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D09-020 – Procedure 
November 16, 2009
	TO:
	Regional Administrators
Field Services Administrators
Regional Business Managers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	Individual Provider (IP) Contracting and Orientation by Home Care Quality Authority (HCQA) Referral Registries (HCRR)

	Purpose:
	To provide information about IP contracting and the HCQA Referral Registry (HCRR) and to describe the procedures for DDD Field Services staff and HCQA registry coordinators.

	Background:
	· HCQA was given the authority to develop and maintain registries of IPs that want to provide in-home services to ADSA clients and choose to apply through the HCRR.  HCQA requirements are found in Chapter 74.39A RCW and Title 257 WAC.

· HCQA established the Referral Registry to promote and support choice of providers by providing names of available and qualified IPs that clients can choose from and hire.

· The registry is available for clients that want to have their in-home services provided by an IP, but do not have a provider identified.

· ADSA worked with HCQA, Central Contracts Services, and SSPS to develop an interlocal agreement whereby HCRR can complete the contracting process for IPs that choose to be on the Referral Registry.
· HCRR staff received training on the IP contracting process February 25, 2009.

· Effective April 1, 2009, HCQA began providing HCS contracting activities for prospective IPs that choose and are eligible to be on the HCRR and that do not have an active contract and do not already have a client to work for.

	What’s new, changed, or Clarified
	· On June 1, 2009, HCRR entered into an interlocal agreement with DDD to begin the contracting process through the Agency Contracts Database (ACD) for IPs applying to work for DDD clients who are not already working for a client.
· HCRR will ask all prospective IP providers if they already have a client to work with.  If yes, HCRR will refer the IP to the appropriate regional office to be contracted.

· Due to funding reductions, HCRR services are no longer available in King, Chelan, Douglas, Okanogan, Stevens, Ferry, Asotin, Walla Walla, Columbia, and Garfield counties.  Service remains available in all other counties.
· HCRR staff will provide IP Orientation as described in Chapter 388-71 WAC and will issue certificates of successful completion of this required training.  Since the individuals who will attend Orientation will not have a DSHS client at the time of this training, there will be no payment to the prospective IP for attending Orientation.
· HCRR staff will also obtain SSPS provider numbers from the Provider File Unit for prospective IPs.
· DDD Case Resource Managers and Social Workers (CRM/SW) with clients who have selected an IP contracted through HCRR must notify DDD contracts staff.
· Once a client has hired an IP, the DDD Field Services staff must provide the IP with a copy of the Employment Reference Guide for Individual Providers (DSHS 22-221) and the Handbook for DDD Individual Providers (DSHS 22-334).
· DDD contracts staff must notify HCRR when a client hires an IP that has been contracted through HCRR so that HCRR can maintain accurate information about the availability of IPs on the Registry.

· DDD contracts staff will accept copies of all contracting and provider file documents from HCRR at the point that the IP is selected by an eligible client.

· DDD contracts staff will request Central Contracts Service to change the Document Location in the contracts database to the location of the transferred file.
· DDD CRMs/SWs authorizing client services and payment to an IP contracted through HCRR must verify contract status in ACD and SSPS provider numbers from the SSPS provider file.  
Note:  The HCRR contract for IPs is numbered 1563XP-12 for tracking purposes only.  All content matches the DDD IP contract.
DDD contracts staff will continue to perform required activities for IPs working with DDD clients.
· Initial Character, Competence, and Suitability (CCS) reviews, if necessary, are conducted by HCQA staff.  DDD Field Services staff will continue to be responsible to conduct an additional CCS review, if necessary, prior to authorizing service to ensure that the provider is a suitable match for the individual.

· Through December 31, 2009, DDD Field Services staff will provide IP orientation for IPs contracted through the HCRR system if it has been over 12 months since the provider orientation through HCRR and the provider has not worked with a client.  The date of the orientation is reflected on the certificate in the provider file.
· After January 1, 2010, the SEIU Healthcare NW Training Trust, (i.e., the Training Partnership) will provide Orientation to IPs if it has been over 12 months since the IP Orientation through HCRR.
· For an IP contracted through the HCRR, the authorizing regional staff will enter “Orientation Completed” in the Training Partnership database.

	ACTION:
	Effective November 16, 2009, DDD Field Services staff will implement the Individual Provider HCCR Contracting Procedures (attached below).

	Related REFERENCES:
	WAC 388-71-0500, Chapter 74.39A RCW, Title 257 WAC
Long-term Care Manual, Chapter 7A, In-Home Providers

	ATTACHMENT(S):
	HCCR Contracting Procedures (11-16-09)


[image: image2.emf]IP HCRR Contracting  Procedures 111609.docx


HCQA Referral Registry Contact Information:
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	CONTACT(S):
	Christie Seligman, DDD Program Manager

(360) 725-3448

seligcl@dshs.wa.gov
Sue McDonough, HCS Program Manager

(360) 725-2533

mcdonsc@dshs.wa.gov
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DIVISION OF DEVELOPMENTAL DISABILITIES

INDIVIDUAL PROVIDER HCRR CONTRACTING PROCEDURES

November 16, 2009





Home Care Quality Authority/Home Care Referral Registry (HCQA/HCRR) Responsibilities



1.	Prospective Individual Provider (IP) contacts the Home Care Referral Registry to be placed on the HCQA Referral Registry.  The procedures for this can be found at the HCQA website.



2.	HCRR staff:



a.	Makes photocopies of the Social Security card (an original card from the Social Security Administration or other written verification from that office) or a certificate of birth in the United States, valid driver’s license or other picture identification from the I-9 list; or Authorization to Work in the United States.



b.	Initiates and completes the Background Check Central Unit (BCCU) background check process, including sending the results to HCQA for the general character, competence, and suitability determination, if the applicant has a record.



c.	Completes the IP Intake when the IP wants to work with DDD clients.  



d.	Initiates the contract through the Agency Contracts Database (ACD) and verifies that there is no DDD contract in effect for the IP.



e.	Explains that the law prevents the department from contracting with and making payment to a provider who, under WAC 388-71-0540:



1)	Has been convicted of a disqualifying crime.  Disqualifying crimes are in statute and are listed in the Disqualifying Crimes FAQs.



2)	Has been found by a court, state licensing board, disciplinary board, or dependency board to have neglected, sexually abused, or exploited a minor or vulnerable adult.



3)	Has abused, neglected, abandoned, or exploited a minor or vulnerable adult.



4)	Has a court-issued order of protection against him/her for abuse or exploitation of a minor or a vulnerable adult.



5)	Has been determined by a state agency or department to have abused, neglected, abandoned, or exploited anyone.



6)	Has had a license to care for minors or vulnerable adults denied, revoked, or suspended.



7)	Will be unable to appropriately meet the client’s needs, as determined by the department, who has a reasonable good faith belief (RCW 74.39A.095 and WAC 388-71-0546).



Note:  Pending crimes that would be disqualifying are always disqualifying based on character, competence, and suitability, until there is an outcome in court (i.e., until the court makes a decision).



3.	Once the contract is initiated and the background check results allow the provider to work, HCRR staff:



a.	Completes two (2) contracts.  Follow the instructions in ACD on how to complete the contracts.  Explain to the provider the terms, conditions, and the statement of work.  The contract is available in other languages, but it is the English version that must be signed.



b.	Reviews the Personal Care Services definitions.



c.	Reviews the following training requirements:



1) 	Caregiver Orientation - Orientation is provided by HCRR with no 	reimbursement to the IP;



2)	Beginning, January 1, 2010 all training for IPs will be conducted by the SEIU Healthcare NW Training Trust (i.e., the Training Partnership).  The Training Partnership will have a training information flyer for IPs describing how and when they can access training.  DDD contracting staff will also have the same information.



3)	Fundamentals of Caregiving - within 120 days after work begins with a client (which includes four hours of safety training); and



4)	Continuing education of 10 hours must be completed each calendar year following the Fundamentals training.



Note:  Place a copy of the Orientation certificate in the provider’s file.



d.	Completes the following in order to complete the contract:

1) Has the IP sign two contracts;



2) Has the designated person(s) in the office countersign the contract;



3) Ensures that I-9 information was received and documented in the ACD; and



4) Puts the contract in ‘Signed Status’ in ACD.



e.	Obtains a SSPS provider file number.  Enters the SSPS number into the ACD and gives the contractor one copy of the signed/executed contract and retains one for records.



f.	Provides DDD with provider file documents when a client chooses a contracted IP from the Registry.



DDD Responsibilities



DDD staff:



1.	Notifies the Registry when a client chooses an IP that was contracted through the HCRR;



2.	Accepts copies of provider file documents and contracts from HCQA/HCRR;



3.	Ensures the IP is qualified, following the same instructions, that are found in Chapter 7A and WAC 388-71-0500 series, including the character, competence, and suitability determination when the IP has a record;



Note:	The C/C/S is specific to each client, so one must be completed for each client who hires the IP).



4.	Through December 31, 2009, notes the date of the IP Orientation on the certificate in the file.  If the IP Orientation occurred over 12 months prior and the provider has not worked with a client, DDD staff will provide another orientation, following standard procedures; 



5.	Authorizes services; and



6.  	After January 1, 2010, upon authorizing services, enters “Orientation Completed” in the Training Partnership database for tracking purposes.  
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Contact the Home Care Referral Registry in your area: 1-800-970-5456 


 Olympic Service Area 
Serving Jefferson and Clallam Counties 
 


Olympic Area Agency on Aging 
411 W. Washington Street 
Sequim, WA  98382  
 


Mark Harvey,  
Registry Administrator, 
(360) 452-3221 
 


Jaci Hoyle, Registry Manager, 
(360) 379-4427 
 


Eleanor Cortez, Registry Coordinator, 
 (360) 417-8553 
 


Aida Crumb, Registry Assistant, 
 (360) 417-8553 


South Sound Service Area 
Serving Lewis, Mason and Thurston 
Counties  
 


Lewis, Mason, Thurston Area Agency 
on Aging (LMTAAA) 
3603 Mud Bay Road W. 
Olympia, WA 98502 
 


Laura Holloway,  
Registry Administrator,  
 (360) 664-2168 
 


Chelsea Carter, Registry Coordinator, 
(360)664-3162 ext. 143 
 


Kathy Abernathy-Robinson,  
Registry Assistant,  
(360) 664-3162 ext. 134 


North West Service Area 
Serving Island, San Juan, Skagit and 
Whatcom Counties 
 


Sunrise Services, Inc. 
Community Trades and Careers 
125 East Sharon Ave,  Burlington, 
WA 98233 ~and~ Bellingham, WA 
 


Lisa Hanks, Registry Administrator, 
(425) 374-5478 
 


Linda Hoffmann,  
Registry Coordinator, 
(360) 707-2368 
 


Cyndie Matthews,  Registry Assistant  
(360) 707-2368 


Snohomish Service Area  
Serving Snohomish County 
 


Sunrise Services, Inc  
7016 Evergreen Way  
Everett, WA 98203 
PO Box 2569 
Everett, WA 98203  
 


Sharon Bowers,  
Registry Administrator, 
(425) 374-5888 
 


Registry Coordinators: 
Mary Richardson (425) 212-4250  
 


Dena Hall  (425) 212-4251 
 


Pierce Service Area 
Serving Kitsap & Pierce Counties 
 


Professional Registry of Nursing, Inc.  
310 N. Meridian, Suite 210 
Puyallup, WA 98371 
 


Judy Allen-Flynn,  
Registry Administrator, 
(800) 776-1101 ext. 160 
 


Registry Coordinators: 
Sue White   
(800) 776-1101 ext. 108 
 


Linda Cerbone  
(800) 776-1101 ext.116 


South West Service Area 
Serving Clark, Cowlitz, Klickitat, 
Skamania and Wahkiakum Counties 
 


CDM Services 
11818 SE Mill Plain Blvd. Ste 415  
Vancouver, WA  98684 ~and~  
Longview, WA 
 


Heather Jurczak, Registry Manager,   
(360) 896-9695 
 


Registry Coordinators:  
Pat Dillard & Stella Ramirez,  
(360) 896-9695 
 



http://www.hcqa.wa.gov/HCRR/hcrr-olympic.html

mailto:corteel@dshs.wa.gov

mailto:crumbaf@dshs.wa.gov

http://www.hcqa.wa.gov/HCRR/hcrr-southsound.html

mailto:CARTECL@dshs.wa.gov

mailto:AbernKL@dshs.wa.gov

http://www.hcqa.wa.gov/HCRR/hcrr-northwest.html

mailto:lindah@sunrisecommunityliving.com

mailto:cynthiam@sunrisecommunityliving.com

http://www.hcqa.wa.gov/HCRR/hcrr-snohomish.html

mailto:maryr@sunrisecommunityliving.com

mailto:denah@sunrisecommunityliving.com

http://www.hcqa.wa.gov/HCRR/hcrr-pierce.html

mailto:swhite@prninc.net

mailto:lcerbone@prninc.net

http://www.hcqa.wa.gov/HCRR/hcrr-southwest.html

mailto:PDillard@cdmservices.net

mailto:sramirez@cdmltc.org
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South East Service Area 
Serving Benton, Franklin, Kittitas 
and Yakima Counties 
 


Southeast Aging and Long Term Care 
106 S. 6th Ave., Yakima, WA  98902  
Ellensburg ~and~ Zillah, WA 
 


Corrie Blythe,  
Registry Administrator,   
(509) 965-0105 


Olivia Jones & Norma Rodriguez 
Registry Coordinators,  
Yakima - (509) 469-0500 


Darlene Machin,  
Registry Coordinator,  
Ellensburg - (509) 925-8765 


Serina Lopez & Alma Sanchez,  
Registry Coordinators,   
Zillah - (509) 829-3905 


Sheri Reed, Registry Coordinator, 
Kennewick -  (509) 735-0315 


Pacific  Service Area 
Serving Pacific and Grays Harbor 
Counties 
 


Olympic Area Agency on Aging 
2700 Simpson Avenue 
PO Box 124 
Aberdeen, WA 98520 ~and~ 
Raymond, WA 
 


Mark Harvey,  
Registry Administrator, 
(360) 452-3221  
 
Ann Peterson, Registry Manager, 
(360) 538-2449 
 


Nancy Sedy, Registry Coordinator, 
Aberdeen - (360) 538-2440 
 


Katrine Colten, Registry Assistant,  
Aberdeen - (360) 538-2440 
 


Linda Green, Registry Assistant,  
Raymond - (360) 942-2177 


Spokane Service Area 
Serving Pend Oreille, Spokane and 
Whitman Counties 
 


Aging & Long Term Care of Eastern 
Washington (ALTCEW) 
1222 North Post Street  
Spokane, WA  99201 ~and~ 
Newport, WA 
 


Lynn Burkett,   
Registry  Administrator, 
(509) 458-2509  
 


Sally Lorraine, Registry Coordinator, 
Spokane - (509) 458-2509 ext. 272 
 


Robert Boutain,  
Registry Coordinator, 
Spokane - (509) 458-2509 ext. 207 
 


JoDee Savage, Registry Coordinator, 
Newport – (509) 447-5614 


East Central Service Area 
Adams, Grant and Lincoln 
Counties  
 


Professional Registry of Nursing, Inc. 
832 Sharon Ave 
Moses Lake, WA 98837 
 


Judy Allen-Flynn,  
Registry Administrator, 
(800) 776-1101 ext. 160 
 


Suci Wise,   
Registry Coordinator, 
(509) 361-9486 


 


 


State Agency Contact Information:   
 


Home Care Quality Authority  


P.O. Box 40940 ~ Olympia, WA  98504 


1-866-580-4272  


info@hcqa.wa.gov  


www.hcqa.wa.gov 


 
The mission of the Home Care Referral Registry is to help people who are eligible for  


Medicaid in-home care services find quality in-home care providers. 
Call your local Referral Registry office at 1-800-970-5456 for more information. 


 
 


 


 


 


 


 
 


 
 



http://www.hcqa.wa.gov/HCRR/hcrr-southcentral.html

mailto:JonesOA@dshs.wa.gov

mailto:rodrin@dshs.wa.gov

mailto:machidg@dshs.wa.gov

mailto:lopezsd@dshs.wa.gov

mailto:sancha@dshs.wa.gov

mailto:reedsa1@dshs.wa.gov

http://www.hcqa.wa.gov/HCRR/hcrr-pacific.html

mailto:sedynl@dshs.wa.gov

mailto:colteka@dshs.wa.gov

mailto:greenll@dshs.wa.gov

http://www.hcqa.wa.gov/HCRR/hcrr-spokane.html

mailto:LorraS@dshs.wa.gov

mailto:boutarc@dshs.wa.gov

mailto:jsavage@ruralresources.org

http://www.hcqa.wa.gov/HCRR/hcrr-east-central.html

mailto:swise@prninc.net

mailto:info@hcqa.wa.gov




