
 

 

Up to 3 Comprehensive System of Personnel Development Policy and Procedure 

Purpose: The purpose of this policy is to describe the Up to 3 Early Intervention policies and procedures 
for supporting a Comprehensive System of Personnel Development (CSPD), including the establishment 
and maintenance of qualification standards for personnel delivering early intervention service 

Definition(s) relevant to CSPD:  

Individuals with Disabilities Education Improvement Act (IDEA): The Individuals with Disabilities 
Education Improvement Act is the federal law that governs how states and public agencies provide early 
intervention, special education, and related services to children with disabilities 
 
Early Intervention (EI) Staff: EI staff is any staff that are employed or contracted by one of the EI 
programs for which the State of Utah’s Baby Watch Early Intervention Program provides support, 
guidance, and oversight. This also includes the Utah Schools for the Deaf and the Blind Parent Infant 
Programs (PIP) when children are enrolled in EI services 
 
Early Intervention (EI) Services:  
Early Intervention (EI) services are developmental services that:  

a. Are provided under public supervision  
b. Are selected in collaboration with the parents  
c. Are provided at no cost, except where federal or state law provides for a system of payments by 

families, including a schedule of sliding fees  
d. Are designed to meet the developmental needs of an infant or toddler with a disability and the 

needs of the family to assist appropriately in the infant’s or toddler’s development, as identified 
by the IFSP team  

e. Meet the Utah BWEIP standards and Part C IDEA rules and regulations, in which EI services are 
provided  

f. Are provided by qualified personnel  
g. Are provided in natural environments to the maximum extent appropriate  
h. Are provided in conformity with an IFSP 

Individualized Family Service Plan (IFSP): An Individualized Family Service Plan (IFSP) is a working 
document agreed upon by EI service providers and family members to address the special needs of 
eligible children from birth to age three years 

Profession or Discipline: A specific occupational category that has been established or designated by 
Utah and has a required scope of practice and degree of supervision. 

Qualified Personnel: Personnel who have met Utah state-approved or recognized certification, 
registration, licensing, or other comparable requirements sanctioned by the State that apply to the 
areas in which the individuals are conducting evaluations and assessments, or providing EI services. 

Center for Persons with Disabilities 



Annual Performance Report (APR): The Annual Performance Report is the formal document completed 
by the BWEIP, required by and submitted to OSEP on an annual basis identifying the outcomes of the 
SPP targets. 

Utah Department of Health, Baby Watch Early Intervention Program (BWEIP): The Utah Department of 
Health, Baby Watch Early Intervention Program (BWEIP) has been designated by the governor as the 
lead agency with the single line of responsibility to carry out all the provisions of the part C program 
under IDEIA. 

IV. Principles and Procedures: 

 Comprehensive System of Personnel Development:  

1. A comprehensive system of personnel development (CSPD), a term with a long history in federal 
legislation, is the primary mechanism for improving the quality of services provided to young 
children and their families.  

2. The BWEIP has a Child Find system of providing information and training to primary referral 
sources with respect to the availability and nature of EI services in Utah.  

• Up to 3 provides onsite orientation to primary referrals sources in Cache, Rich and Box 
Elder counties. Information may include formal presentations, staff meeting discussion 
with office staff, dissemination of brochures and other public awareness materials. 

3. The CSPD is comprised of five components including:  
a. Leadership, Coordination, and Sustainability  

i. Coordination of training and resources with all early childhood special education 
agencies, including the Utah State Board of Education (USBE), and institutions of 
higher education  

b. State Personnel Standards  
i. Establishing an appropriate system of standards, content, and support to assist 
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c. Preservice Personnel Requirement  

i. A minimum of a bachelor’s degree or higher from an accredited college or 
university in a field related to early intervention, such as early childhood, early 
childhood special education, occupational therapy, physical therapy, speech 
language pathology, or other related field (see Attachment 1)  

d. In-service Personnel Development  
i. The BWEIP has a statewide program of approved in-service training leading 

toward credentialing. The training is based on the Utah Baby Watch Early 
Intervention Standards (see Attachment 2) and relates specifically to the 
following:  

a. Understanding typical and atypical child development.  
b. Supporting families in natural environments and community 

resources.  
c. Understanding the foundations of Early Intervention.  
d. Mastering infant, toddler, and family assessment.  
e. Planning and implementing effective interventions and 

strategies.  



f. Understanding ethical practice; pursuing professional learning 
g. Understanding and implementing collaborative practices with 

families, colleagues and community agencies. 
ii. Promoting the continuing professional development of EI staff who are 

appropriately qualified to provide Part C EI services in the State of Utah  
iii. Training personnel to coordinate transition services for infants and toddlers 

with disabilities from an EI service program to a preschool special education or 
other appropriate community program. 

 
• Up to 3 participates are required In-service Personnel Development as part of the CSPD 

credentialing process. 
 

e. Recruitment and Retention  
i. Training personnel to implement innovative strategies and activities for the 

recruitment and retention of EI staff  

V. Utah Education Standards for BWEIP Credential Applicants:  
The BWEIP shall have policies and procedures relating to the establishment and maintenance of 
qualification standards to ensure that staff are appropriately and adequately prepared and trained.  

1. The BWEIP policies and procedures shall provide for the establishment and maintenance of 
Education Standards for Credential Applicants that are consistent with any state approved or 
state required certification, licensing, or other comparable requirements that apply to the 
profession, discipline, or area in which EI staff are providing EI services.  
2. The Utah Education Standards for BWEIP Credential for EI Staff details Utah's entry-level 
requirements for qualified personnel (See Attachment 1).  

VI. BWEIP Credentialing Process:  
All EI staff providing direct services to children and families, or administering an EI program are required 
to earn and maintain a BWEIP credential. Utah has three categories of EI credentials:  

Early Intervention Specialist Credential:  
1. The BWEIP EI Specialist credential is granted upon successful completion of the Baby Watch 
Early Intervention credentialing process to those who have a bachelor’s degree or higher in early 
childhood special education, occupational therapy, physical therapy, speech-language 
pathology, or other related area of study.  

a. The BWEI Credential will be completed within the first 6 months of hire and consists 
of three phases: Introduction, Foundation, and Hands-on Learning. 
b. Upon hire, each new provider will be assigned an Up to 3 Early Intervention Coach 
who is trained to provide guidance and support throughout the credentialing process 
and phases.  
c. The new provider will complete all three phases of the BWEIP credentialing process, 
including orientation coursework and training, Self-Assessment of Competence, an 
Individualized Credentialing Plan, and observations and demonstrations of the early 
intervention process. 

Early Intervention Provisional Credential:  



1. Where there is a shortage of qualified personnel, and if newly hired staff does not meet the 
educational standards for an EI Specialist credential, the staff member (with supervisor 
approval) may apply for an EI Provisional Credential. The steps required for an BWEIP EI 
Provisional Credential include:  

a. A Higher Education Plan will be written to outline the commitment to complete a 
bachelor’s degree in a field related to early intervention. The staff member must 
demonstrate satisfactory progress by being enrolled in and successfully completing a 
minimum of two semesters per calendar year, toward applicable course work necessary 
to meet the required educational standards  
b. Upon hire, each new provider will be assigned an Early Intervention Coach who is 
trained to provide guidance and support throughout the credentialing process and 
phases  
c. The new provider will complete all three phases of the BWEIP credentialing process, 
including orientation coursework and training, Self-Assessment of competence and an 
Individualized Credentialing Plan, a Higher Education Plan and observations and 
demonstrations of the early intervention process, within the first six months of hire  

Application Process for EI Specialist and EI Specialist Provisional Credential:  
1. As appropriate an Up to 3 employee will apply for the Early Intervention Specialist Credential, 
by sending the following completed items to the Baby Watch CSPD office : 

a. Baby Watch Credential Application  
b. A minimum of three Demonstration Forms  
c. Education Plan (for EI Specialist Provisional Credential) Early Intervention  

Administrative Credential (Not Required):  
1. The BWEIP EI Administrative credential is an optional, specialized administrative credential for 
those serving as EI program directors or administrator. The following requirements must be 
completed:  

a. Current position in an EI program as a director, coordinator, or administrator  
b. Current EI Specialist credential  
c. Master’s degree, or higher, from an accredited college/university in an area of study 
related to early intervention, or 30 semester hours (45 quarter hours) in a related field, 
and  
d. A minimum of three years of approved work experience in a Part C early intervention 
program  

VII. BWEIP Credential Renewal Process for EI Specialist and Administrative Credential:  
All EI staff that provide direct EI services to infants, toddlers and their families are required to earn and 
maintain a current BWEIP Early Intervention Specialist credential. The EI Specialist credential is granted 
for five years and must be renewed by the five-year anniversary date of the EI Specialist Credential.  

1. Up to 3 staff will renew the Early Intervention Specialist or Administrative Credential by 
completing the following:  

a. A minimum of 75 professional development hours related to early intervention during 
the previous five years  
b. Within six months of the expiration date of the credential, the applicant will complete 
the following topics located in the CSPD Canvas learning management system: 



 i. DEC Recommended Practices  
ii. Seven Key Principles of Early Intervention  
iii. Early Intervention Process: Child and Family Assessment  
iv. Early Intervention Process: Writing Functional IFSP Outcomes  
v. Early Intervention Service Delivery Method: Routines-Based Interventions 
(may include RBI, PLAY certification, or other specific training on routines-based 
assessment and interventions)  
c. Complete a Self-Assessment of Competence and review it with their 
supervisor to develop a professional development plan in an area of interest or 
need for improvement. Local EI programs who have ongoing professional 
development plans with staff the Self-Assessment should guide the review of 
the plan  
d. When the above items have been completed the applicant will send the Baby 
Watch Early Intervention Specialist Credential or Administrative Renewal 
application to the Baby Watch CSPD office prior to the credential expiration 
date  

VIII. BWEIP Alternate Qualifications:  

Professional Authorization:  
1. Up to 3 will gain Professional Authorization for employees who are professionals in their field 
and have an applicable state licensure to perform the job duties requested by their employer 
under the following conditions:  

a. The staff eligible for Professional Authorization is contracted for less than 50% FTE 
with Up to 3  
b. Professional Authorized staff do not provide Service Coordination, Service 
Coordination requires the completion of an Early Intervention Specialist credential  
c. Within one month of hire, the Professional Authorization applicant must complete a 
Self Assessment of Competence and review it with their supervisor to determine 
immediate needs for training and understanding Early Intervention services  
d. The Professional Authorization must be completed within three months from date of 
hire  
e. The Professional Authorization expires five years from the date of issue  
f. The Professional Authorization is not transferable to another Early Intervention 
program  

2. To apply for or renew a Professional Authorization, the following items will be sent to the 
Baby Watch CSPD office.  

a. Baby Watch Professional Authorization Application  
b. Copy of current licensure  
c. A letter from the program director describing the EI staff’s job role, responsibilities, 
and the number of hours employed  

BWEIP Early Intervention Specialist Credential, Non-Degreed Provider:  
1. Where there is a shortage of qualified personnel and a potential candidate does not meet the 
educational standards for an EI Specialist Credential, The Up to 3 program director/coordinator 
may apply for an EI Specialist Credential Non-Degreed Exception.  



2. The exception form will be submitted to the CSPD Coordinator and reviewed by the Education 
Committee, comprised of EI providers (representing various geographical areas), and BWEIP 
staff. The Up to 3 program director/coordinator will give a description of the situation and 
assure the competence of the potential candidate.  
3. Upon approval of the non-degreed exception, the new provider would complete the Early 
Intervention Specialist Credential process.  
4. The non-degreed provider:  

a. will be supervised at least bi-annually by an Early Intervention Specialist with at least 
a bachelor’s degree  
b. may conduct assessments when they are well trained on the specific assessments, 
and within the guidelines specified by the individual tools  
c. may not conduct evaluations to determine eligibility, but  
d. may assist with eligibility determination only under supervision and with consultation 
of an Early Intervention Specialist with at least a bachelor’s degree in a field related to EI  

Note: As of October 1, 2016, all new hires must have a bachelor’s degree in a related field, or follow the 
EI Provisional Credential requirements, or request a review for an exception by the Education 
Committee due to individual special circumstances.  

Credentialed Early Intervention Specialist I under the CSPD System Prior to October 1 2016  
1. EI staff who have been credentialed as an EI Specialist I for less than five years, are 
encouraged to develop an education plan to complete a bachelor’s degree in a related field, 
according to the Provisional Credential criteria  
2. EI staff who have been credentialed as an EI Specialist I for less than five years, may continue 
to provide early intervention services as an EI I with the following conditions:  

a. They may not determine eligibility,  
b. They may do minimal assessment of the child and family with a supervisor present.  
c. They must have ongoing supervision 
d. They must complete the following requirements of the BWEIP credentialing process:  

i. Phase One and Two, Orientation and Foundation coursework and training  
ii. Self-Assessment of Competence  
iii. Individualized Credentialing Plan  
iv. Complete an observation and demonstration of Eligibility, IFSP and Home 
Visit  

3. EI staff who currently hold an EI Specialist I credential and have had the EI Specialist 
credential for more than five years may be “grandfathered into” an Early Intervention Specialist 
Credential under the new CSPD system with the following conditions:  

a. The EI staff has renewed their EI I credential at least once and has held this credential 
for a minimum of five years from the date of their first credential  
b. The EI I has provided direct early intervention services for a minimum of five 
consecutive years  
c. The EI staff may apply for the “grandfather into” Early Intervention Specialist 
credential any time the previous conditions have been met by the EI Specialist I  
d. The EI staff may apply for the “grandfather into” Early Intervention Specialist 
credential at the time of the individual’s renewal of his/her EI Specialist I credential  



4. To apply for the “grandfather into” Early Intervention Specialist credential the EI Specialist I 
will complete the following:  

a. The EI staff will complete the following topics in the CSPD Canvas learning 
management system:  

i. DEC Recommended Practices  
ii. Seven Key Principles of Early Intervention  
iii. Early Intervention Process: Child and Family Assessment 
iv. Early Intervention Process: Writing Functional IFSP Outcomes  
v. Early Intervention Service Delivery Method: Routines-Based interventions 
(may include RBI, PLAY certification, or other specific training on routines-based 
assessment and interventions)  

b. The EI staff will complete a Self-Assessment of Competence and review it with their 
supervisor to develop and implement an Individualized Professional Development Plan 
for areas of need or for further development  
c. Upon completion of the previous requirements the applicant will send the Baby 
Watch “Grandfathering Into” Early Intervention Specialist Credential application to the 
Baby Watch CSPD office  

5. The “grandfathered into” Early Intervention Specialist will have the same supervision 
requirements as all other non-degreed providers. (See BWEIP Early Intervention Specialist 
Credential, Non-Degreed Provider )  

BWEIP Early Intervention Substitute  
1. This authorization may be used for temporary employment for the purposes of hiring 
substitute EI staff to fill temporary vacancies of employed EI providers (e.g., maternity leave, 
short-term disability, FMLA) under the following conditions:  

a. An EI substitute staff may be contracted, salaried or paid hourly and be employed up 
to full time employment  
b. An EI substitute staff may be hired for a combined total of up to six months of 
employment. Continuing employment beyond the six month period would require 
obtaining an Early Intervention Specialist Credential  
c. An EI Substitute must have previous Part C EI experience or pediatric experience 
under their professional licensure  
d. An EI Substitute would be approved or assigned by the employer to perform specific 
types of duties not to exceed their professional field of study, licensure or areas of 
competence  
e. An EI Substitute will be expected to complete CSPD program Phase One and Two and 
complete a Self-Assessment to determine immediate needs for training  
f. In order to provide Service Coordination, the EI Substitute must complete a BWEIP 
Early Intervention Specialist credential  
g. An EI Specialist Substitute is not transferable to another Early Intervention program  

2. To apply for the Early Intervention Substitute, the following items will be sent to the Baby 
Watch CSPD office:  

a. A letter from program director describing the EI Substitute’s job role, responsibilities, 
the number of hours employed, and the projected length of time the EI Substitute will 
be employed  



b. Copy of current licensure (if appropriate)  
c. Documentation of previous Part C EI experience or other early childhood experience 
under licensure  

 
IX. Auxiliary EI Staff:  

Auxiliary staff, non-service providing staff that are interacting with families (i.e., classroom 
aides, intake referral staff, etc.) are encouraged to access BWEIP CSPD orientation information for their 
own professional development; however they are not working toward a credential. 

Up to 3, as required, will ensure compliance to BWEI policy.  

New employees meet weekly to discuss procedures and policies specific to the Up to 3 program which 
are not addressed in the Canvas CSPD module.   

We are committed to ongoing professional development by providing monthly training/inservice to 
support use of evidence-based and evidence-informed methodologies.  Additionally, significant effort is 
expended to ensure fidelity of implantation of selected assessments, curriculum, methodologies, and 
other appropriate practices. Examples of current trainings include 

• Implementation Science activities 
• Feeding Conference 
• HELP and AEPS trainings 
• DEC recommended practices review  
• AUCD webinars as appropriate 
• ASQ-SE staff trainings 

 

USU Students: 
Up to 3 is an early intervention practicum, internship, or student teacher site for Utah State University’s 
Special Education and Rehabilitation, Communicative Disorders and Deaf Education, Psychology, Family, 
Consumer, and Human Development, and Social Work programs. Most student’s experience involve the 
provision of early intervention services as required by the course requirements. The students are 
supervised by Up to 3 staff with an Early Intervention Certification or by a USU department faculty. 
Some students choose to pursue a BWEIP credential and will complete the requirements per the BWEIP 
/USU credentialing agreements. 


