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AAW Progress Reporting Requirements (Updated)

A training for all AAW Providers, including Supports Coordinators

October 2020
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Disclaimer

• Our goal is to remind you  existing processes that went into 
effect March 2018 and provide you with additional resources 
to help you excel in your work and align with 6100 
regulations.

• This is specific for AAW only.

• Remember to:

 Pay attention and use this powerpoint as a resource

 Use your strengths/skill sets to help others on your 
team/within agency

 Use resources to answer questions first (on MyODP)

 Be patient with the technology!
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• Timeline to date

• Reminder of Progress Reporting Process that went into effect March 2018

• New Quarterly Progress Note (QPN) template

• New QPN link and walk-through in QuestionPro (QPro)

• Service Specific Guidance and Helpful Hints

• Next Steps and Timelines

Agenda
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• 2014
 Comprehensive Analysis on goals, objectives, and QPNs (Fall)

• 2015
 Goal Attainment Scaling (GAS) Pilot

 Development of GAS model

• 2016
 Renewed waiver approved, new service added (SSB) which includes GAS; SC began revised data entry 

into HCSIS for SSB (July)

 Development of statewide training for GAS model (Fall)

Timeline
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• 2017
 GAS training sessions for all providers (web-based and in-person) (Winter/Spring)

 GAS Resources revised, Implementation plan developed; Deep dive into revisions to progress  
reporting process across all service types (Summer/Fall)

 Statewide GAS Implementation began (October)

• 2018
 GAS Manual completed and shared with providers (January)

 Finalization of QuestionPro tool and development of resources (January)

 Trainings held for providers (February)

 Launch of new process and templates (March)

Timeline, cont…
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• 2019

 6100 regulations promulgated (October)

• 2020

 Revisions made to template, new QPN link developed in QuestionPro (Jan/Feb)

 COVID-19… (March/ongoing)

 ODP decision made to launch new template and QuestionPro (Sept)

 Finalization of template and QPro link (Sept)

 Announcement to providers of changes (Sept 28)

 Updated training for providers (October 13)

 Official launch of new template and QPro Link (November 1)

Timeline, cont…
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• Originally…

 HCSIS alone did not allow for individual and programmatic analyses

 GAS implementation

 Quality varied across the state in terms of how data is reported

 Availability of new technologies

• Now…

 6100 Regulations

 Wanted to streamline two templates to one

 Lessons learned with survey design and data analysis.

Why are we updating the template and QPro link? Why now?
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• The Process

 Remains largely unchanged

 Providers will continue to enter QPN data directly into Question Pro

 SCs will continue to write service notes upon receipt of QPNs

 MPNs no longer required for any service

• The Tools

 New QPN template for all providers

 New QPro link to enter QPN data

 Resources updated (and more under development)

What does this mean?
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REVIEW OF PROGRESS REPORTING PROCESS



Step 1: Determine Responsibility (Provider only)

Step 2: Create Goals, Objectives, and GAS Charts (Provider and SC)

Step 3: Complete QPN Templates (Provider Only)

Step 4: Enter QPNs into QuestionPro (Provider only)

Step 5: Send QPN Report to SC via QPro (Provider only) 

Step 6: Enter Service Notes into HCSIS (SC only)

The QPN Process: Overview



Step 1 (Providers Only)- Determine Responsibility



>www.dpw.state.pa.us >www.dhs.pa.gov

Service Category C Service Category D- NEW!

Step 1, cont…

• Develop Goal(s): goal phrases, goal categories, 
and goal statements

• Complete and Enter QPNs into QuestionPro

• Career Planning: Job Finding

• Career Planning: Voc Assessment

• Family Support

• Respite: In-home

• Respite: Out-of-home

• Temporary Supplemental Services

• Link to an already established goal

• No QPNs required under 6100.805(b). Claims 
documentation is sufficient

• Assistive Technology

• Community Transition Services

• Home Modifications

• Transportation- Trip

• Transportation- Public

• Vehicle Modifications
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• Providers

 Develop the goal phrases, goal categories, and goal statements

 Develop objectives and GAS charts as indicated by service category

 Send all information to SCs

 Implement Services

• SCs

 Enter goals/objectives into HCSIS on behalf of providers

Step 2 (Providers and SC)- Create Goals, Objectives, and/or GAS Charts
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• Write QPNs at the end of each quarter and maintain in files

• NOTE: Review “Due Date” Resource on MyODP

• NOTE: Template is encouraged, but not required, to help with organizing 
information

• NOTE: Templates do not need to be sent to SC

• NOTE: All providers required to complete QPNs will use the same template

Step 3 (Providers Only)- Complete QPN Template
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• Using the information on the completed QPN template as a guidance, enter the 

information into QuestionPro at https://qpn.questionpro.com

• Enter participant MCI # to gain access to the tool

 When entered, the participant’s initials, county, and region will automatically pre-
populate. Fields may be overwritten in information is not current/accurate

 NOTE: If after 3 unsuccessful attempts to gain access using MCI#, please enter 
123456789 and change demographics as needed. Then email ra-
basprovidersupprt@pa.gov to inform us of the issue.

• All fields are mandatory, except where noted!

Step 4 (Providers Only)- Enter QPNs into QuestionPro

https://qpn.questionpro.com/
mailto:ra-basprovidersupprt@pa.gov
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• Providers-

 When prompted, enter the SC name and email addresses into Question Pro. An 
automatic report will be generated.

 You will also be prompted to enter in your own name and email address

• Note: If the SC did not receive a copy of the QPN report via QuestionPro, it is the 
provider’s responsibility to forward the email you received

• Note: All QPNs are due to the SC by the 10th of the month following the end of the 
participant’s quarter. 

PLEASE DOUBLE CHECK SPELLING!

Step 5 (Providers and SC)- Send QPN Report to SC via QuestionPro
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• Only a service note is needed upon receipt of a QPN from a provider (from 
QuestionPro with timestamp)

Step 6 (SC only)- Enter service note into HCSIS



>www.dpw.state.pa.us >www.dhs.pa.gov

Template and QuestionPro Walkthrough
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Service Specific Guidance and Helpful Hints
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Systematic Skill Building (SSB) Community Supports with SSB

SSB and CS (w/ SSB Comparison)

• Complete all sections

• Same as CS w/ SSB

• Complete all sections

• Same as SSB
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Systematic Skill Building (SSB) Community Supports with SSB

• Complete Expected Outcome and Level of 
Attainment based upon GAS chart only

• Complete Progress Indicator based upon 
anecdotal summary of progress only
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Systematic Skill Building (SSB) Community Supports with SSB

• Write summary using Quantitative data-based 
information based upon progress indicated on 
the GAS chart

• Complete Instructional Decision (may be the 
same as CS w/ SSB)

• Write summary using qualitative/anecdotal 
information based off of experiences and 
observations

• Complete Instructional Decision (may be the 
same as SSB)
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Systematic Skill Building (SSB) Community Supports with SSB

• Complete as needed/described above

• Comments may be similar to CS (with SSB) 
but may also speak to different concerns

• Complete as needed/described above

• Comments may be similar to SSB but may 
also speak to different concerns



Goal # 1
Copy and Paste this chart on additional pages to add as many goals/objectives you have to report

Systematic Skill Building Community Support w/ SSB

Goal Phrase Morning Routine

Goal Category (Select 1) ☒ ADL    ☐ Behavior   ☐ Social/Communication  ☐ Employment/Education

Goal Statement Sam will complete the steps of his morning routine

REQUIRED FOR 
GAS SERVICES 

(BSS, CS w/out SSB, 
Day Hab, Res Hab, 
Life Sharing, SSB, 

Supported 
Employment, Small 
Group Employment)

Expected 
Outcome 

for this 
Quarter 

10/15 steps within 30 minutes Not applicable

Level of 
Attainme
nt (Select1)

☒ -2   ☐ -1  ☐ 0   ☐ +1   ☐ +2 Not applicable

Progress Indicator 
(Required for all other services 
except those listed above)

Not applicable ☒ Lack of progress (regression)          

☐ Progress

☐ No change in progress



Systematic Skill Building Community Support w/ SSB

Progress Summary 
(Required for ALL services)

Sam is struggling with his morning routine 
and can only complete 6/15 steps 
independently within 30 minutes. The 
remaining steps require multiple prompts 
to complete. Staff will continue to work 
on decreasing prompts and increasing 
steps in the task analysis. 

Sam will get out of bed but prefers to 
stay in his pajamas for most of the day. 
He spends most of his morning watching 
television despite encouragement from 
staff to complete the rest of his morning 
tasks.  

Instructional Decision 
(Select all that apply) (Required for 
ALL services)

☒ No changes/continue instruction 
and goal

☒ No changes/continue instruction 
and goal

If you selected -2, -1, lack of 
progress, no change in progress, 
AND no change/continue 
instruction and goal, provide an 
explanation.  (Required for ALL 
services)

Sam has been sick quite often throughout 
the quarter and has missed work a 
number of times. Due to this, he has 
gotten out of his normal morning routine. 
Staff will continue to support him to 
resume his morning routine now that he is 
healthy and back to work. 

Sam has been sick frequently this quarter 
and has been sleeping odd hours since he 
has been out of work. Staff will continue 
to support him until he gets back to work 
and gets back to his normal schedule. 

General Comments/Concerns 
(Optional)

Sam expressed that he enjoys working 
with Community Support staff and is 
grateful that they have been patient and 
flexible with him during his sickness.  

Sam states that he knows he should 
complete tasks on his morning routine 
list but has been too tired to complete 
them due to his illness. 
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Other Services

• GAS Services: GAS charts are maintained outside of QPro

• Non-GAS Services: Pay attention to what you need to complete (slight 
differences)

Stay tuned for additional guidance from ODP
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• An agency can identify a point person (or two) to enter all quarterlies or have each 
staff complete

• Remember- one service for one provider (up to 10 goals) can be entered at one time 
in QPro

• Use the template early and often

• Copy the chart as many times as needed and enter all pertinent goal information 
ahead of time

 That way, every month, you only need to enter in the progress before entering into QPro

Helpful Hints
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• If after 3 attempts to enter individual MCI# into QPro, then enter 123456789 and 
change demographics

• Except for radio button fields, info may be copied and pasted into QPro

 Especially useful for email addresses

• QPro will time-out after 15minutes of inactivity

• Check spam for email; Save the email address to contacts

• If we don’t hear concerns, feedback, or questions, we assume everything is fine 
and working as intended.

More Helpful Hints
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Next Steps
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• Admin Notice issued September 28, 2020

 Specific implementation details

 Template and Service Guidance Documents

• All templates, SGDs, and a recording of this training are posted to MyODP

 Resources > Autism Resources > AAW/ACAP Provider Resources > Guidance on Reporting 
Requirements

• First QPNs will be due in QuestionPro in the NEW LINK by November 10th, 2020 
(October Quarterlies)

• Remember- if you, another colleague, or another provider you communicate with are 
NOT receiving ODP communications, please encourage them to sign up for the list-servs. 

Next Steps- Timelines
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Any questions?

09/09/20
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09/09/20 35
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Thank you for attending!
Please email any questions or comments about the training to  

ra-basprovidersupprt@pa.gov

We strive to keep our trainings and resources up to date. If you notice any inaccurate or outdated 
information, please report it to ra-basprovidersupprt@pa.gov

3609/09/20
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