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Instructions for Creating a Sample
for a
Child Protective Investigations (CPI)
Quality Assurance Review


http://centerforchildwelfare.fmhi.usf.edu/kb/dataper/qa.exe

Overview

CPI1 Quality Assurance (QA) reviews are to be
completed in each circult at least twice a year. The
sample will be taken from two (2) months of closed
reports. The sample size for each semi-annual review
will be one half (12) of the number of reports that would
give you a statistical 90% confidence level and a 10%
confidence interval (90/10 sample). The typical sample
size for the half year review will be 30-35 reports per
circuit.

The Florida Safe Families Network (FSFEN) report you
will use Is a district report. Depending on the circuit, you
will need to sort and filter to get the counties you need.
You may also need to sort and combine different district
reports.



Instructions

Timeline —

1. The sample list will be generated and sent to the
circuit 30 days prior to the review beginning.

2. The sample comes from reports closed during a two
(2) calendar month period prior to the date the list is
generated.

Example:
Review date = July 1st
Sample generated date = June 1st

Months sampled = reports closed in April and
May




Pull the FSFN Reports

In FSFN, go to Utilities, then Reporting.
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Pull the FSFN Reports, cont.

Click on Public Folders / Child Investigation / Management (at this point
you can book mark this page for future use).
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Pull the FSFN Reports, cont.

Search for the Child Investigations and Special Conditions Status
Report District (a daily report). Do not use the monthly one. Next, select

HISTORY.

- InfoView - Windows Internet Explorer
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Pull the FSFN Reports, cont.

Choose the last successful daily run for the month that recently ended.

This will give you 2 months of closed reports (Example: If is currently July,
choose the last successful run for June 30th . This will give you reports
closed in May and June).
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Pull the FSFN Reports, cont.

Choose the district report you desire by clicking on the report link and
save the file to your computer/server.
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Pull the FSFN Reports, cont.

Open the report in Excel.

InfoView - Windows Internet Explorer
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Pull the FSFN Reports, cont.

If you have access to a FSFN
statewide view, the Excel reports are
always listed in the order below:

£ InfoView - Windows Internet Explorer [:].@
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»District 10
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> District 1 the arrow is up,
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»District 4 (if you find D3, most likely D4 is
the nextreport)

B
£
b
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»District 9 pages. Districts 3 & 4 are on
»District 23 | the first page and District 12

is on page 2.
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Pull the FSFN Reports, cont.

Open the report in Excel.
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/" InfoView - Windows Internet Explorer
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Microsoft Excel - viewContent.jsp [Read-Only]
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Pull the FSFN Reports, cont.

Once the report is opened in Excel, perform Sort and Delete. Show only
the reports (rows) that meet the criteria. Delete all other reports
(rows):

a. Investigation/Special Condition Referral Status is “Closed” (open or re-
opened cases are to be deleted)

b. Investigation Sub-type is “In-Home” (all other sub types should be
deleted)

c. County(ies) — only the county(ies) you are reviewing within the circuit.

Keeping in mind the first two header rows, determine the number of rows
(reports) on the FSFN report. This is your SAMPLE POPULATION.
Save the file.

Whatever you do, please do not alter the format of the columns
you downloaded from FSFN. Save them as your master file. This

Is the file that you will use to upload your cases to the portal. At
this point you can create a working file that you can email to the
reviewers (you can add or delete columns as needed to this file.)




o d — — — — - U —  — - — e T — — T —

: = 4 (& & Ea@A-| = -] 4 arial 3 ~ B I U == % % o+ N EE LD
AR = ISR PRCE Wb (ol B u LG8 0 o [

| ) iy B

Ad - fe Acevedo | kya
A | B | C D E | F | G H
1 Case Information Intake Information
Case Name Hfl?lsl}eer Case Type Case Status | Intake Name Intake Number Intake Type Intake Subtype
[+ [~ -

o BRERRRERY | [nvestigation opened Child Intake

1992

Qutof-Home - Court

T ordered opened Child Intake
- Out-otHome - Court) ooy Child Intake
Ordered
SRR | |hvestigation opened Zhild Intake
- | vestigation opened Child Intake
2000
SR,  |Irvestigation opened Child Intake

"l |In-Home- Yoluntary |opened Child Intake

Highlight all oper




Eile Edit “iew Insert Format Tools Data QCTools  Window Help  Adobe POF Type a question for help - _

=0 RENEE NN RSN . - H -0 ~[B]z U S[E|=EH$ % o B EE - DA
" It B R - LY | 12 By i1 | ¥¢Reply with Changes... End Review...!
= - & Intake Mame
A | B | C G | H | J K
Case Information take Information
. . Elaj
C Immediate Investiqati Investigation/ Si
Case Name N ashe Case Type Intake Type Intake Subtype | Response IW; hlga 1oh Special Condition F;"
HIMBEL {Y/N) ubtype Referral Status €

] ] ] ] ]

Sort Ascending

Child Intake M Sort Descending Closed
Barentin need of
Special Conditions . I (Top 10...) Closed
e e e Aszsistance {Custom...
In-H
Child Intake N Tnetibutional Closed

i n St I t u tl on al Child Intake N e S
re p O rtS : YO u Child Intake ¥ In-Horme Closed

. Child Intake Ay In-Home Closed
only need In-
h O m e C aS eS Child Intake M In-Home Closed
. Child Intake I In-Haome Closed
oM \Ehild Investigations and Slpec:ia)f | <

we g | AutoShapess N N DO Al 8 8l @& d-Z-A-=== @ Ij!
Mode FLIR




Microsoft Excel - viewContent.jsp [Read-Only]

|3_"| File Edit “iew Insert Format Tools Data QCTools  Window Help  Adobe FDF Type a question for help * @ X
A NN =N - RAT 3 B IU|SE|=E=58 % 0 W SB[ EE| AN -
NG Wt s B L BELY )| > i, | ¥¢ Reply with Changes... End Review... !
A28 - & Barnett | casey
A | B | C K | L | M | N | 0
1 Case Information Investigation/Special Conditions Referral Infermation
C Investigation/ I;!:apsenlzl I;Ia:rs
Case Name AS€ Case Type Special Condition inee ftake District County Unit P
Number R Received (If
eferral Status
(Open)
2 ) ) ] ) ) ] ]
Sort Ascending 031 CY2 CHILD
0 District3 Sort Descending FROTECTME MIRRA
After deleting the unnecessary T — TN
rows, you should be able to O (o) [PROTECTVE  |oieso
] Alachua
. _ Baker 033059 Child
District3 o G
determine your SAMPLE cradted
h . District3 ﬁ;'sf';”ﬂ Fnigegiga?i?r!ds GUerrE
POPULATION. W en Countlng Madisan 033023 CHILD
t h S I P I t . I District3 ?u»&iannee FROTECTME AMDEF
€ sample rFopulation piease — S T
District3 Lewy PROTECTIME HARD?
remember there are two header INVESTIOATIONS
g District3 Columbia PROTECTIME SAFP,
rows. Do notinclude these two
03 Cy2 CHILD
h ead er rows in vour count. District3 Suwannee mgi?egi?oma MIRRA
M 4 » n [ Child Investigations and Specia / < >
iDraw~ L |autoShapes~ N\ N DO A 2 6 & d- - A-==5 @ j!

Filter Mode

Sum=47453435146

PR

Lol € o' B

= -
- m o



Microsoft Excel - viewContent.jsp [Read-Only]

|3_"| File Edit “iew Insert Format Tools Data QCTools  Window Help  Adobe FDF
ARNEA" BN RN EENE - AN T Eiﬁrial

Type a question for help -

-0 ~|[Blzr u | EE=EH S % 0 w0 EE

G . iy

-8 X

Al

NG Wt s B L BELY )| > i, | ¥¢ Reply with Changes... End Review... !
A - f Cage Mame
A | B | C | D E | F | G H | =
1 Case Information Intake Information
C Imm
Case Name Nur?lsheer Case Type Case Status | Intake Name Intake Number Intake Type Intake Subtype | Resj
N
2 2 (-] -] [-]
Sort Ascending
Aaron , emmanuel 100125129 |Irvestination Sart Descending Aaron, emmanuel SOI"[ and delete ALL Open and
3 -
I
(- reopened cases.
Acevedo | kya 1001463928 | Investigation fCustom. ..} Acevedo , kya
4 closed
opened
Adams |, joy dionne 100124273 |Investigation reopened Adams | joy dionne |2003368911 Child Intake
o
NOTE: After you delete the institutional reports, hild Intake

open and reopened cases, create a copy of the

Special Conditions

Farentin need of

iOraw=- li |AumShapes- N S IO A 4l g & d-2-A-=== 4 .j!

Ready

PR

BN EXISTING worksheet in a NEW tab and in the | ResaE

Al NEW tab delete everything BUT NO ehile Intake

B JURISDICTION and DUPLICATE reports. These Child Intake

Bl are the reports for the Duplicates/No Jurisdiction Child Intake

1l Review. Child Intake }




a1 A

Determine the Sample Size

1. Go to the Sample Size Calculator located at
http://centerforchildwelfare.fmhi.usf.edu/ga/QA _Docs
/[SampleSizeCalculator.xIsx

. Enter the number you determined to be the sample population from

slide 19 in the Population Size field.
Click the radial buttons for 90% confidence level and 10% confidence
Interval and submit.

The calculator will determine your sample size.

Determine one half (¥2) of this number (rounding up). The review
sample size for each half year review will usually be 30-35 reports.
Print out or otherwise note the random numbers generate~ =" *h2
Sample Size Calculator. -y



http://centerforchildwelfare.fmhi.usf.edu/qa/QA_Docs/QA_SampleSizeCalculator.xlsx
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Sample Size Calculator

BEefore using the sample size calculator, you need to know three terms.

Confidence Level

The confidence level tells you how sure you can be that your sample findings represent the whole population. It is expressed as a percentage. The 85% confidence lavel

means you can be 95% cerain; the 99% confidence level means you can be 39% certain. For example, if you are examining a randomized sample of a provider's client files
and have selected a 95% confidence level, vou can say that you are 95% confident that the files that you have examined represent what is contained in the total population of
that provider's client files. 1

Because you cannot be 100% sure that you are correct when you are sampling, you need an estimate of how accurate your conclusion is. That's where the confidence
interval comes in.

Confidence Interval

To evaluate the probability of error in your review, you need a confidence interval. You may be familiar with it as the plus-or-minus figure usually reported in newspaper or
television opinion poll results. For example, if you select a confidence interval of 5% and 75% percent of your sample client records are error-free, you can have confidence
that 70% to 80% of the entire provider's client records are error-free. That is 75%+5%.

When you put the confidence level and the confidence interval together, you can say that you are 95% sure that 70% to 80% of the provider's client records are error-free.

Population Size
Fopulation size can vary depending on how you define a "population.” Faor example, a population can be "the number of clients served” or "the number of cases treated.” In
these cases, the population size can be either "the total number of client files" or "the total number of case files.

Done & Internet #100% -
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When you put the confidence level and the confidence interval together, you can say that you are 95% sure that 70% to 80% of the provider's client records are error-free.

Fopulation Size

Fopulation size can vary depending on how you define a "population.” For example, a population can be "the number of clients served” or "the number of cases treated.” In
these cases, the population size can be either "the total number of client files" or "the total number of case files,

INSTRUCTIONS
=elect the confidence level and confidence interval that you consider appropriate for the subject of your review. Take into account your need for accuracy.  You need more

confidence when conducting brain surgery, for example, than you do with a customer satisfaction poll.

LInder "Population Size," enter the number of recards that comprises the population you are examining.

Click the "Submit” button. The number of records in a sample that you must examine in order to be able to draw conclusions about the representativeness of those records
ill showe up in the header of the calculated Random Numbers Table.

If you wish ta recalculate, click on the "RHeset” buttan. Enter yc.)ur .
population size

Determine the Sample Size Calculator
: here, and then
Confldence Leve| Confidence Level Oonk ®osx  Oogs | k b :
. Confidence Interval Osw 0% O 15% ClIICK SU m|t
and Confldence Population Size EEE|
Interval you are [Submit | [ Preset

required to use.
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The Random Mumbers Table below gives you your sample size as well as the file numberyou need to draw for each record you are going to reviewe. A random number
table enables vou to select files or records that each have an equal chance of being selected, a necessary element in randomization.

To read the tahle, you need to start with the numbers in the top row {1,2,3,...10). Then go to the first column which is inincrements of 10 {0,10,20...). The firstrecord or
file that vou draw will he the number that correspands ta the 0inthe first column and the 1 inthe secand column. Waork your way across the table, next selecting the
record number that correspands ta the 0in the first column and the 2 in the third column. The numbers should be progressively larger and in arder. For example, when
yvou have completed the 0 row, you will then maove to the 10s rove and work your way across.

[fyou cannot draw a probability sample of records (due to, for example, resource limitations), vou can still use the random numbers table to choose records for review in
arder to reduce selection hias. Use the same method as outlined above and select the number of records that you are ahle to review. You cannot generalize your findings
to the total population butyou can reduce your chances of selecting for a specific criterion of which yau may not even be aware (such as most recent ar oldest records).

Ifyou wish to recalculate your sample, click on your browser's BACK hutton. Ifyou wish to save this page, use your browser to COPY and PASTE to your ward processing
prograrm.

Random Number Table for Population Size 625  PHuhabasth

Confidence Le ance Interval 10 tO repeat the

1 2 | 3 | 4 7 8 | 9 10 process from
0 a8 504 21 512 27 367 | 363 | 127 43 135 .
10 456 | 473 | 415 | 565 | 306 | 160 20 452 | 426 16 the previous
20 147 | 120 | 187 | 138 28 454 | 837 7 57 427 :
30 B0 146 | 547 | 142 15 g B4 65 612 406 slide to get
40 | 532 | 401 330 | 476 | 358 | 473 B8 573 | 167 471 your sample
50 502 | 532 | 187 | 396 | 176 | 193 | 283 468 | 278 334 )
60 569 | 191 155 | 611 230 49 615 55 314 326 size for each
70 | 232 19 382 | 397 | 535 | 484 | 112 | 490 | 124 131 . .
80 | 373 | 380 | 46d Circuit.

IWritinn Coontracts | Mananinn Confracts | Monitorinn Contracts |
Done & Internet #100% -




Another Source for picking cases is www.Randomizer.org/form.htm. This will tell you

which cases to pull in numerical order.

=~ Research Randomizer Form v4.0 - Windows Internet Explorer
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€ Rondomize # Tutorial # Links # About Us

Site Overview

To generate random numbers, enter your choices below {(using Randomize Mow »

integer values anly):
d ¥) Lze the Randarmizer form to instantly
generate randarm numbers.

How many sets of numbers do you want to -
Quick Tuterial »

generate?

See some examples of how Research
Randomizer can be used for random

belp
How many numbers per set? sampling and random assignment.
Hel Related Links »

Wisit links on random sampling,
randomm assignment, and research

alp
Mumber range (e.g., 1-50): Fram: methods.
:

About Research Randomizer »

Help Learn mmore about Research
Randamizer and read our User Policy.

Do you wish each number in a set to remain unigue? L
Help
Add this tool to your wehsite
and generate your own
Do you wish to sort the numbers that “rag: st to Gre nurmber sets.

are generated?

N & Internet +100% -
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Another Source for picking cases is www.Randomizer.org/form.htm. This will tell you

which cases to pull in numerical order.

=~ Research Randomizer Form v4.0 - Windows Internet Explorer

6;; - |'|.I°) http: ffwenews Fandomizer . orgffor m.htm

V| | [ > |Live Search

File Edit “iew Favorites Tools Help

wodr - B dmy v [zkPage v £F Took ~ @ B [ S

How many sets of numbers do you want to 1 . . ~
generate? el Quick Tutorial » =
See some examples of how Research
Randamizer can be used for random
How many numbers per set? sampling and random assignment.
Hel Related Links »
Wigit links on random sammpling,
random assignment, and research
Mumber range (e.g., 1-507: From: rmethods.
Ta: About Research Randomizer »
Help Learn tnare about Research
Randamizer and read our User Policy.
Do you wish each number in a set to remain unigue? “as W -
Randomizer Box
elp
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and generate your own
Do you wish to sort the numbers that Yes Leastto Greatest | number sets.
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HE|E =
How do wou wish to view your random | Flace Markers Off
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. . e o~ Social
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After you click Randomize the screen below will appear and you can use this to create

your sample list.

/- Research Randomizer Form v4.0 - Windows Internet Explorer M ES
3@ - |'|.I') it A Fandarmizer .orgAfor . bt v | ‘1" 'X, |L|-.l"3 Search ||£|L|
File Edit W“iew Favorites Toole Help % -
woar -
-~ |
File Edit ‘iew Favoriies Tools Help % e B
w e BB duy v |hPage v @ Took ~ @ & & B »
h
Research Randomizer Results
1 Set of 20 Unigue Mumbers Per Set
Range: From 1 to 160 -- Sorted from Least to Greatest ‘
Job Status: Finished ‘
Set #1:
8, 16, 35, 52, 56, 60, 61, 82, 95, 97, 104, 120, 124, 131, 122, 141, 146, 151, 153, 159 ‘
i, y 1111 | l
& Internet # 100% -
)

.| Done & Internet # 100% 0+




Obtaining the Sample List

N9
. D )
Stratify each circuit by unit.
2. Determine your Sample Population. After you delete the institutional, open and
reopened cases from your Sample Population, determine your Population Size.
3. Enter your Population Size to the Sample Calculator. This will give you your Sample
Size. Divide your Sample Size by two (2) and it will give you the Actual Sample Size.
4. Calculate the Unit Percentage of your Population Size (number of case per unit divided
by Sample Population).
5. Multiply your Actual Sample Size by your Unit Percentage. This will give you the actual
cases needed per unit (round up the numbers).
6. Randomly** select the Actual Sample and add 3-5 reports for your oversample.

-
** Method for randomly selecting reports: L"‘ "‘H

Using the information in hand (# of Case per Unit, unit %, Actual Case/Unit for Review),
randomly select your sample. Divide the # of Case per Unit by the Actual Case per Unit
for Review (e.g. if the Actual Case per Unit for Review is 5 and the # of Case per Unit is
9, this will give you 1.8 (round it off & it will give you 2. Use this number to randomly
select your sample by selecting every second case on your list by unit). DON'T forget
to add 3-5 reports for your oversample.

o

FOR EACH UNIT

o



M REMINDER

»Don't forget to save your Sample Population.

»To avoid creating a lot of documents for your samples, save your
Sample Population in Excel, add a worksheet for your No Jurisdiction
and Duplicate reports, add another worksheet for the actual sample list
and another worksheet for your log (open the link below to see the
sample file).

Creating CPI Sample\C8 Sample Population-training.x|s

»Make sure you forward your sample list to the circuits 30 days prior to
your begin review date.

Whatever you do, please do not alter the format of the columns
you downloaded from FSFN. Save them as your master file. This

Is the file that you will use to upload your cases to the portal. At
this point you can create a working file that you can email to the
reviewers (you can add or delete columns as needed to this file.)




DCF Portal

Log into the portal using your FSFN user
name and password.
http://apps1. dcf state fI us/WebSecurlty/Iog
IN.aspX s




DCF Portal, cont.

This I1s the main screen.

 DCF Web Systems Portal - Windows Internet Explorer [:]@

Home
| Logout

DCF Web Systems Portal - Home

Click on DCF
(@)AN

is Start s e o iy Edna Bay. . @ Creating ... BB Microsoft .. /2 DCF web... L E2Em B w5 e A = 180 Al



DCF Portal, cont.

This is the Review Sample screen
where the QA Manager will input
the relevant information about the
review. NE Region naming
convention — for Side-by-side
review — CBC Name XX Qtr
Review (e.g. - FIP 4" Qtr Review),
for CPI Desc/Semi-annual — # D or
S CPI Review Fiscal Year (e.g. -
15t Semi-annual CPI Review FY 08-
09). Choose the period of the
review. This will automatically
populate the period start and end
date. The effective date is the
actual date of the review. When

#H100% -

done, don’t forget to click the Save Tisan reo (omam. (wows. (Buwet. coon. LS SEE L B 7
Review Sample button.



DCF Portal, cont.

(>DCF QA: - Windows Internet Explorer [:]@

Once you save your sample, you
will be able to see the Upload
Sample Case File List link.
Download the template (.csv file) to
your pc. Open your master file (the
one with 60 columns) and copy &
paste rows XX to XX to the
template. Click Save As and save
the file in a place where you can
easily remember.

* [ v Rage v G Took v ?

Click the browse button and look for
the file you just saved. Click upload
file.

The case samples will now appear B
o ’ Review ReviewerRaviewer Intake L
on your screen. To assign cases, -

C“Ck the ASSIC|\I hl IttOII E ! i #100% -

wstat CE @ Edhaboy.. | B Creatng.. | EMiosoft.  Socron.. | &LFEEMER GG A 1144 80



DCF Portal, cont.

That's it! You are now ready to
start your review.



Questions?
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