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D10-005 –Procedure
April 5, 2010


	TO: 
	Regional Administrators
Field Services Administrators
DDD Contracts Staff
DDD Resource Managers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	CONTRACT RENEWALS WITH PENDING BACKGROUND CHECK RESULTS

	PURPOSE:
	To inform Field Services staff regarding a policy exception to allow contract renewals when background check results are pending.  This will be allowed for renewals only, not initial contracts. This new procedure applies to all DDD contract renewals that may involve unsupervised access to clients and require a background check.

	BACKGROUND:
	The Background Check Central Unit (BCCU) turnaround time for processing name/date of birth background checks via fax has increased significantly (to 48+ business days).

	WHAT’S NEW, CHANGED, OR CLARIFIED
	Effectively immediately and until further notice, all Division contracts requiring background checks may be renewed for up to 120 days as allowed by RCW 43.43.832, Background checks when:

1) The provider successfully passed a background check through the Department during the last contract cycle; and

2)	A background check authorization was submitted to the BCCU at least two (2) weeks prior to the contract expiration date.

	ACTION:
	Effective immediately, DDD staff responsible for renewing contracts that require background checks may proceed as follows:

1) Verify that a background check was cleared during the previous contract cycle.

2) Ensure that a current signed background check authorization was submitted to the BCCU at least two (2) weeks prior to the contract expiration date.

3) Disseminate the new contract using the contract renewal cover letter template (see Attachments below).


	RELATED REFERENCES:
	DDD Policy 5.01, Background Authorizations
RCW 43.43.832, Background checks
RCW 74.15, Care of children, expectant mothers, individuals with developmental disabilities
WAC 388-06, Background checks


	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

DIVISION OF DEVELOPMENTAL DISABILITIES

[bookmark: Text1]PO Box 45310 * Olympia, WA 98504-5310



«Date»







«Name»

«Address»

«City» «ST» «Zip»



Dear Provider:



Enclosed is your copy of the signed renewal contract with the Division of Developmental Disabilities (DDD).  The enclosed contract is effective as dated.  Its continuation depends upon a final background check clearance.  



You should keep this contract in a safe place for future reference.  Your provider number will continue to be the same.  If you have specific questions regarding billing issues, please contact the DDD Case Resource Manager or Social Worker of the client for whom you provide service.  



Remember that you are responsible to sign up for any required training.  Contact the SEIU Training Partnership at 1-866-371-3200.  If you do not complete your training, DDD must stop your payment.    



To keep your provider file current and to ensure proper payment , report any changes, such as address or phone number, to the DDD Case Resource Manager or Social Worker.  Please note that checks will not be forwarded to a new address unless you notify our office and the appropriate change is made in our files.



All services must be pre-authorized by a DDD Case Resource Manager or Social Worker.



Sincerely,







«Name Regional Contract Approver»



c:  Provider contract file
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