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D07-009 - Procedure
June 1, 2007
	TO:
	Regional Administrators
Field Services Administrators

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	ORDERING ORIENTATION AND TRAINING MATERIALS FOR INDIVIDUAL PROVIDERS

	Purpose:
	To notify Field Services staff of the process for ordering orientation and training materials for Individual Providers (IPs).

	Background:
	Currently, regionally designated staff place orders twice a year for the Caregiver Orientation workbook (DSHS 22-277) and workbook CDs through the Central Office Provider/Staff Training Program Manager.  The program manager then places the order with the Fulfillment Center.  This process will remain the same.

	What’s new, changed, or Clarified
	The materials listed below will now also be ordered through the Provider/Staff Training Program Manager:
· HCQA Safety Training Manual;
· The Handbook for DDD Individual Providers (DSHS 22-334); and
· The Employee Reference Guide for Individual Providers (DSHS 22-221).


	ACTION:
	The following procedures are effective immediately:

11.  Twice a year the Provider/Staff Training Program Manager will contact    the regionally designated staff and request the numbers of each type of training materials needed.
2. The regional staff calculates the numbers of each item that will be needed for a 6-month supply and sends this information via email to the Provider/Staff Training Program Manager (see Contacts).  Be sure to include the location where the materials are to be sent (mailing address and mailstop).
3. The Provider/Staff Training Program Manager confirms receipt of the order with regional staff and places the order from Central Office.

4.  All manuals will be sent directly from the Fulfillment Center to the address(es) identified by the regionally designated staff.


	Related REFERENCES:
	None

	ATTACHMENT(S):
	None

	CONTACT(S):
	Linda Gil, Provider/Staff Training Program Manager
360/725-3435
gilll@dshs.wa.gov
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