Quality Service Review Timeline 

	Approximate Timeline from the Onsite Review
	Task
	Responsible Party
	Completed/Comments

	Pre Onsite QSR 

	7-6 months prior
	County Administrator notified of selection to participate in CQI phase
	OCYF Regional Office (RO) Bureau Director or designee
	

	7-6 months prior
	Identify State and Local Site Leads and any needed case selection/logistics leads


	County Administrator or designee (for Local Site Leads) and OCYF RO Bureau Director and Dept. Lead for CWRC OE/Regional Teams and CQI Project Managers (for State Site Leads)
	

	6 months prior
	Notification Meeting
	State Site Leads 
	

	6 months prior
	Contact CQI Project Managers to request technical assistance session
	Local and State Site Leads
	(If needed/requested)

	6 months prior
	Selection of dates for trainings (2 day training and Refresher Session), Onsite Review, and Focus Groups 
	Local and State Site Leads
	

	6 months prior
	Establish “Effective Sampling Date” (90 days prior to day one of the onsite review)
	Local and State Site Leads
	

	6-5 months prior
	Begin completion of the QSR Team Chart 
	Local and State Site Leads 
	(Identify one site lead be lead for editing this chart)

	6-3 months prior
	Recruit reviewers for Local and State Review Teams 
	Local  and State Site Leads
	

	6-3 months prior
	Room and equipment reservations for 2 day training, Refresher Session, Onsite QSR and focus groups. 
	Local Site Leads
	

	6-3 months prior
	Identify and confirm trainer for 2 day training.
	State and Local Site Leads / CWRC Resource Specialist
	

	6-3 months prior
	Identify and confirm Site Lead trainer for Refresher Session.
	State and Local Site Leads / CWRC Resource Specialist
	

	6-3 months prior
	Determine/develop Power Point and other materials for Orientation Meetings #1 and/or #2.
	State and Local Site Leads
	

	6-3 months prior
	Orientation Meetings #1 and #2
	State and Local Site Leads
	

	4-3 months prior
	Reviewer selection-Identify and confirm local and state review team members
	Local and State Site Leads
	(CWRC Resource Specialists can assist in recruitment)

	4-3 months prior
	Notification of local reviewers to County’s Leadership Team/Administrator
	Local Site Leads
	

	3 months prior
	Prepare In-Home and Out-of-Home case sample lists and submit spreadsheets via secure e-government
	Local Site Leads and County AFCARS Contact
	

	3 months prior 
	Randomized case sample lists sent to County AFCARS contact (via secure E-government) and County Site Leads notified that sample has been sent
	Hornby Zeller Associates Leads and OCYF CQI Lead
	

	3 months up to date of onsite review
	Identify eligible cases for the In-Home and Out-of-Home samples and submit working case lists and case exclusion requests to HZA Sampling Leads.
	Local and State Site Leads and HZA Sampling Leads

	

	3-2 months prior
	Send identified reviewers notice of training dates and review dates and collect contact info and details from reviewers
	State and Local Site Leads/ CWRC Resource Specialist
	

	3-2 months prior
	Update QSR Team Chart with Reviewer’s names, contact information, additional info. And preferred week (if applicable)
	State and Local Site Leads
	

	10-8 weeks prior
	Notification of selected cases to the County’s Leadership Team/Administrator
	Local Site Leads
	

	10-8 weeks prior
	Identification of selected cases to Week 1 or Week 2 of review (if applicable)
	Local and State Site Leads
	

	10-5 weeks prior
	Case Summary and Contact Sheets,  completed QSR Roll-up sheets (hard copy), and copies of releases of information due to County Site Lead
	Caseworkers / Local Site Leads
	

	8 weeks prior
	State and Local review team members pairing.  

Update QSR Team Chart with this information. 
	State and Local Site Leads
	Determine eligibility of any QSR reviewers who are eligible for QSR reviewer reimbursement

	8 weeks prior
	Reserve laptops and cars as needed for QSR onsite week(s).
	Local Site Leads
	

	8 weeks prior
	Identify the type of focus groups to be held (caseworker, supervisor, etc.) along with potential participants.  Confirm previously identified focus group dates.
	State and Local Site Leads 
	

	8-6 weeks prior
	Invite focus group participants and determine stakeholder interviews
	Local Site Leads 
	

	8-6 weeks prior
	Develop purpose statement for focus groups and develop script of questions
	
	CWRC evaluation staff available to review purpose statement and script (allow time for consultation and finalization)

	8-6 weeks prior
	Confirm logistics and equipment for the two day and refresher trainings, onsite review and focus groups.
	Local Site Leads
	

	8-6 weeks prior
	Update QSR Review Week handout to include information on the scheduled focus group dates, times and locations.
	State Site Leads
	

	8-6 weeks prior
	Development of information /Power Point for Orientation Meeting #3.  
	State and Local Site Leads
	

	6 weeks prior
	Orientation Meeting #3
	Local Site Leads and  

State Site Leads (if requested)
	

	5 weeks prior
	Meet with Caseworkers to discuss and confirm necessary interviews and releases of information
	Local Site Leads
	

	5 weeks prior
	Determine gift cards or food (if applicable) for non-agency focus group participants.
	Local Site Leads
	Not required

	5-4 weeks prior
	Prepare and email out training materials for 2 day and Refresher Session trainings
	CWRC Resource Specialist/CWRC Administrative Assistant
	

	5-4 weeks prior
	Hold a conference call with the 2 day trainer to review the county’s specific QSR information
	CWRC Trainer, State and Local Site Leads
	

	5-2 weeks prior
	Schedule interviews and send confirmation letters
	Local Site Leads
	

	5-2 weeks prior
	Plan for any case reviews/interviews that will take 1-2 hours or more of drive time.
	Local and State Site Leads
	

	5-2 weeks prior
	Send training confirmation letters for the 2 day and Refresher Session trainings
	CWRC Resource Specialist/CWRC Administrative Staff
	

	4 weeks prior
	Confirm focus group participants and stakeholder interviews
	Local Site Leads
	

	4-3 weeks prior
	Assign cases to  review team pairs 
	Local and State Site Leads
	

	4-1 weeks prior
	QSR Reviewer Training
	CWRC Trainers; QSR Reviewers; Local and State Site Leads
	

	4-1 weeks prior
	Confirm transportation needs
	Local and State Site Leads
	

	3-2 weeks prior
	Prepare case files and ensure access for reviewers
	Local Site Leads
	

	3-2 weeks prior
	Send out invitation to Exit Conference
	Local Site Leads
	

	2-1 weeks prior
	Prepare packets for reviewers 
	Local Site Leads
	

	2-1 weeks prior
	Secure flash drives from HZA
	Local and State Site Leads
	

	1 week prior
	Finalize interview schedules

(expect last minute changes) 
	Local Site Leads
	

	1 week prior
	Proof interview schedules
	State Site Leads
	

	1 week prior 
	Send completed interview schedules to assigned caseworker and supervisor 
	Local Site Leads
	Materials are to be password protected

	1 week prior
	Send completed interview schedules and case summaries to assigned reviewers.
	State and Local Site Leads
	

	1 week prior
	Prepare QSR Participant surveys for distribution during the onsite review week
	Local Site Leads
	

	1 week prior
	Finalize QSR Team Chart and contact information
	State and Local Site Leads
	Submit to CQI Project Manager, Statewide Resource Specialist and HZA Representative

	2-1 days prior
	Set up on-site review rooms with packets and supplies
	Local Site Leads
	

	Onsite QSR

	Onsite QSR 
	Provide onsite technical assistance to Review Teams 
	State and Local Site Leads
	

	Onsite QSR (unless determined differently)
	Conduct Focus Groups
	State Site Leads and/or outside facilitator
	

	Onsite QSR 
	Facilitate the Case-Specific Team Debriefings and conduct 2nd level QA
	State and Local Site Leads
	

	Onsite QSR 
	Collect and validate QSR Roll-Up Sheets and email to HZA
	State and Local Site Leads/HZA Assistance
	

	Onsite QSR 
	Develop Exit Conference Agenda, Power Point and additional handouts.
	State and Local Site Leads
	

	Onsite QSR 
	Facilitate Exit Conference of preliminary findings
	State and Local Site Leads
	

	Onsite QSR
	Collect all flash drives. 
	State and Local Site Leads
	

	Onsite QSR
	Disseminate the QSR Participant and QSR Reviewer Feedback Forms
	State and Local Site Leads
	If requested, links to web-based Feedback Forms can be sent to QSR Reviewers and QSR Participants, but Local and State Site Leads will need to provided email addresses of recipients to CQI Project Lead

	Post Onsite QSR – Final Report and QSR Result Highlights Report

	1-3 weeks following the onsite QSR 
	Conduct second level QA of QSR Roll-Up sheets; Alert HZA Lead and CQI Project Manager that Roll-Up Sheets have been finalized
	State and Local Site Leads
	

	1-3 weeks following the onsite QSR
	Return flash drives to HZA
	State and Local Site Leads
	

	1-3 weeks following the onsite QSR
	Share the finalized QSR Roll-Up Sheet Report with the caseworkers and supervisors whose cases were reviewed
	Local Site Leads
	

	1-3 weeks following the onsite QSR
(if focus groups occurred during the onsite QSR)
	Focus Group Facilitator and Note Taker conduct review of focus group information and submit purpose statement, script of questions and notes to HZA Lead
	Focus Group Facilitators and Note Takers
	If focus group(s) is/are not conducted during onsite QSR, then focus group purpose statement(s), script(s) of questions, and notes are to be submitted to HZA Lead and CQI Project Mangers

	3 weeks following the onsite QSR 
	Collect feedback survey data from interviewees and reviewers (if not previously submitted)
	State and Local Site Leads
	

	1-2 weeks after securing the QSR Final Report
	Share the QSR Final Report with the County Administrator 
	State and Local Site Leads
	

	3 weeks after receiving the QSR Final Report from HZA
	Review QSR Final Report. Submit priority areas requested for further analysis to HZA so they can develop the QSR Result Highlights, if requested by the County.
	State and Local Site Leads in collaboration with the County Administrator and/or leadership of the County
	

	Approximately 2 weeks after receiving the County’s priority areas for further analysis
	Send QSR Result Highlights, which includes analysis of priority areas sent to Local and State Site Leads.
	Hornby Zeller Associates
	

	Post Onsite QSR – Next Steps Meeting

	4 weeks prior to the Next Steps Meeting
	Send out invitation including time and location for the Next Steps Meeting
	Local Site Leads
	

	2 weeks prior to the Next Steps Meeting
	Develop agenda, Power Point and additional handouts for the Next Steps Meeting
	State and Local Site Leads
	

	10 -12 weeks after the Onsite QSR
	Next Steps Meeting
	State and Local Site Leads
	

	Post Onsite QSR – County Improvement Plan

	120 days following the last day of the onsite QSR
	Submit County Improvement Plan (CIP) to OCYF Regional Office Director with cc: to Local and State Site Lead Team and CQI Project Managers
	Local Site Leads
	TA Collaborative members including CWRC staff and OCYF RO staff are available to assist with CIP development

	10 business days from receipt of CIP
	Acceptance of County Improvement Plan to County Administrator and cc: Local and State Site Leads and CQI Project Managers
	OCYF Regional Office Director
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