SEA Quality Control

 COE Approval Process

1. Stamp date the COE with the date it is received by the State MEP.
2. Verify COE and batch sheet number sequence. 

3. Verify if child has prior history in MIS2000 State database system (if so, it is indicated on the batch sheet).

4. Each of the reviewer’s of the COE Approval Team document comments on the batch sheet in regards to completeness and accuracy of the COE documentation. 

5. Each reviewer determines approval or non-approval status for each child recorded on the COE.  

6. Approval status and errors are listed in the COE review database.

7. An e-mail is sent to the recruiter by a COE approval team member if additional COE information is needed for approval process and eligibility determination by the COE Approval Team.
8. Recruiter provides additional information or requests a change of information in a response e-mail to the COE approval team member.  
9.  Changes or additional information from the recruiter are documented 
 on the COE and initialed by the COE approval team member.  

10.   A second review is completed by the members of the COE Approval 
  Team that initially did not approve the COE.  If a COE is not   

  approved it is marked NQ for non-qualifying. Thereafter, a scanned copy of the   

  COE is e-mailed to the project for its records, with an explanation of why the  

  children were not determined eligible for the MEP indicated on the batch sheet. 
11.  Recruiter has the option to appeal the decision of the COE Approval  

  Team at this time.  Recruiter may submit an appeal form describing  

  the particular circumstances that support the eligibility determination  

  of the family.  The appeal form is to be submitted to the State MEP 

  to be reviewed by the COE Approval Team.  The COE Appeal Process 

  does not guarantee the COE will be approved and requires the final 

  decision of the State ID&R Coordinator.

12.  When a COE has received approval by the COE approval team, the  

  COE is signed by the State ID&R Coordinator.

13.  Approved COE’s are submitted for entry into MIS2000 state  

  database system.

14.  COE is date stamped with the date entered into MIS2000.
15.  Approved COE’s are filed alphabetically and by the year.

16.  A scanned copy of the COE is e-mailed to the project.   
A monthly COE report is provided to the projects that indicates the eligibility determination and status of all incoming COE’s to the MEP.  The data collected will be used for ID&R training.  Special attention will be given to high frequency errors.  It will be the directive for future trainings to reduce said errors.
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