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Today’s agenda
Questions you may be asking yourself…

• What is the HFNY Accreditation Tool?

• What do I need to know for BPS 1?

• What do I need to know for BPS 2?

• What do I need to know for BPS 3?

• What should I have done by my next office hours?

• What should I have done by our next workshop?

REMEMBER at this time we are working on preparing our self-study ONLY! 
Site visit preparation (file review and interviews) will occur between February 
2024 – May 2024
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HFNY Accreditation Timeline
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Let’s walk through…

HFNY Accreditation Guidance Tool
Best Practice Standard NumberStandard

Completed documentationDONE!

First, Second, or Third OrderType

Safety or Essential indicationSafety or Essential

Self-Study, File Review, or InterviewRating Basis

Policy, Narrative, Report, Analysis, PlansRating Documentation

Review of most recent practice allowedRecent Practice

Title of MIS reportMIS report

Rating indicator descriptionDescription

Tips as found in BPSTips

Narrative details from Table of DocumentationNarrative Detail

Tracked via ASR, Site Visit, QuarterliesHFNY CA Tracking
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Let’s walk through it!
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As you use your tool…

• Keep track of areas you are not YET 

meeting

• Please remember to reach out to me if you 

find an error

• Feel free to work ahead BUT only do this if 

it is helpful to you and your team
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Let’s talk about BPS 1, 2, & 3!



8

What do we include in the self-study?

Self-Study: 
BPS 1, 2, & 3

1-1.A - Narrative

1-1.B - Narrative

1-1.C – Report and Narrative

1-2.A - Policy

1-2.B - Narrative

1-2.C - Narrative

1-3.A - Policy

1-3.B - Report

1-4.A - Narrative

1-4.B - Analysis

2-1.A - Policy

3-1.A - Policy

3-2.A - Policy

3-3.A - Policy

3-4.A – Report and Narrative

3-4.B - Analysis

38%
Complete
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BPS 1: Initiate Services Early

Supporting Families

Right From the Start
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BPS 1-1 – Description of eligibility 

criteria and community relationships

Self Study Requirements:

• 1-1.A – Narrative – Eligibility criteria for HFNY

• 1-1.B – Narrative – Formal/Informal agreements for 
orgs that refer (MOU for CWP)

• 1-1.C – Report and Narrative – Tracking of referrals
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1-1.A
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1-1.A – What is needed for a “2”?
• A description of:

– Eligibility criteria

– Community data (include source and year) used to determine criteria

– Geographic service area

– Total number of families projected annually to be served

• Above has been reviewed by CAB within the last 4 years and 
adjusted as needed based on changes in community and program 
infrastructure

• Tracked in ASR and Site Visit. How else do you track it?
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1-1.A BPS example
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1-1.B
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1-1.B What is needed for a “2”?

• NO 3 rating

• Site identifies community organizations that will 
refer families

• Agreements with these orgs (formal or informal) 
are in place

• CWP sites have an MOU established with their 
LDSS 

• Tracked in ASR, Site Visit, and Quarterlies. How 
else do you track it?
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1-1.B BPS example
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1-1.C



18

1-1.C What is needed for a “2”?
• Quarterly tracking of all families identified/referred and 

includes:
– Eligibility status 

– Source of referral 

– Uses data to monitor capacity and apply strategies to fill slots or reduce 

gaps in service

– Discusses opportunities for improvement with advisory board annually

• Past instances may have occurred when the site did not engage 

in above, however recent practice indicates this is now occurring

• Tracked in ASR, Site Visit, and Quarterlies. How else do you 
track it?
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1-1.C BPS example
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1-1.C – HFA Spreadsheet Tip  
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BPS 1-2 – Site ensures referrals are 

tracked and monitored
Self Study Requirements

• 1-2.A – Policy – Initial engagement processes and 
mechanisms

• 1-2.B – Narrative – Monitoring initial engagement

• 1-2.C – Narrative – Strategies to strengthen initial 
engagement
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1-2.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures includes information about how site 
ensures the following :

– Activities and expected timeframe between receipt of referral and initial contact with 
family

– Activities and expected timeframe between initial contact with family and offer of 
services

– How and when eligibility is determined

– Mechanisms to track and monitor each step of the initial engagement process, whether 
able to establish initial contact or not, whether services were offered or not, and the 
timeliness of these activities

– Documentation of reasons why families are not offered services 

• Not currently tracked by CA. How do you track it?
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1-2.B What is needed for a “2”? 

• The site monitors its initial engagement process by tracking the 
following for each family referred:

– Time from referral to offer of services

– Initial contact made 

– If services were offered  

– Reasons why families not offered services 

• Past instances may have occurred when the site did not track 
any of above however recent practice indicates this is now 
occurring.

• Tracked in ASR and Site Visit. How else do you track it?
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1-2.C What is needed for a “2”? 

• The site develops strategies, based on data from 1-2.B to 

strengthen its initial engagement process, aiming to reduce 

barriers and provide equitable access

• Note that a “3” rating would include the following:

– Strategies above are implemented OR

– 90% of families receive initial contact and are offered services

• Tracked in ASR, Site Visit, and Quarterlies. How else do you 

track it?
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1-2.C HFA Spreadsheet Tips
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BPS 1-3 – 1st HV occurs within 3 (standard) or 24 

(CWP) months

Self Study Requirements

• 1-3.A – Policy – 80% of families receive a 1st HV 
within stated timeframe for their program

• 1-3.B – Report – Practice ensures families 
receive 1st HV within stated timeframe
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1-3.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures include information 

about how site ensures the following :

– 80-94% of 1st HV occurs within expected timeframe

– HFNY’s target is 85%

• Not currently tracked by CA. How do you track it?
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1-3.B What is needed for a “2”? 

• Data indicate that 80-94% of 1st HV occurs within 
expected timeframe (report)

• Sites are encouraged to set goals/benchmarks (for 
Standard GA-2.B) when rates fall below the 80% 
threshold, and supervision time is used to focus on 
exceptions, reasons, and problem-solving strategies to 
increase rates

• Tracked in Site Visit and Quarterlies. How else do you 
track it?
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BPS 1-4 – Site measures and analyzes 

acceptance rate

Self Study Requirements

• 1-4.A – Narrative – Measure acceptance rate

• 1-4.B – Analysis – Acceptance analysis
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1-4.A What is needed for a “2”? 

• Measures acceptance rate annually

• Uses HFA spreadsheet/methodology

• Measurement is based on 1st HV date   

• Includes % and numbers

• Tracked in ASR and Quarterlies. How else do you 
track it?
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1-4.B What is needed for a “2”? 
Analysis includes:

• Large sites with > 50 families:
1) Once every 2 years
2) Includes % & numbers   
3) Anecdotal information
4) Comparison of one or two 
factors
6) Who declined services and 
reasons why  
7) Narrative

Analysis includes:

• Small sites with < 50 families 
offered services over a two-
year period:
1) Once every 2 years 
2) Informal (anecdotal)
3) Reasons why

• NA if site did not offer services to 
any families in the last two years, 
or if less than 10 families 
declined in the last two years.

Remember…we will NOT 
be working on analysis 
standards until May!
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1-4.B HFA Spreadsheet Tips
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BPS 2: FROG

Standardized Assessment Tool

Supporting Families

Right From the Start
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BPS 2 – What is needed for a “2”?
FROG Scale Policy (2-1.A)

• Only 1 self-study standard for BPS 2!

• Policies and procedures include information about how 
site ensures the following about the FROG:

– Completed on or before 4th HV; no later than 30 days from enrollment

– Ideally one HV

– Narrative format

– All responses scored and if not explored, why?

– Areas not yet documented, identified for later and included in Service Plan (SP)

– Timeframe for documentation and scoring 

– Timeframe for supervisor review and feedback

• Not currently tracked by CA. How do you track it?
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BPS 3: 

Offer Services Voluntarily

Supporting Families

Right From the Start
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BPS 3 – Offer services voluntarily 

• 3-1.A – Policy - Service offered voluntarily

• 3-2.A – Policy – Trust building (pre-enrollment)

• 3-3.A – Policy – Creative Outreach (post-

enrollment)  

• 3-4.A – Report – Measure retention

• 3-4.B – Analysis – Retention analysis
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3-1.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures include information 

about how site ensures the following :

– Services are voluntary

– How information is shared with families

• Not currently tracked by CA. How do you track it?
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3-2.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures include information 
about how site ensures the following :
– A variety of positive methods are used to build family 

trust

• Not currently tracked by CA. How do you track it?
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3-3.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures include information 
about how site ensures the following :
– When to place a family on CO

– Activities carried out and documented during CO

– On CO minimum of 3 months (consecutive or cumulative # of days over 6 
months)

– Case weight is maintained while on CO

– Conclude CO when family is engaged, refuses services, moves, other 
allowable reason, or staff assignment established

• Not currently tracked by CA. How do you track it?
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3-4.A What is needed for a “2”? 

• No 3 rating

• Policies and procedures include information 
about how site ensures the following :
– Measures and analyzes retention for families enrolled

during a single 1-year period

– Analysis includes multiple intervals (6, & 12 months)

• Tracked in ASR and Quarterlies. How else do 
you track it?
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3-4.B What is needed for a “2”? 
Analysis includes:

Larger sites with > 50 families:

1) Once every 2 years

2) Includes % and numbers

3) Anecdotal information

4) Comparison of one or two factors

6) Who left services and reasons why

7) Narrative summary

Analysis includes:

Small sites with < 50 active families 

at any one time over a two-year 

period (< 25 active families over 

one year for new sites): 

1) Once every 2 years

2) Informal (anecdotal)

3) Reasons why

NA if there were less than 10 families 

who left services in the two year 

period.

Remember…we will NOT 
be working on analysis 
standards until May!
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3-4.A and B HFA Spreadsheet Tips
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Boilerplate Language provided for…

• 1-1.A – Eligibility Criteria

• 1-4.A – Measure Acceptance Rate

• 3-4.A – Measure Retention

* Those templates will be provided by the

end of March
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Narrative Boilerplate Language

So, remember to…
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When do I run my reports?

• HFNY CA encourages you to run your reports as 

often as possible

• Knowing your status now will help you address any 

standards not yet meeting a “2” rating

• A lot of the narratives for your self-study already 

exist, so its really about tweaking the narrative to 

better meet the standard and updating your data



46

Timelines to consider 

ASR

Use your data and 
narratives from 
your most recent 
ASR

Quarterlies

Use your most 
recent and 
completed quarter 
data and narratives

Most Recent

Use data from the 
most recent last 3 
months
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Saving documentation for self-study
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HFNY Accreditation 2024 site

• Once site is up and running we will walk through it

• Please sign up for an Outlook account (only PMs need 
to do this)

• Once you have signed up for an account please add
your information to the contact spreadsheet

• I will send a link to this spreadsheet in an email with 
today’s materials

• The spreadsheet will ask for additional info. Make sure 
you provide all of it as it will be needed to build our 
Sharepoint site
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Follow this link to sign up for your 

Outlook account:

https://outlook.live.com/owa/

https://outlook.live.com/owa/
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What do I need to start 

doing now?

Supporting Families

Right From the Start
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Take it STEP-BY-STEP

“The secret of getting ahead is getting 

started. The secret of getting started 

is breaking your complex 

overwhelming tasks into small 

manageable tasks, and starting on 

the first one.”

- Mark Twain

Remember: HFNY CA is here for you!
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First what do you have done?

Self-Study: 
BPS 1, 2, & 3

1-1.A - Narrative

1-1.B - Narrative

1-1.C – Report and Narrative

1-2.A - Policy

1-2.B - Narrative

1-2.C - Narrative

1-3.A - Policy

1-3.B - Report

1-4.A - Narrative

1-4.B - Analysis

2-1.A - Policy

3-1.A - Policy

3-2.A - Policy

3-3.A - Policy

3-4.A – Report and Narrative

3-4.B - Analysis

38%
Done!
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By your next Office Hours session

Come prepared to discuss your findings on the following:
• BPS 1

1-1

Review your most recent ASR and quarterlies for 1-1.A, 1-1.B, and 1-1.C (quarterlies) and determine if they meet 

BPS 8.3 guidelines for a score of 2. Make changes as necessary.

1-2

Review your most recent ASR and quarterlies narratives for 1-2.B and 1-2.C and determine if they meet BPS 8.3 

guidelines for a score of 2. Make changes as necessary.

1-3

Review your most recent quarterly report for 1-3.B and determine if it meets BPS 8.3 guidelines for a score of 2. 

Make changes as necessary.

1-4

Review your most recent ASR narrative for 1-4.A and determine if it meets the BPS 8.3 guidelines for a score of 2. 

Make changes as necessary.

• BPS 3
3-4

Review your most recent ASR narrative for 3-4.A and determine if it meets the BPS 8.3 guidelines for a score of 2. 

Make changes as necessary.
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By your next Office Hours session (cont’d)

• Reach out to your Accreditation PCM with any 

questions that can’t wait

• Respond to any of your Accreditation PCM’s 

requests (doodle polls, emails, phone calls, etc)

• Review current finalized HFNY policies (specific 

focus on BPS 1, 2, & 3)

– Make any necessary changes to site procedures
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By our April 5th Accreditation 101

• CREATE a brand new OUTLOOK account to access Sharepoint

• Have anyone who will be helping you with accreditation watch this 

recording

• Reach out to your Accreditation PCM with any questions that can’t wait 

for Office Hours or 101

• Respond to any of your Accreditation PCM’s requests (doodle polls, 

emails, phone calls, etc)

• Review finalized HFNY policies for BPS 1, 2, & 3

– Make any necessary changes to site procedures

• Review standards 6, 10, and 11
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Questions?

Claudia.Miranda-Julian@ocfs.ny.gov

Supporting Families

Right From the Start


