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DDD MANAGEMENT BULLETIN





D09-003 – Procedure
February 13, 2009
	TO:
	Regional Administrators

Field Services Administrators

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	Printing and Distribution of CARE documents

	Purpose:
	To give direction to DDD staff on the updated printing and distribution protocols for CARE documents.  This bulletin supersedes D08-017, Printing and Distribution of CARE Documents, issued 12/1/2008.

	Background:
	Based on the Governor’s directive to streamline work processes and reduce costs, this MB has been revised to reflect input from Field Services staff.  DDD staff identified potential savings by changing requirements for printing and mailing CARE related documents.

	What’s new, changed, or Clarified
	This bulletin describes the revised guidelines for printing and distributing documents to clients, Necessary Supplemental Accommodation (NSA) representatives, and ADSA paid providers.

DDD employees are not required to send separate copies of CARE documents to minor clients and their parent/guardian(s) living at the same address.
DDD employees are not required to keep paper copies of the client’s Assessment Details in the client’s case file.

	ACTION:
	Effective immediately, all DDD staff must follow the guidelines below for printing and distributing documents.
For DDD Assessment Documents
1.
Provide a copy of the Service Summary, Care Results (when applicable) and the Planned Action Notice (PAN) to the client receiving paid services and his/her NSA representative upon completion of the assessment.
2.
Provide a copy of the Assessment Details and the CARE Results to the client receiving paid services and his/her NSA representative upon request.
3.
Provide a copy of the Assessment Details and Service Summary to ADSA paid providers.
4.
Include a copy of the Service Summary and the Signature Page in the client’s case file.
5.
Do not print the Assessment Details for the client’s case file.
6.
Do not print or distribute Pending Assessments to providers or clients.
7.
Document the date and to whom the documents were sent in a service episode record (SER).
For all CARE documents (including intake and eligibility)
1.
For minor children living in the same household with their parent/guardian, send only one copy of documents and all department notices addressed to the parent/guardian on the child’s behalf.
2.
For adults living in the same household with their legal representative, send a copy of documents and all department notices to the client and legal representative separately.
3.
If the NSA representative is not the legal representative for an adult client, send a copy of documents and notices to the client, the NSA representative and the legal representative separately.

4.
Case Resource Managers (CRM) are not required to print Incident Reports for the client’s paper file.  However, CRMs should check with their supervisor regarding any unique regional practice.  Note:  The IR system can be accessed through CARE via the DDD Case Management screen.

5.
Use double-sided printing options whenever possible.

6.
If you are able to create PDFs, you may send assessment documents to parties requesting e-mail communication.  These documents must be sent by encrypted e-mail.  If you are not currently able to create PDFs, you will receive this function and training in 2009.

The table on the next page shows the distribution of assessment related documents.



	Who receives Assessment Documents?

What Assessment Documents Do They Receive?

Assessment Details

Service Summary and Care Results (when applicable)
PAN

No-Paid Service Client/ NSA Representative/ Legal Representative
Yes
N/A
Send PAN when a service request is denied

Paid Service Client/ NSA Representative/ Legal Representative
Upon request of client or legal representative
Yes

Yes

ADSA Paid Provider

Yes

Yes

No



	Related REFERENCES:
	N/A

	ATTACHMENT:
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	CONTACTS:
	Debbie Johnson, Program Manager

johnsda2@dshs.wa.gov
360/725-3525
Debbie Roberts, Program Manager

roberdx@dshs.wa.gov
360/725-3400
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DDD CLIENT CASE FILE FORMAT



Label on Main File:


SECTION ONE:
LEGAL
*DO NOT ARCHIVE ITEMS FROM THIS SECTION

· Court orders; Guardianship papers

· Release of Information/consent forms


· Official notices (including Planned Action Notices for all programs prior to May 2009)

· Administrative hearing documents

· Burial instructions


· Birth certificates


· Social Security card or ID card, photos

· HIPAA documents


· Competency evaluations

· Durable Power of Attorney for Health Care

SECTION TWO:
INTAKE
*DO NOT ARCHIVE ITEMS FROM THIS SECTION

· Client profile sheet (prior to CMIS March 08)

· Request for DDD Eligibility Determination (#14-151) – formerly known as DDD application

· Intake/eligibility documents (please do not remove any colored tabs on the documents)

· Eligibility review documents


SECTION THREE:
PROGRAMS

· Residential program referrals (SL, GH, AFH, Foster care settings, etc.)

· Assessments for vocational, residential, psychological, medical/dental 


· Nurse delegation documents

· Nursing services (a.k.a. nurse oversight) reports

· Other professional reports

· Medicaid/Waiver personal care documents (older than 2 years)

· Waiver plan of care/ISP documents (older than 2 years)


· Family Support (TFS, FSO, FSP and IFS) program documents (older than 2 years)

1. Service Need Level worksheets and assessments (#14-400 and #14-399)


2. Family support award letters


3. Community guide referrals (#11-047)


4. Serious Need requests and assessments (#14-419 and #14-420)


5. FS Emergency requests and FS ETRs


6. FSO Planning Worksheet (#10-249)


7. Flex funds requests (#10-283)

8. FS Professional Service Requests


· County Day Program Progress Reports


· Positive Behavior Support Plans (older than 2 years)

· Cross System Crisis Plans (older than 2 years)

· Educational plans (i.e. Individualized Education Plan - IEP, Individualized Family Service Plan – IFSP)

· PASRR evaluations and supporting documents

SECTION FOUR:
FINANCIAL

· Financial correspondence/documentation from Social Security, CSO, Representative Payee, etc.

· Provider billing statements


· Residential allowance and staff add-on requests and approval/denial forms


· CASIS/SSPS/SSP documents (older than two years)

· County Service Authorizations (prior to CMIS 3/31/08)

SECTION FIVE:
NARRATIVE

· Service Episode Records (historical ones prior to electronic SERs in CARE) 

· DDD Incident reports (historical ones prior to electronic client file in CARE)

· APS/CPS/RCS reports


· General correspondence (i.e. letters, agency/provider incident reports, etc.)

SECTION SIX:

Color coding for pull out files


(These files should be kept in/with the client case file.)



◊
Green file:
CASIS/SSPS/SSP*
Label:

(Current and previous year’s items)

· SSP documents


· Overpayment forms/Payment adjustment documents

· Authorization records and supporting receipts (if any)



◊
Blue file:
DDD Assessment*

Label:

· Current and previous year’s Service Summary and signature page

· Supporting documents for current and previous year’s assessments such as:


1. Waiver ISP Checklist


2. Prior Approval Requests (prior to CMIS in 3/31/08)

3. Waiver Professional Service Requests

4. Individual Support Plan (ISP) Meeting Wrap Up (Waiver)

5. Family Support documents


6. Current Positive Behavior Support Plan/Cross System Crisis Plan

7. ACES documentation of MPC financial eligibility

8. ACES documentation of both disability and waiver financial eligibility for waiver client (i.e. DDDS report, SDX, Bendex, AU Summary, Medicaid coupon, etc.)

· Exceptions to Rule (ETRs) for current and previous year’s assessments (prior to CMIS in March 08)



◊
Red file:
Community Protection
Label:

(Consult supervisor before archiving any materials)

· Psychosexual evaluation

· Residential Site Approval Request (#10-328)

· Treatment reports

· Pre placement agreement (#10-268)

· Information Checklist (#10-348)

· Registration Notifications

· Individual with Community Protection Issues (#10-258)

· Polygraphs, plethysmograph reports

· Chaperone agreements

*Note:  When next annual assessment is completed, keep current documents and documents from previous year’s assessment in file.  Remove documents from 2 years ago, staple together, and place assessment documents in the “Programs” section of the case file.  Place SSPS/CASIS documents in the “Financial” section of the client case file.
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