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D10-001 - Information
February 2, 2010

	TO:
	Regional Administrators
Field Services Administrators

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	COUNTY CONTRACTED DAY PROGRAM BACKGROUND CHECKS 

	PURPOSE:
	This bulletin informs Field Services staff of a new process aimed at improving efficiency regarding county contracted day program employee background checks.

	BACKGROUND:
	Historically, DDD and the Division of Vocational Rehabilitation (DVR) have required separate background checks that are conducted by mutual contractors of vocational services.  This has been expressed as a hardship by supported employment providers.  For name/date of birth state checks, it’s also duplicative as both DDD and DVR use the DSHS Background Check Central Unit (BCCU) and reference the same Secretary’s List of Disqualifying Crimes.

	WHAT’S NEW, CHANGED, OR CLARIFIED
	The following process is effective immediately:

· DVR will process applicant/employee background checks for mutual contractors whose applicants have lived in Washington State for at least three (3) continuous years.  DDD contracted and subcontracted vocational providers may use the results.

· County and county contracted vocational providers who exclusively serve DDD clients will process background checks directly through the BCCU using their DDD/BCCU account. 

· Contracted providers must run separate checks through DVR and DDD for applicants/employees who have resided in Washington State for less than three (3) years.  These will be state check only for DVR and fingerprint based FBI checks for DDD.

· DSHS 09-653, Background Authorization must be used for all background checks.

· Contracted providers must review any crimes and negative actions that are discovered through the background check:

· For crimes and negative actions that appear on the Secretary’s List of Disqualifying Crimes and Negative Actions, the applicant/employee may not work in a capacity that may involve unsupervised access to people with developmental disabilities.

· For any other crimes or negative actions, the provider must conduct a character, competence, and suitability review prior to employing the applicant/employee in an unsupervised capacity.

	ACTION:
	DDD Central Office County Employment Program Manager, Branda Matson, will notify the counties via email of this new process.    

	RELATED REFERENCES:
	RCW 43.43.837, Fingerprint Based Background Checks
Chapter 388-06, Background Checks
DDD Policy 5.01, Background Authorizations


	ATTACHMENT(S):
	
  


	CONTACT(S):
	Shaw Seaman, Program Manager
360/725-3443
seamasc@dshs.wa.gov
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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
P.0O. Box 45010, Olympia, Washington 98504-5010

December 21, 2009

Mr. Jim Larson

Morningside

809 Legion Way SE

Olympia, Washington 98501-1518

Dear ,MrfL—arﬁbT;‘: P}vw\ |

Y

I received your recent e-mail expressing concerns about the Department of Social and Health
Services’ (DSHS) background check process. A group of representatives from the Division of
Vocational Rehabilitation (DVR), the Division of Developmental Disabilities (DDD), and the
Background Check Central Unit (BCCU) will be taking the following actions to address the
issues that you raised:

* DVR will process background checks for mutual contractors whose applicants have lived
in Washington State for three years. DDD contracted and sub-contracted vocational
vendors may use the results. '

* DDD providers who exclusively serve DDD clients will process background checks
directly through the BCCU using their DDD/BCCU account.

* DVR and DDD will run separate checks for ¢ontractors who resided in Washington State
less than three years. This number appears to be minimal.

In addition, DVR now recommends that contractors complete one background check form and
copy it before entering the appropriate BCCU account number, allowing one form for multiple
checks. DVR also changed the frequency of background rechecks from one year to every two
years in their contracis.

Thank you for bringing your concemns to my attention. Ibelieve that the improved background
check procedures will enhance our partnership in serving our clients. :

N\

.' M Sincerf:ly,

Susan N. Dreyfus
Secretary
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Secretary s Office, Log #: 16786

Assagned to: Lynnae, Kathy

Action Needed: Susan s;gn

Reviewers must agree that the response has met
the Correspondence Quality Criteria listed below.

INITIAL

DATE
12/15/09 Author's Manager: L Christoferson

Due Date to the Secretary 12!1 5!(}9

Office:

Copies to: Susan

Region:

Subject: Letter from Jim Larson, President/CEQ of
Morningside re: Background Checks

Insfitution:

Division: L. Ruttledge

For the Signature of:

[1 Governor

Secretary

| OJ Assistant/Deputy Secretary/CXO: or designee
1 Division Director:

O

Cther:

0
O
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Correspondence Quality Criteria
1. Plain Talk ' 3. Washington State Correspondence Guidelines

Request for one to three more working days. New due date to the Secretary:

Request for additional four or more working days. Submit an interim letter to acknowledge the customer’s letter,
the steps you are taking, and when the customer can expect a complete response. New due date for the complete

response:

If the letter is not for the Secretary or the Governor to sign, send a copy of the final interim letter to the Secretary’s

Office for the file.

* Acknowledge the customer’s concerns in the opening
paragraph. Answer the customer’s questions as early
as possible in the response.

+ Use clear, simple and commeon language. Speli out or
define acronyms.

* Include important, relevant information onty.
* Keep sentences and paragraphs short.
¢ Use active (not passive) sentences.

¢ Use personal pronouns: "we" and "you."

» Use clear layout; use lists, headings or bullet
statementis as appropriate.

. Professional Style

¢ Check grammar, spelling and capitalization.

* Show respect and courtesy. Use positive and
professional language. Don't respond in a defensive
tone. See Admin Policy 8.11: Complaint Resolution.

+ If we made a mistake, admit it and assure we'll take
steps to prevent a recurrence,

e Keep it brief and to-the-point, preferably within one
page.

¢ Include contact person’s name and phone number.

Other:

Other:

Other:

Assistant Secretary

Deputy Secretary

4. Final Deliverables

® Use letter format for external customers (inciuding
Legislators, local governments). Use "Enclosure”
for attached document.

* Use memo format for internal customers
(including other state agencies and the Governor's
Office). Use "Attachment” for attached document.

e | etter format: Block format for the Governor's.
signature, Modified Block format for others.

* First page top margin: 2.25 inches (letterhead);
left, right and bottom margins: 1 inch.

* Header for additional pages: customer's name,
date of the letter, and page number.

* Font: Times New Roman for the Governor’s letter;
Arial acceptable for other responses; 12-point font
size (standard; required for the Governor's letter)
or 11-point font size. ‘

* Single space.

* Submit the Governor's response in hardcopy and
electronic copy; submit others in hardcopy only.

® Attach this assignment sheet with initials & dates.
* Attach the previous interim letter, if any.
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