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Memorandum

To:  Up to 3 staff
From:  Sue & Marla
Subject:  Information & expectations during Coronavirus 
Date:  3/16/2020
Please read all of the information carefully. There is a lot to understand and adjust. 
Up dated: 

March 20, 2020
Working remotely or from other regions

2-Although online services may be simple, confidentiality of parent and family information is still a vital part of parents’ rights and IDEA.  Be sure you broadcast sessions from a place where others who do not need to know family information cannot hear your session or access written information via technology or paperwork.  We are offering boxes to keep paper work in if you cannot get back to the office for a period of time.  Although Hipaa has been waived during this time, we can still do all we can to keep educational records secure according to FERPA.  

3-Confidentiality is a big reason we have required all staff to be in the office when not on home visits before the coronavirus.  Now that social distancing has required online visits and working remotely, the same concepts behind working in the office apply but are implemented differently.  


1-Communication is so important.  Please keep us informed of materials you need or support for technology and processes.  

2- Please communicate if you are ill and unable to keep appointments virtually as scheduled.  Use sick leave time for these days.  USU has more guidance on leave during coronavirus regarding quarantine, etc.  

3- Let us know if you are unavailable for team meetings and discussions virtually.

4- If you are working from home but use part of your day for errands or other home business, please use annual leave for that portion of your day.  

5-If your physical location changes as you are working remotely, please keep us informed of this as well.  Paperwork or equipment related to your work with Up to 3 that goes with you and impacts confidentiality necessitates reporting your location to us if you’re no longer working from your own home.
When dropping off equipment to families during coronavirus, please ensure it is sanitized before delivery and families are informed to sanitize it again as soon as they get it.   

March 16, 2020

Ongoing Communication Protocol: USU is going to continue to use the Code Blue alert system to provide updates.  Please make sure you are signed up to receive the Code Blue alerts (https://dps.usu.edu/emergency/codeblue) and please download the Utah Safe app (https://dps.usu.edu/safeapp) so you don’t miss any of these alerts.  I will continue to use email as the primary mode for communicating CPD updates, so please make sure that you are regularly monitoring your email for the latest information.
Meetings: The following resources have some great tips on how to host and facilitate effective virtual meetings.  Please take some time to review these suggestions and guidelines:

· HBR How to Run a Great Virtual Meeting: https://hbr.org/2015/03/how-to-run-a-great-virtual-meeting
· 7 Rules of Virtual Meeting Etiquette: https://blog.gotomeeting.com/7-rules-virtual-meeting-etiquette-every-professional-know/
· The Ultimate Guide to Remote Meetings in 2020: https://slackhq.com/ultimate-guide-remote-meetings
Call Forwarding: If you need to forward your office phone to your cell phone you can find instructions here- https://usu.service-now.com/usu/knowledge.do?sysparm_document_key=kb_knowledge,328027a9b8de3040496ed026c8ddbe61
Externally Assigning a Phone #: If you would like your office calls to ring directly through on your cell or home phone you can find instructions here- https://usu.service-now.com/usu/knowledge.do?sysparm_document_key=kb_knowledge,32d58a8edbafc4541e2954f9489619d1
Using Remind: We have set up accounts on the Remind software for each service coordinator. Remind is a communication platform used by schools to communicate with parents. We selected to use Remind instead of emailing parents through BTOTS because it sends texts.  The service coordinators will be sending out a series of pre-written texts to our parents to ensure that all parents receive the same message from our program.

· SC need to compare the list of parents on their Remind account with their total caseload. Using the add people button in the top right corner, select parent tab and add parent name and cell phone number. Click the blue Add People button at the bottom to send text asking parents to join your class. You can download the Remind app to your phone and do all actions from your phone as well as your laptop. You should also receive notifications that parents have joined and a text if they respond to the message. 

· You may use Remind to communicate with a single parent, all parents or a sub-group of parents. 

· The message length for free zoom is only 150 character & spaces. Don’t add any additional words or spaces.

IFSP Meetings & Services: It is expected that we will complete our planned IFSP & 6 month reviews (periodic review) and provide each of your services to your children and families using zoom. It will take some practice but it is the only way based on the health & safety protocols to ensure your health and the health of children and families. 

If a zoom link fails or the internet is not fast enough to support zoom video then a phone call can be used. 

· Services should be provided as scheduled or reschedule. Please call each family you have a planned visit for to discuss the use of zoom. Encourage every family to try a zoom visit before cancelling. If we have, a positive attitude about using zoom families will also be positive.  

· We have asked for permission to use ICO for eligibility instead of the BDI. 

· Ongoing assessment using the HELP or AEPS can be completed by observing a child using zoom and asking parent interview questions. 
· Family Directed Assessments can be completed using zoom.  

· IFSP meetings can be held with people in multiple sites. 

· If using BTOTS IFSP wizard: 

· A benefit of using BTOTS IFSP is that the IFSP can be signed electronically.

· Good time to remind parents about how to access and use BTOTS parent portal for copies of their documents.
· We are going completely electronic IFSP, but will still store some paper items in the child’s chart

· The fee form, releases of information and charm forms can be signed by parents through adobe pro. Service Coordinators, Marla and Sue have Adobe pro accounts. So ask one of them to complete it if parents don’t have a mouse pad on the device they’re using. 
· Permission to evaluate should be signed electronically through zoom or adobe pro. 
Transition Conference Meetings: Transition conferences can be held with school districts who are available during this time. As of today-- 

Logan:

Cache:

Box Elder:

Using ZOOM:  USU employees have free zoom accounts that have no time limit and can host 100 people.  It is secure and you have to sign in through your USU access.  

https://mailchi.mp/114d314db8d2/usu-ready-ais-summer-services-for-faculty-5202225?e=ffaf0fea87  This link shows how to sign up and access training as well.

· All home-based services will be provided using zoom. This is a tutorial Megan put together showing how to schedule a meeting https://www.iorad.com/player/1643961/Untitled-Tutorial
· This is a YouTube for staff:  https://www.iorad.com/player/1643961/Untitled-Tutorial
·  This is a YouTube for families if you want to share: https://www.youtube.com/watch?v=hIkCmbvAHQQ 
· Identify yourself as the host
· You will need to email zoom invitation with the link to your parents and other team members who will be attending the meeting. 

· You can save to your Outlook or Google calendars and download zoom plug in. Sure makes it easier.
· Please call for assistance before feeling you can’t do this!!             

Ensuring Security:  Be careful to not connect to a public and personal Wi-Fi unless you are reasonably sure it is a legitimate Wi-Fi. BTOTS requires a secure (HTTPS) connection for you to work with it. Communication with BTOTS will be encrypted from your browser all the way to the actual web server. 
Documenting Cancellations: Zoom virtual visits or phone calls after attempting a zoom virtual visit will be call Virtual Home Visits in BTOTS. 
Groups & Classes:  Providers should enter group services that were cancelled into BTOTS class attendance with a status of “Canceled by Provider”.  Write a note in the note box that the class was cancelled due to the Coronavirus outbreak. 

Parent Cancel: Enter all parent cancels as a visit note and add the related contact log. Many cancelled services may be an Initial 1st Visit. A contact log note does not sufficiently document a parent reason for a delayed initial visit. 

If a family declines a visit and does not want to reschedule remember to select the NO button in the contact log for Family Declined to Schedule. Please provide detailed documentation in the Notes section.  

Community Services: Status as of cancelled by Up to 3 through the end of March. Molly is calling all parents. 
Aspire:

Tanglewood:

Cache Valley Athletics:

Doodle Bug:

DDE:

USU Little Aggies: 

Centro:
