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Chapter 4;
Data Entry (Statewide Database)

Program Installation

Note:  Users who had instalied ihe first (unnumbered)
version of the NC-SNAP database program and are
preparing 1o install Version 1.1 should first “Uninstall”
the original program. To do this, go to “Control Panel,”
double-click on “Add/Remove Programs‘, ? o select
“NCSNAP,” and follow instruction 1o remove the entire
program. :

T hi‘ NC-SNAP Database CD contains an installation program
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r the statewide database, The installation process consists of

our steps, which must be performed in the sequence desci Ib»d

oelow. The first two steps install two Microsoft Windows'
components; the third step loads the NC-SVAP program: the

ourth step closes the instaliation program.

Note: The database program is written in Microsoft
Access®, and requires Bicrosoft Windows 9357 or 98°
FPrior io loading the Installation CD; determine whiclh .
version of Microsoft Windows® your computer system
runs. If you are unsure, find out by going to “Control
Panet” and double click on “System.”

Note: Before beginning instaliation, close all running
programs on your compuler,

At the close of this chapter, there is additional technical

Fa Y EEVEE
z'n_farmaz‘:m; about installation and licensing issues.
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tnsert the CD ip the CD drive and wait  The
installation program should self-start. IF it does not
(be sure to give it enough time, some systems are
slower than others), doubl click on "My Computer”

on the Desktop; then double click on the CD drive
and the program will start.
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* B: Step I; Windows 95° users ONLY (Windows
users skip to Section E): Press the button for Step i.
This Installs an updated version of Microsoft
DCOM9s,

* C: Restart your computer. Usually you will be instructed
to restart your computer, and this should occur
automatically after a prompt. If it does not (i.e.. you
are retwned to the Installation Menu without a
prompt to restart the computer). press “Start.” “Shut
Down.” select “Restart the computer?,” and "Yes.”
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Do m)t proceed without restarting your

computer.

® Di  After your computer restarts. double click on My
Computer” and then doubie click on the CD drive.
e - This'will't8turn you to the Installation Menu.

* E: Step 2 All Users: Press the bution for Step 2. Thiy
installs an updated version of Microsoft MDAC.

* i Restart your computer. Usually you will be instructed
1o restart your com ;o iter, and this should occur




prompt to restart the computer). press “Start.” “Shut
Down,” select “Restart the computer?,” and “Ves.”
Do not proceed withont restarting  your
computer,

-

* Gt Step.3: All Users: Press the bution for Step 3. This
installs the NC-SNAP software program.  You
should see the following screen:

:fi—i Woleoma to tha NUSMAP instadlation propren.
L -

S&amwmﬁuawmﬁ&aihﬁ:mhm
Badora cortiring, closs ary cpon appicatons.
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# Click “Continue.” Then click “OK"” on the next screen
to use the default location. [This path can be changed
but we recommend that you do not do this unless
absolutely necassary.) |
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NCSNAP Sctup

NUSHAR Setup. . -

Sehup 1 inedad NCSNAP In 3 fodosery desonaton foider.
T2 iratad o this foldy, cick OK
To amtal o 5 oot fedder, ek vy Channges Fokd Butteny

Yo con cheoss rot 1o rstd NCSHAR, o7 changs &3 deatnalion koider labie
g Seup.

- Foldsc
| DwesaR
i

>~ On the next screen, click the "Tipical” button to inswall
all components.

NCSMAP wil b2 instaded wih tha mom ocmrorly tvadd
ophors.

" Cymton
You o vibvia restad ad o ey NESWAF propram B, 22

Lt =

NCSNAP vl s yustokd with tha asrsnum nacasteny

[Note to Computer Support: if you want 10 exclude a certain
component (2.g., an ISAM), vou can click the “cusiom”™ button and
- ol _

uncheck the component you do not want to install  However, vou
must instali the program (NCSNAP) and the ODBC Suppert for SO
Server for the program to work.]
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» The Setup program will copy files to your computer
and set up necessary system files for the program.
Yhen 1t finishes vou should see the message:

"NCSNAP Setup was completed successtully.”

T, ‘.‘\‘l‘

» Click "OK.” The installation of the NCSNAF program

ay see

~ Depending on your operating systerm, you may see a
message confirming an addition to the system 7 gn stry.
Answer “Yes” and then “OK” when you sge the
‘message that the information has been added 1o the

» H: Step d: Afer the program is loaded and you return
to the installation meny, press Step 4 ~C|
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» 1t Restant your computer.  Usually you will bhe
instructed to restart vour computer. and this should
oceur automatical lly after a prompt. [t it does not {ie
you are retumned to the Installation Menu without &
prompl 10 restart the computer), press “Start,” “Snut

T ’Don»‘m;" select “Restart the computer?.” and “"VYes.” Do
not preceed wirhout restarting your computer.

--You Are Now Ready to Use the Program!--
e fos ]




{1.- TInstructions for Database Coversheet

Once you have completed a NC-SNAP assessment you will
need to complete the Database Coversheet, This should only
take you a few minutes. However, you must record all of this
information so that the data entry person can enter the NC-
SNAP profile into the computer, There is only one entry on
this form that is optional: Consumer Case # (this does not
apply to everybody). All other information must be

completed.

dote that for the guestion “Are there szgmﬂcam natural
supperts in piace‘?,"’ ‘significant’ refers to natural supporis t‘na{
if no longer available would still have to be provided. E.g. if

an individual lives at home with his or her parents. and the
parents became incapacitated, would new supports be a

oeg 0 v s f‘” Sy o % = “.;‘. : ~ =
necessity? If yes, circle “yes” on the coversheel. A reduced
r ) < g :v-\"\ Ty ~‘, 4 " :n ~ ~ tar
copy of a completed covershest 1s includsd in this a.hg;p‘el,
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MNote that this covershes! may be updated frc



WRER administer

North Carolina
Support Needs dssessmei

(NC-SNAP)

Database Coversheet

ing the NC-SNAP, complete all sections of this form. Piease print
neatly! When finished. staple this form to the NC-SNAF and then tur it in 1o your
designaied daia-<nim person.

Da~{
i rr
+ ]

{ndividuai’s Name:  Miller. Tom Social Security No.: 234-36-7896
Individual's Unique 1D No.: MILTO30663 Individual's Case #: 467890

Examiner’s Name: Aleck Myers NC-SNAP Cenification No.: 99Y K10

Area Program: VGFW Is Area Program a prosider of services?  Yes S
S = F ) >

County: Granville Are there significant natural supports in.place?  Yes (39
individual's Type of Residential Placements {Chesk oaly on2)

Independent Living Croup Home
XA Family Home . DDA

Foster Home ACF {Spesifh
. NursingRest Homae ‘ ___ Sue

Skilled Nursing Home  RHA

VA A

TS

Supervised Living. ——
__ EduCar o EduCare
.. RhAa . Orther
- O&he. {Specify: ) {Specify 1
Alternative Family Living: ‘ ... MRBD
— .iedt cgid ___ Other (Specifyr ¢
_ Other Manta! Rewrdation Ceater
_ Other Resid. Placement ___ Black Mountain Center
{Specifir ) ___ Caswel!l Center
_ Murdoch Center
e _ O'Berry Center
LT T Westerw Carolina Cenier

Current DD System Support: {Check only one)

; This is first conast

AN Wailting fist {no services)

YWaiting list (insumc&e.d SUPPOTIS)

Just entening 5ystem {supports stariad}

Services est. & ongoing: (mark all that applyy
CAP TBI

TANT CBi
Staze Other
Medicaid
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re ning functions that are

described in this chapter;

Entering Newly Certified Examiners

Entering a New NC-SNAP Consumer

Entering an Additisnal Administration
NC-SNAP for an Existing Consumer

1 of the

Editing/Yiewing Data
Generating Reports

Instructer Class Preparation Report
Sending Data to the Data Managers

Other

tial Set

*‘i)

Dm—h.
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The first time you enter the NCSNAP prooram you will need to

enter tag following information. Note: You will onfy do this the

Foass ot youI Am,’ Hema 2nd e program soriguastion data

C3ck Save weamn szach,
Agprcy Neme  jMurdoch Cor =] F iz Senies Provide
Uata Fis Fath ]c "'w..d
T Fagest Paifs 'fr:"\'x::r.ep

Save g Cascs




essin

ency Name (you can select fom the menu by
J L -
to the arrow symbol 'v! and pressing th

# Indicate™whether your agency Is a servi ic2 pro \uiw. L.e., does
the area program prode dH‘ et serv ina n o
management? To indicate “Yes,” place the cursor over the
blank square and click the left mouse button.

~~ Enter the file path where you want the NC-SN4P s-““nmre
a'ld NC-SNAP database. A default path has been providea
recommend that you use the defaull path provided.

™ "'q
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pam can be changed but we recommend that you do not do
this unless absolutely necessary.
Once you have en»‘arPd this information, place the cursor over the
.Sa ¢ button and press the left mouse key.
B. Entering N ewly Certified Examiners
-The names and cerzziﬁcmi on riumbers of certified examiners neead
to be entered into the database before a NC-SNAP profile can be

re a
‘ou can « th.> bv gomg to the Main Menu (Data

!E )
e iﬁﬁﬁ"“"

BRash




Agency Into |

Savemn of MR A0/SAS
Ot of Ha&hva-.dhmm Services

iter in the Examiner’s Certification Number, Name, Phone
Number, and Date QfCemncation for each certified examine
as 1s shown in the next screen.

Nams | Phons | Carify Dat

Cartificats Humbd 2 g

| > [993NARPD| Aleck Myars  (919) 5757742 (840153 §

[ _|S9SHAPD Rod Reslon  (§19)5757313 (B8O159
H||99SNARO3 Tom Thompsan (813) 575-7513 080153
| (I9SNAFDY Miks Hennike  (©819) 575-7742 084143
- 93SNMCD1 Andy ‘W’\eeler ©19) 575-7507 104649




< To enter an individual’s NC-SNAP data for the first time, press

127

Once you h'r,ve f.fompleted entering exarniner information. pul

your cursor over the EX button {this is in the upper right hand
section of your window) and press your left mouse Key to eait

Note: An examir r must be entered in this section first before you

can enterin g /\ SAP completed by that examiner.

Note: FEach Area Program musi enter this information jor their
certified examiners. After classes are cm-p}ezed, Instructors should
ensure that MRC Qutreach enters this information into its database
and :en fomlrd on to eaa:h Area Program a list containing this

C. Entering a New NVC-SNAP Consumer

the'iddd New Consumer bution at the- Main Menu,

iz a Sovvics Provider ™

FMems | M

_..A;’_F“,“:‘m Ce e

Stas [NT
=] Phora ]
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Using 'the N¥C-SN.4F Databass Coversheet and page one of the

ER Vg ey . gt R Fr s o

the Consumer Dala form on the2
1

f the information beforz you are
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viowed 1o procesd to the asses “nent data [the only
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Once you enter t‘le information, place the cursor over the
Tnter Assessment button and press the lef mouse button, You
should now see the Profile page:

5@1 A:a: A;rssm.v:t

Examiner Code [SSSNAPOT  [Aleck Myere

Dals l"e‘./:‘(‘y@ i3 3eadedm |

£,

'
—
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»~ To enter the assessmeni profile data pl
putton In se,r column that corresponds with the scores
marked on the NC-SNAP page one Profile and press the left
mouszg key.

Assessment. Indicate if the u 2
re-administration (Le., scheduled as part of the Loo
Quality Assurance See Chapter 6). Once you
have done this, put the cursor over the [Save Entryl button on
the bottom of the form and press the left mouse button.

> Ifatany time you make an error or simply want to get out of
this screen without saving your werk, put the cursor

i

Cance] buttorrand press the left mouse key

D. Entering an Additional Administration
of the ¥C-SNAP for an Exzstmg Consumer

To enter new NC-SNAP dqra Io‘ :m individual who already has

N
wain lvic*w

? 4 " ":‘ -
1222 =839 SIS 1CW
.

- IR 'l L .
Achoo: P S ~ e r by
a.,..._acuiwr}l. VHOOUD Daving 0

ey

mfurmmml,

4. 14

~  You must enter the Examiner Code, Relation, and Date of
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> Press the Consumer Datd button.

> You can make changes by simply entering in the corrections.

: 5 pE&rson, press tae
[Assessmentd button. You should now see a list of all NC-SN4P
for th

> Select the assessment date your wish to view or edit,

# Press the |Assessment Profile button.

ha
a ¢
:} s
=

S Noter These pmcea’“ﬂe@ can only be applied to revisions to

" current {unirdnsmitied) informiation.” After s':sfmwszm’ fo the

database server, NC-SNAP data can only be changed by the
NC-SNAP researchers ngu‘acf Aleck Myers).

—--—---Ferretrieve intormation-on individuals-from-your-agency—enterad
nto vour local database, go back to the Main nL,rm and szlect ths
! P« o ot on all of
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H. Sending Data to the Data Managers

» Note: Transmit data only once each day. Repeat same-day

A4

transmissions are hard on the server. If for some reason a
transmission attempt fails, you can continue o try {0 send
data the same day,

Note: If you attempt to send data via SQL or FTP but are
unable to jfor some reason, continue frying that day,
However, if you are stili unable to accomplishi this by the
end of ihe day, save the daz‘a to a diskette tha! can be
mailed in, [Once the atizmpt is made, your local computer
will treat the data as sent and will not transmit the data the

next day. This should rarely be a problem, but the data

/

diskette will need to be mailed to Raleigh {see address
below) for the server fo acquire the data.]

After finishing the data entry, return to the main menu. Select

Y/

ine

“Report” tab, Under “Select a Report,” aelec “DD Report.”

Then select one of the three options in the “Define Reports’

’ls'“‘v } n

dow.

;al-ﬁda mamcd tosand a’n’ca
Click Next o m’m’v 3. =




~

v

Note:  Always select “SQL” (unfess the option is
unavailable). This option allows data to be transmitted
directly to the statewide server
[F“SQL" is not an option (i.e., your internet connection does
not permit it), select “F7TP.” This option will allow you to
send a data file to Raleigh, where it will be stored until a

A\Vas]

e
staff member downloads it into the statewide server

Use the “Disk” option oaly when nenfe the “SQL" nor the
“FTP” options are operational (e.g., you have 1
access)., This option will download }nu data file to a floppy
disk, whizh vou must mail to Raleigh at the end of sach
W‘enﬂﬂr month {we recommend that you keep '
diskette). The staff member in Raleigh will the
he data file into the server. If vou must use this option, mail

the diskefte to :

jus
Cio
)

-

=

4 B
(@]

o

£

Vannia Cotti, DD Section
3006 Mail Service L
Raleigh, NC 276%9-3006

yy 4 v - . - Y g . - T
Whichever meathod of data transier 18 used, 4 COMIIMAalon
L 1

window will r>op up to noil

successfully transferred.

S
¥

(g

[




£

=

.

[ndividual's Unique ID No. It unknown, this may be

the first three letters of

Y

o
, 5
name, then Lhe person’s first initial, and

f the person’s last

~
—y
—

then a six-dig

numbser representing the person’s birth date (2 digits for

month 2 digits for day, 2 digxts for vear). E.g., Tom Mi
m March 6, 1963 = MILT030663. If more than one persor

has an identical ID, the program will prompt
le tter at thb end of the ID (e.g., MILT03066

po—

the addiiion o
3A for Tom's twin

Aleck Myers  (919) 575-7742  aleck.myers@ncmail.net

Rod Realon (9i9) 575-7913  rod.realon@ncmail.nist

Han Di {919) 733-446( hm. di@ncmail.na

About lnsmﬁatwn,

Svsiem Requirsments:

Microsoft Windows 95% or 98%, Pentium 200 MH or bett:

MB of memory recommended. An internet

program to send data to the central dat:
n

%
)
L "o
©
-
e
=
o 5
{J‘
i

: s wml] maad b [ EEE-AANE L S
an interne! connection, you will need to store vour daia on a 3.37 disketie

A P oy .d.l
andé manninm iy,

Ao B A e )R T o N SPTAIAD —e : y
telicrosoft AccessYT is not required 1 run the NOSNAP program. The

o - .

s - -~ ey ~
Setup program installs an Access97° Runtimz version program for
G A ] - ini - PN RTTAAD dieasric S
MCOSHAP to operatz. However, you can run NUSMNAP dirselly on
AccessP7Y without using the Runtime versign
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Networking [ssues:

The NCENAP program can be installad on 2 local area netw

shared among multiple

1. Install ali thres components (DCOM95 — for Windows 95% only,
MDAC, and NCSNAP) on users computers. NCSNAP should be
instal }ﬁ’a on the C:\ drive,

2. Copy 1 Sf P DATA] /f_DP and NCSNAP_REF.MDB from on2
computer to a o t*w- rk location to be shared. Give all users necessary

rights to tms area. '

On each user’s computar, run NCSNAP. Select Utilitiss’Agancy Info.

Enter the network lwcamﬂ where the sharad NCSNAP da ars

located in the Data Path box. Restart the program.

{2

N
jasg ]
—_—
34
<
B

%
47

Licensing [ssues: ..

DCOMS35: This component is required by Microsoft MDAC which is
required by NCSNAP. DCOM9S extends the support for E‘i:tm uted

Component Object Model (DCOM) for Microsoft. Windows 93%. lis
licensing agreement can be found on the Microsft web site at:

htr-p:f’.-«’zmwv.microsoft.co /com/deom/decom93/eula.as

MDAC: Microsoft Daw Access Componenis (MDAC) is required by
1

NCSNAP to transmit data to the database server. Its licensing agrezment

da
t

(%)

(9]
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Chapter 5

4

Other Systems and Responsibilities

The NC-SN4P will be administered for each individual in,

or on the walting list for, the state’s Developmental
Disabilities Service System:

-

» When an individual enters the DD Service System

e b
iy

* Annuaily
a ’3‘*"hpr‘mﬁ*r there is a significant change mn the

vidual’s nesd pro raie

-

Administration of the NC-SNAP: The job classiiic
primarily responsible for the aum.mszr ion of the NC-
SNAP 1is the Case Manager. These individuals are

typically familiar with persons served by the area

rograms’ DD service system, while also serving as an

0 ¥
PLOSLS
advocate for ths individual. There are situations, however,

where the person does not have an assigned case manager.
at

I.
2 g a'n ‘n ” 11" +* P’ 94 I3
In thess casss v: is most likely that a knowledgeable

QOMRP/QDDP will need to administer the instrument. In
any event, statf in the following f*a‘eg:rze: must be trained
and certified as examiners for the ¥O-SNAP:

& ase \danagcr (DD, Thomas S., “Respomsible

e
[}
—




T, Training Responsibilities:

A T*‘mn‘n; w2 Trainers; The NC-SNAP Ressarchers
from rdocq Center will train MRC Outreach and
Staff Development staff to teach and certify
examiners, and use the statewide database program.
They will also provide the follow ing:

s Training videotapes

# Examiner’s Guides

= Tnstructor’s Manuals, including instructions for the
class and for data entry procedures

s Datahase Softwars for statewide data collection

s Sampling of training classes

s Sa mpling of area programs’, MRC St

Development paocramg , MRC Outreach progra

databass/record systems

= Database maintenance

# Regular reports and custom reports upon request

s Troubleshooting and guality assurance

8. The DD Section will be respensible for
s Storace and dissemination of NC-SN4P forms, Data

Entry Worksheets, and Examiner Guides to MRCs
and area programs

PRy
= Quality assurance
7’
] 1—\ arg ry‘-.‘ ~F [')/\""‘\‘3' AN A vw-‘*—)s 1a -«r~f\;.d-‘,7~:\*~
S/ b’v'..)I:'-:‘llL \JI (YRS Y E.»I.aa-zv‘—, L'..JL\, \.‘31;, '«va Uisd



€. The MRC Staff Developmeni Departments will train
all QMRPs at the MRC. They will also maintain the
MR certification databases.

-

D). The MRC OQutreach Departments will train all Cass
Managers, DD Coordinators, Single Portal

L ordinators, Regional Coordinators, and QDDPs in

heir region. [Note: The Area Program will be

fOr identifying those individuals
| , and getting them registersd and to
training classes.] They will also- maintain the
ification database.  Additionally,

l

b
Fa S J

J

Community certi
f‘nej, vill train at
program to use the statewide database progr

aast one person from each area

The '\Je'ﬁ Program Director will identify those who
g, register them for classes, and ensure

g3}

require training
ttend. (ih s includes one person for database

they atfer

F. Initial Timelines: Immediately following certification,

Examiners should
Priorities for assessmernt:

, = Persons vn ing the DD service system (ongoing,
e e e eaffecHve d iately)

L

r 1 /

B DD Waiting hould bs compileted by 5
» those currently recaiving no services)
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111

Matarials Needed for Class:

{ ’ H
Examiners’ Class,
.

# A sufficient s.zppl}' of NC

icient supply of Da

nta
itgd

-SNAP forms

Entry Coversheets

= A sufficient supply of each Sample Casg

W
]
fom 2o
[¢")

[ e
-y
ot
=)
=N
aQ
<z
=
(44
o)

n
)
=t
Nl
(w)
<3
3
2
T

Data Entry Class:

S
41, #2, and #3)

= A suitable computer (laptop may be easiest)
= For a group, a data projector may be helpiul

\.-l Y

0
*  The NC-SNAP Statewide Database Program C]

= Tnstructions for the database program (Chapisr 4)

Other: For  questions,
problems, please contact

“SH ’JPRE‘ié; chers:

-1 1. [P gt S .
aleck. myversi@ncmail.net
4 S~
5 . ‘™. . \ .~.7',.. ../.:- -
Rod Realon 919-575-7913 ,
A raniam/ A anaall pe
rod.realon@nemail nat

Tom Thum,ﬁbon

n
3



1Y [nstructions for Database Coversheet: Onee you have
completed a NC-SNAP assessment you will need to

complete the Database Coversheet. This should only

alea o ~
take vou a few minutes, However, you must record all

of this information so that the data entry person can
enter the NC-SNAP profile into the computer. There
is only one entry on this form that is optional:

Consumer Case # (this does not apply to everybody),

it e

All other information must be completed.

i -
incapacitated, would new supports be 2 necessity? I
yes, circle “yes” on the ¢ov "6"‘::} t A reduced copy of
a completsd covershes ec 1
Note that this coversheet may be updated from time to

Individual’s Unique ID No.: If unknown, this may be

created by listing the first three i ters -of the person's
ST .- last name, then »the,p,,rs‘on’ ﬁr , and th i
’ 144

digit number repre

+ o P
digits for month,

"i
Cl ]

wn

LNy
¥



North Carolina
Support Needs Assessment Profile

AT A

(NC-SNAP)

When administzring the ¥C-SN4P, complete ali sections of this form. Please print
neatlyl When finished, staple this form to the NC-SNAF and then turn it in to your

designated data-entry person.

Individual’s Nam Miller, Tom Soctal Security \Io s 234.36-7890
Individual's (Jm:.luh D No.: MILT)30663 ndividual's Case #; 4587390
Examiner’s Name: Aleck Myers  NC-S¥4P Certification No.: 9\ X9518
Area Program: VGFW Is Area Program 2 provider of services? Yes (M
County: Granviile Are r%ere significant natural supports in place? Yes (N9
Individuai’s Type of Residential Placement: {Check only one)
- Independent Living Group Home
XX Family Home DDA
____ Fostar Homs - ____ ICF (Spzcifin
___ Nursing/Rest Home ‘ . Sware
_Sl-,lll».d Nursing Home ' _____ RHA
Supervised Living: ‘ ___ VDCA
. EduCars . Eduflare
—_— RhA ; \JU} iy
___ Other (Spesify: ) (S vecify: 2
Alternative Family Living: ____ MRBD
. Medicaid . Other (Spscifye )
___ Other Mental Remardacion Center:
.. Other Resid. Placement ____ Black Mouniain Center
{Spesify: ) . Caswell Canter
___ Miurdoch Center
____ O’Berry Centar
o o __ WaesternCarolina Center

Current DD System Suppert: (Check only ong)

:

his is fivsr contact
XX Waiting list {nc sarvices)
Waiting lisi (insefficien

uppe 'w‘s)
orts

— fit s

___ Justentering system {suppo rtedj

_ Sepvicesest. & cngoing:{ma ali that applyk
_____CAP 1Bl
____TANF O & 1

Stata QOther
Madicaid
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Chapter 6
“Look Behind” Quality Assurance

Occasionally, Certified Examiners will be asked to te-

administer an NC-SNAP for an individual who was recentl
assessed by another examiner. This is part of the quality
assurance process in place to monitor the NC-SN4P. Although
some of the same records and sources will be used in both
administrations, the re-administration should be approached

~

openly without regard to previous scorss.

o rrd
<

1. Re-Administration Responsibilities
A NC-SNAP Researchers will identify individuals

v

from the database for re-administration.

The community area program will re-administer the
NC-SNAP for:

o

R AT b eaamb wfalE ]l administe Al AT D
O MRC Outreach stall will administer the N(C-SNA4

O
1]
—

i e e ot 4 2 b+ e s R e e e



D. The ~NC-SWAP Researchers will re-administer
one percent of all NC-SNAP

approximately on
assessments statewide,
IL. Re-administration procedures: The resp onsible party

(1e., area program or MRC Outreach program) will be
contacted by the NC-SNAP authess. -

A. Monthly, ’a.;e MR Outr'eacn D‘ actor w“i be

provide
.red. T :’lu OUUE&L-!.

gals . o certified untryas}*
xaminers. Once assigned, the resp mibﬁ person
should contact the commurht*- are pmmam case
manager (who completed the firs
d= ermine who would be the be ¢ pazsc;n t

WAk

‘;Z
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Monthly, the Area Program DD Coordinator will be
provided a list of people for whom the NC-SNAP
should be re-administered. The DD Coordinator
will then contact the QMRP or provider (QDDP)
who administered the first NC-SNAP to determine
who would be the best person to contact for an
independent re-administration. Preferred contacts
are the same as noted above.

Guidelines for readministering an NC-SNAP by
phone: The following steps are provided as general
instruc”timg on how to conduct a phone interview to
an NC-SNAP readministration.  The
aminer should feel free to use his or her “own

}Ie of conversation.

; bn y introdu rw Yot
certified NC-SNAP examiner, and be pare‘i
fo-foer your certification pumhﬂr an d explain
se of the NC-SNAP. Explain vour
role in tzw process and where you work. Refer
to the examiner who recently administered the
- NC-SNAFP (you ve probably recently talked to
this examiner in order to gst h contact
name and number; hopel } that
alled the contact person to tell

[
.

< Anmtd mmacn a joens 1
participate, don't press the issus, Thank thenm
o ‘ ’ A 1 4
tor tnelr t1r.ne and ¢ al



in obtaining information needed to complete
the NC-SNAP it is usu2 hv best to begin by

asking general questions, saving specific
s

questions for later 1if some areas aren't
af‘bWuT‘Cd De not reﬂd the items. from the NC-

choice. Insteak , ask 10
3 ﬂ’ o
suci as’
“Tell me about how cares for him/herself”
“Doss require someone to help care for him/her?”
“What kind of health services doss
“Does _ have any behavior concems?”

need?”

Aﬁer obtaining general information, ask more
specific qu%to ns about unanswered items,

™

“Daoes *eqmra nighttime SUpS Vi ision?”
“Can | stw by hxm/hera £7
“If 50, whr"*n and for Hovvl ”gﬁ"”
“How many times in the past year did . nesdto
visit a phys i:‘hn‘?”
31T oag " a A : H .
ow ofter doss someone n2ed to repalr Or mamaln

o33
*s whesalchair?”’

e e

Continue to ask increasingly specitic questions
unfil you have all of the information needed to

omplete the NC-SNAP. 1f you cannot obtain.

;-safticzém information 0 sCOT
item, ask the f‘oﬁ‘r"w person ne

sy ea i B 2 Fo P
acquire the information. [T neces
=3
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Chapter 7

AT

Reliability and Validity of the NC-5NALP

During its development, the NC-SNAFP was field-tested on two
separate occasions. In 1957, an earher version of the NC-SNAP
was compared to two other assessment instrurnents to determine -
which of the three most accurately assessed level of intensity of
need for North Carolina’s citizens with developmental
disabilities. In 1998, after being selected as North Carolina’s
most probable choics, the NC-SNAP underwent revision to
maximize its efﬁectiveﬂess Following t i
SNAPF was examined in a final fisld test
its reliability and validity were sufficient

as g state 1de assessment tool.

“1 eV

n 1999 to ens
(SN
LA

i
to

perﬁ:}&m da't' gathere ﬁ*om th
report i3 in preparetion for pu

~ b

ity
dam, wxil be collected as th:e

. 1 ~ M e ~ RN BN ¥

In order to test if an assessment instrument could predict the
I'nd . -

lavel of intensity of support need, the authors selected



the level of supp received by the participants.

Therefore, the proc h id three

. 1. Find individuals with developmental disabilities who
were well serve “f*
2. Determine the participating individual’s current

support array level
3 Administer the three assessment instruments
1, Find individuals who were weall served

Five area programs agreed to ?arti'*ipate ‘ ‘
persons receiving ssrvices and supports wer re identified. In
order to determine whether each mdmdua‘; was well

served, a five-point survey was administered to the

individual (or guardian), his or her case manager, and his

rovider. An individual was identified for
a when all three sources agreed he or she was
recei"iﬁg h~=r good (better than adcqmtc) or ideal
Of the H,*JZ people, 559 or 24 percent wers

identified as participants

or h\..-l"‘ rwc=‘

Determineg the participating perwﬁ s current

b
1 g

& _support array level
Meaxt, cass managers were asked to identify the supportt
array received by each person for whom they had
responsibility. To do this, both residential and other types
of supports were described. Using this information, each
participant was independently assigned to ones of five

support array levels.




Three independent raters achieved an agreement level of

98% with regard to the assigned levels.

3. Administer the three assessinent instrumentis

Training sessions were conducted in each area program and
at three mental retardation centers. During these ses ssions,
case managers {or Qualified Mental Retardation
Professionals) were trained to complete the instruments for
participants on their caseload. As an a.ddn nal control
DI’Ddelhe an author or a research assistant i tenfiewed a

econd person familiar with the participant to complete an
mtm -rater reliability assessment.

Results

1. Percent Exact Match (bs,t' cen assessment result and
assigned support array):
NC-SNAP: 304

2. Percent Match Within One Level

?*é"{f-SNA}‘: 68.7

-3

B. Research Question 2: What is the inter-rater reliability «
NC-SNAP?
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1. Parcent Exact Mateh Int
NC-SNAP: 70.7
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- items to. enhance accuracy.

C. Orher factors

53“
4G
)—.\-.4

2, Nl -SNAP performed best with individuals with
needs.

3. NC-SNAP tended to overastimate need,

1999 Field Test

Dasign

¥

Following the first field test, the NC-SNAP was judged to be
approxzmme{y equai across all variables, in ufect venzss to
‘wx.t best alternative instrument. At that trm., the authors of the

'C-SNAP were asked by North Carolina’s Developmental
le'ablhf' Policy Advwisory Work Group to con
comprehensive apalj,'s is of the instrument, using the field test
data, with the goal.of maximizing the v: huny and reliability of

A

4

the NC-5NAP throum fal vision. In brief, the NC-SNAFP
was modified by ident '_L g items associated with errors
pr di tive validity, and then eliminating or modifying those

v

Following this analysis, the re-tooled NC-SNAP was field tested
in one area program, using a stratified sample (N = 100). The
design of this second fisld test was almost identical to the 1997
field test, with the excention that an additional analysis was
conducted o identify errers o support amay level
determination.  Results were analyzed based cn both the
original assignad suppert array and on a “correctsd” support

7 1



N

nal

array. That is, the support array was corrected if additional
information was obtained indicating that the original support

;na."i

array had been determined using
information. or if hnm- ra'd'"da' status had
information, or if a change in' the individual's status ha
occurred since the support array was originally determined.

v

g incomplete or erroneous

Resuits

';Jj

esearch Question 1: How well does the NC-SNAFP

p redict current “good” or “ideal” support arrays?

a. Percent Exact Match for original (no corrections)
support array: 70.0

b, Percent Exact Match when support array corrected

for kmown errors; 92.5
Research Ou es“on 2 How well doas the NC-SNAP
“good” or “ideal” support arrays at each

(O]

" predict current
Need Level (1 t0 3)7

.
wn



Level

mutl

Support Array

inal (Uncorrected)

>

{Correcizd for Koown
Support Array Errors

1 46.2 76.9
2 33:3 91.7

76.2

D
O
L

4 85.7 §5.2
! 3 92.3 108
3. Research Question 3: How well does the NC-SNAP
predict current “good” or “ideal” support arrays for
infants and children?
Parcent Accuracy for Children
Age Range Corrected for Known Support
‘ Arcay Errors
-Ages .- 0~2 years 100
Ages 2.01 ~ 6 years 160
Ages 6.01 — 16 vears 10C
100 {Caorreciad)
Children Overall I
6.7 (Unzomseted)




Chapter §

5 to Frequently-Asked Questions

»
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General Information about the NC-SNAP
> Howwas the NC—S AP deyveloped?

The NC-SNAP was d:ve{oped through 4 2-% year research

project with the aim of developing an easym}u”’, reliable and

vaid assessment tool.  This was accomplished through an
v

S
extensive ¢ Omparaflv° field test.

(—.

> How was the NC-&’\;Z&P validated?

The NC-SNAP was validated by detérmining its predictive
quelities in an extensive field test. The NC-SNAF
administersd to hundreds of p\.rsona who were recelving good
to ideal *pm-'icas with support arrays that rangsd from low
(Level 1} to high (Leve 5) ’.3 SNAP predicted the level
of need or support array a b igh percentage of the time,

o)

> How refiable is the NC-SNAP?

cr maliahl it A flea NI/ TAD <irme <ram -~
Inter- '%fc:{‘ l'ﬁiial--'lh*,j of the NC-SNAP was Ty good and
a . ~1 PN - SRR | -y oy 1 o o o rat 1
comparsc favorably with standardized assessment instru-
. i -
liluaiu.,.




as part of the process to identify nseds for support and as an
initial step in the development of a support plan

»  Will NC-SNAP results be used to deternine what services
are delivered o a client?

No. The NC-SNAP does not specify services. It identifies
needs, which can be met through a variety of service
Therefore, services will be neither added nor taken away

solely on the basis of a NC-SNAP score,

> Should the NC-SMNAP be readministered each time ithe
individua! obtains a new or different service?

No. Again, the NC-SNAP doss not specify services. It

identifies needs, -which can be met through a variety
serviess, | ‘

O
b

»  When should the NC-SNAP be readminisiered:

The NC-SNAP should be readministered at least annually or
vhansver there is'a significant Lban:: in the individual’s need

!
nrofile (2.g., the individual st iffers a debilitating stroke).

The NC-SNAP s not tied to funding on fith an individual or
basis. The issus of W.;ether to do so and how to do

0
gl
o
jom

VOVET, under considsrati

co
5
3
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> Must ¢ cose managger be g ODDP o become an

examiner?

Not necessarily ,, although this will usually be the case. Thers
is no strict educationa requirernent fo complete the NC-
SNAP.

P

» Do people living in DDA homes need a NC-SNAP?

Yes.  All persons with a diagnosis of developmental
disabilities who are currently served under the North Carolina
DD Service Systam {or on the waiting list for services) should
have a NC-SNAP completed for them.

> What about children in early intervention programs who
do not have a formal diagnosis of developmental

disability?

In the absence of a formal diagnosis of deve opmwzal

disability, children will receive a NC-SNAP csi}' 1,. there has

been an “pnr«cano made on thelr behalf for CAP funding,

they are receiving CAP funding, or they are receiving

r”“’r“;;fﬁiai supports specifically designed for persons with
velo p*mntald sabilities.

» Zf an tnﬁma’zml izas no asszgrzvd case ’7752?1'{755?', who
be responsible for administering the NC-SNAP?

\ ’ , ,
The Area Program Dirsctor, or desig le for the
s - rry AprQ ¢ = -
identification of appropriate persons to assume this

responsibility.

s will



>

S Wil everyone on the DD Waiting List have a NC-SNAFP
adminisiered?

{7

Ves. Those currently receiving no services will have a NC-
SNAP completed by M

ce
May 31, 2000. Those currently receiving
services (i.e., but awaiting additional services) should have
NC-SNAP administered prior to their annnal planmnu meetmg
(le IEP, PCC, IPP, etc.)

> If an individual is not receiving supporis or services and
has no case manager, who should serve as the examiner?

Unless the individ 3.1 i3 on tlm. TU Waiting tmf, the NC-
SNAP wﬂl not be administered to individuals

ir
support erw es from the North Carolina Service System.

> H’z"” awmz’wers ée fssued a c*wf"f““"ﬂ curs

rraz;zzzzg?

Yes, They s} "ld receive their certification number at
ammg After the training, a laminate

coLmﬂctlop
e sent to them. It looks pratty cool!

v—L):r‘

> What if someone fails the training?

In order to be rtified, stu da ts must mest the
neone caa not successiully mest 1

?“
he or she ‘%ze"-;zld repeat the training.



> Wl I need 10 be recertified as an examiner i I move to
another part of the state?

No.  You may continue to use your original

Examiner number anywhere in North Carolina. Also, there is

no plan to require recertification of examiners.

> Dmi a certified examiner, May I show my assistant how
to administer the NC-SNAP and let her use my number?

No,  Only certified instructors may train and -certify
examiners,

> How can I become an instructor?

At this time, only Outreach and Staff Dev-'*IOpmuat staff from

he Mental Retardation Centers can be trained to become
instructors‘ They must be certified by the HC-@NAP

> Wil the NC-SNAP replac a?zy other forms?

pefully, yes. It is anticipated that the LOE and MR2 will
be replaced. However, these forms should continue to be used
f ol
- _until notification is received from the DD Section.

> Can 1 make copies of the NC-SNAP?

No. The NC-SNAP and all related materials (i,

NQ, i~
software, nstn cuoual video, Instructor’s M anual, Examiner’s
Guide) are copyrighted.  However, these materials are

available "Vc oF charge when ussd by the state of ©

Carolina in accordance to pohu} Please contac

)

NC-SNAP authors if you need further clarification.



S Where will the NC-SNAP be siored?

Store the completed NC-SNAP in the individual permanent

’s
record, in a centralized records location, or wherever official

eligibility records are maintained.

> Should T use a pencil or pen (blue or black ink) wher {

Fill out the NC-SNAP?

We recommend using a pen. Black ink is sometimes preferred
or even required.

> Where do we gat blank forms when our supply runs low?

»

Rach of the MRCs have an established procedure to distribute
NC-SNAP forms and related materials. Contact your regional
MRC for further information. When the regional MRC’s
supplies run low, they should iotify the DD Section int
Raleigh.

miner’s

TS

Wil a registration fee be charged for the Ixa

et e

g
d

o
t chargs registration for required trainis




Specifics abont the NC-SNAP

Y Seption T f' the fVCﬂi’\;}iP ﬂ?kS H 1er the case hus :
been reviewed by the Single Portal d nator, How do ‘
1 know if this has occurred?

The short answer is that if you don’t know, answer “No.”

However, if any member of the InterAgency Council has

reviewed the case, answer “yes” and write in thelr name.

» Sometimes a person lives in. one counly i"! 55 Srom
another county. Which county should be listed on
Data Cover Sheet {and entered into t f ”,?Iz?b{ij‘%)

Ente the name of the "rs.sponmble county ., the county
h ror:mal responsibility for the individual

™ ¥ 3 i 7 I K » rRA L «

> in the “Allied Health ij;s ional” colinnn of the
o b p . . K y @ , £ o
“Health Care Supports” domain, the options are ‘less

""""""""""" tharweekly” or ‘weekly or more.” Does less than-weekly - -
mean the individual sees the professional less often (2.g.,

once a month)?

. - . , SN "
exXamimers., wisn w
"

more uﬁm

~J



R e e g

¥ How should an examiner score an item when there Is
conflicting ¥ fa siation?

Ultimately, the examiner should score the ttem based on his or

gment after reviewing all available information. If
two sources disagree, the examiner should seek ddlth“lai
information (e.g., from other persons or evaluations, direct
observation) to make an accurate decision.

> Instructions for the NC-SNAP state that the examiner
should assess the individual’s ‘need’ as opposed fo fhe
services currently delivered. However, the “physician’s
services” column under “Heaith Care Supports”
Suggests that the examiner shounld average the number of
physician visits during the previous year. Is this a
ontradiction?

Not r2 ally, although we can sze why this might se
When gauging the in‘te;.‘Si.y of ’

>

1
wmdividnal’s chronic health care n\_.ed it fs ‘helofui [0 ass
C f, how

.
‘J
3
A
O
o
o—-—(r
R

frequancy of required physician inte
examiner feels that the previous y"zaz’s average does not

W adeh A L e’
ral « “‘E-»' i : trt A ~ 1! o - Pl =
accuratsly reflect the individual's most current needs {e.g., dus
§ : the score

Ty T LT s oy RANPYY Y :
> Dogs *~gzumh-’;v,r Supporis” refer to the purchase of

Ll |
S8 (T TR oM 11-\»»'\:4"1
a5 G 18 equIinpmaic

seds should be..-_.
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instance, some communication devices are very costly
purchase. If the individual does r:ot re q ire Fr :fnf (ie, | '°ss
offen than once per month) support to maintain the equipmen
scote Level 1.

> What is the “Pre-printed Class Preparafion Form

Report?”
This is a form that can be printad prior to an Examiner’'s

Training Class. It can be found in tha ,C-SA‘}{P Database
Program, in the “Reports” folder. This can be very useful in
organizing the class roster and assigning examinsr numbers.

» How is the N C-SNAP to be used as part of a personal

plan for support?
Page 4 of the \T(“ SNAP can be used as a worksheat for the
development of a personal support plan.

> W ?zy doesn’t the NC-SNAP inciude a category
speci ZCJi’ﬂ‘fO?‘ vmmor {or communication)?

3
.4 kg d

Remember that the NC-SNAP is desi g ned to functionally
assess an individual’s Lﬂ.'el of intensity of need. Sorme areas
such as vocation and communication, whils extremely
-1 important. aspects. of an individual’s life, da not easily fit into
need levels. During our field testing of the NC-SNAP w
found that including a category for vocational support needs

EASANS §

(¢

BT e A e
actually hurt the predictive &h"’l" f the insirumsni, We
aT=Ta) ot Lo ~ L - -~ F = o1 A T e ¢ o
speculate that this is because of the wide range of supports
~ R & I PR
nesded at all lavels

OO
¢
\O



Questions about the statewide database

= 17 . 4 o 41,
> What computer specifications are needed to use the

database programs

The prmram is written in Microsoft Access. Installation is
donz via & £D. Tqurvmw, he computer must have a CD-
Drive and Microsoft Windows 95 or 98. However, the
computer doss not require Adecess itself. Finally, there are
three ways to download data to the statewide server. The-
preferred method is through SQL download, directly to the
server via the internst. Another option Is through an FTP file
transfer. The final option, for those who do not have internet
access, is to store the data on a diskette, and mail it to Raleigh,
> Is the database program compatible with the Single
Portal (Waiting List) program?’ '

The NC-SNAP «“ata.ha program was written for ease of use
Single Porial program and

‘and 13 ‘compatible’ with both the

the &,cntmll.ﬁd Da-,d W »hel“ou Howsver, this does not
mean that they ars the same. It is hoped that these will

1
eventually be merg ei to eliminate or reduce the necessary data

- entry _r.;:_~~;»_11-mde—,n:fé}’.-. L | v

Yoo TUa  amtiima EE e e : AL TN
Yes. We anticipate adding more nformation m the nea

e U SR U AN S N o] 1 4+~ Fupilirads
ture, .-*J‘:O} a redssign of ths orm 15 plannsd 10 Iacuale

data entry,





