiting Contract Agency [ 161 ] Awvaiting RS54 [ 105]  Awaibng 5ETSS Authorization [ 13 ] Assistance Mot Requested [ 19830 ] *EEE ‘;.@"‘:al ch

| -- Salect Assignment Status Here - B Change Assignment Stats m m Expart To Excel
Reject Case Reject Assignment Locate Primary Agency | Locate SeciTert Agency | Withdraw Transmittal Reassign To DE Provider Reassign To CA Provider First Attend
Select

Sarnica Start Earlost

Auth Physical
Student KYCID Lasl Nams First Hams Auth Admin DEN bl I

619633411 C K DaMoLz DMLz 097042014 A
670181825 g 0ax0l4 0axD1l4 09/04/2014 s
627595088 o 1 04M372 0£M372 09/04/2014 A
5] 6622112252 H L 04MOLZ Q4MOLZ 09,/04/2014 IR
5] 645123458 L M OEKAFS OEKAFS 09,04/ 2014 s
1 -6 of 6 Racords in 1 Page Page Siza: E

LECGEND | Rows highlightad in YELLOW have baan in swaiting status for 9 days or mara.
Rowa highlighted in RED have been in swaeiting =tetus for 13 days or more.
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First Attend, cont’d.

1. If a student mandate is not first attended within 5 days of being awarded, the assignment status
will default to Reason for Delay Needed.

2. Clear the “Reason Needed for Delay Status” by clicking the “Talking Person” icon (see
screenshot below) and use the dropdown menu to select a reason for the delay.

3. The assignment status will revert back to Awaiting First Attend and allow the user to proceed
with first attend entry.

Department of
| Education

Bid Process« Miscellaneous - Reports~ | am viewing: [ Summer 2047 ¢ | X 5Goldé  Backto SESIS Logout

Home

Awaiting

FAwaiting DOE Provider [ 02096 |
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First Name
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Terminating a Mandate

1. DOE staff will monitor the bidding process prior to the Response Due Date.

2. Click the checkbox adjacent to the mandate and click Terminate

Frmitimg Recoivng

asmtng DOE Frovder [ 355183 ] | Rwartng Conbract dperey [ 1567 ] dwmingA5a[16]  Smewing SETSS Authameshion | 5] Ssasieg

ez ToBGE Prove

7L | fareset  feseerch
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Terminating a Mandate cont’d.

3. In the Terminate Provider pop-up window that appears, select the appropriate
reason code.

Terminake Prowvides

Bhyclerd MECID Lask Heme Firyd Marnsg Trerraidee Neaprm Cethar Nmagem Tarmingdian Cuaks
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Invoicing — Vendor Portal

Vendor Portal Homepage

Agency must first register through the Vendor Portal

G-@ - I_h_'l betps: | Svsndoroarksl, necenek e o nc ook o o . s I_‘.‘?-li > | I}—i‘ Googhs N J |F 1=
Film  Ecit  Vimw Favortes  Tools  Helo | = EEsnagn BN P

G Favorms | Gl @] Froo Hotmal 2 Get more Add-ons < 8 B0 e = @
iEEl* |ﬂﬁ.bl|c Folders - 160 Cognos . @S NYCDOE - Mendor Portal - % | i = BN - % ek v Page - Sefety - Tools - #-

%‘E—W . FAIFZOIT 21853 ,ﬁ‘

Mayor' e OFF | Contracts & Purchasing | Financial Operstion=| News and Faatures
! £ —
r '8 . 1

2 | Register

=
mh. | Hew to Wendor Portal® Euscie
+ What's New - FAg's SRS Invacing User Guids .
= CMA User Guide
= Contact Wandor Hotline = How to Regsber?
= Sond Feedback E

T [ Local rerane: | #p | ®ioow = o

Jore . e e - I " i
WWNuilnk&mi.l.‘_-gaﬁﬁj.-Mﬁhﬂct:m::,_.l\_ﬁlﬁaﬁmmﬂ&u. = [z Posws.ERE zL.ﬂ,mmpm». m
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https://vendorportal.nycenet.edu/vendorportal/login.aspx

Invoicing — Vendor Portal cont’d.

**Enter your agency'’s tax identification number**

ster - Windows Internet Explorer provided by DIT - LAN Services

w - |g, hktps: / fvwendaorportal, nycenet, edu)/vendorportalipublic fregister, aspe

M %|T_¢| |E| |P Google

=EE
l[2]-]

File  Edit  Wiew  Favorites Tools  Help |x Snagit i Ef

5y Favorites | = @ | Free Hotmail & | Get more Add-ons ~ @& | Bioo™ Traffic = @&

|88 = | @Public Folders - IBM Cogros ... | @NVCDOE - Register x | |

i - B - = dh - Pae

Safety = Tools = @v

>

VRortall

Please provide the required information to =ign on to our system

TaxlD (Do not use any dashes, just the plain 9 digits.)
|| B Retrieve |

22012 The Mew York City Department of Education

Ff 3172012 3-23:57 PM
Mayor's Office | DOE | DFO | News and Features

Home
In order to become eligible to submit 2 bid,
you must first provide us with your vendor
information so that we may have a record of it
in our system. You will only be required to fill
out this information once. Also, please check
the boxes of the bid lists you wished to be
placed on. This will allow you to receive
information on future bids within the given

subject areas.

Contact Us

Done

W E Unread Mail - Mi... l = RE: Island Child... n @3 Microsoft OF... =
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Invoicing — Vendor Portal cont’d.

Enter contact information. You must keep this information current, as the DOE will use
this information to contact you if needed.

% - |g] https: |/ /vendorportal. nycenet, eduendorportal ipublic freaister . aspe EI 5 |E| |E| |,D Google ||P '|

File Edit ‘iew Favorites Tools  Help |x & snace B 24

{2 Favorites | '-1‘.’.‘3 E Free Hokrmail g“, Get more Add-ons ~ ﬁ Bing™ Traffic = ﬂ

. o
|88 - | &5 Public Folders - T6M Cogros ... [@NVCDOE - Reaister x | - B [ e ~ Page ~ Safety ~ Tools ~ @h~
-~
P ,.tp y 7312012 3:25-18 PM —
@ a Mayor's Office | DOE | DFD | Mews and Features
Vendor Contact Information Home
Vendor Hames= In order to become eligible to submit = bid,

“ | you must first provide us with your vendor
Address | Suiter
| | information so that we may have a record of it

Citys State  Zips in cur system. You will anly be reguired to fill

| | [ ] out this information once. Also, plesse check

the boxes of the bid lists you wished to be

Contact Info placed on. This will allow you to receive L]

Fivat Moaswes Last Rammes information on future bids within the given

| I | ———

Phone* Fax

Email address*

Retype your email address*

Website

Password (minimum of 6§ characters long)

Security Question
|Select One Vl e

Done % J |acal intranet @ v W|100% <

W i~ Unread Mail - Mi... H | RE: Island Child... l [ 3 Microsoft OF,.. = [l 2 PcswWs.EXE vl (i3] Micrasoft Power. .. @@E 3125 PM
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Invoicing — Vendor Portal cont’d.

You will receive an email within 24 hours confirming your registration. If you do not receive
an email, call 718-935-2300.

Pm— =&
el & [%2] [] [2 so0ai S

g@r - |£| https: | fvendorporkal . nycenst. edu/vendorportalf public fregister aspe

File Edit Wisw Favorites Tools Help | x Snagit i |-;~f

<l Favorites | 5% 8] Free Hotmail | Get more Add-ons ~ & | Bing™ Traffic « @& |

| & - =T @ ~ Page - Safety - Toaols - @v

2

|88 | - | & Public Folders - IBM Cognos ... | 8 MNYCDOE - Register 3 |

F/31/2012 3:-27-58 PM

[m Zﬁ@i Mayaor's Office | DOE | DFO | News and Features

Home

Registration complete In order to become eligible to submit a bid,
~ We have received your reguest to be added to our new Vendor
Portal (V-Portal) System. Please allow 24 hours to walidste your
wvandor information. You will rec a an e-mail whean the validation is
complete. If you have sny guestions, plesse call our Vendor Hotline
at 718-935-2300.

in our system. You will only be raquirad to fill

you must first provide us with your wendor

information so that we may have a record of it

out this infarmation once. Also, please check
the boxes of the bid lists you wished to be
placed on. This will allow you to receive
information on future bids within the given

subject aress.

2012 The New York City Department of Education Contact Us

“J Lacal intranst SR W00

[a8] 7 PCSWS.EXE vn [ic3) Microsoft Power . .. m@a 5:25 FM

Done

W i~ Unread Mail - Mi... H L RE: Island child. .. l [} 3 Microsoft Of... =
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Invoicing — Vendor Portal cont’d.

» Agencies must retain hard copies of invoices for 7 years, for auditing purposes.

» Agencies must use the DOE invoice located at the link below.

( http://schools.nyc.qov/NR/rdonlyres/D5686C4D-4C2A-4297-9D8F-F389BD8E2737/101110/RSA7Arvsd31711.pdf)

112

Department of l

Education New Contract Agency Orientation 2017-2018


http://schools.nyc.gov/NR/rdonlyres/D5686C4D-4C2A-4297-9D8F-F389BD8E2737/101110/RSA7Arvsd31711.pdf

Invoicing — Vendor Portal cont’d.

Important Links

Vendor Portal Homepage

Vendor Portal Support rswebsupport@schools.nyc.gov

A  dER -
v
o . P ."
N 4
|

Department of
Education New Contract Agency Orientation 2017-2018



http://schools.nyc.gov/Academics/SpecialEducation/ProviderResources/SESIS_NonDOE
mailto:rswebsupport@schools.nyc.gov

Thank You!
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