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D11-001 – Procedure
January 3, 2011
	TO:
	Regional Administrators

Field Services Administrators
Case Resource Managers

	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 D10-003, Printing and Distribution of CARE Documents, issued 4/1/2010.

	Background:
	As a response to the Governor’s directive to streamline work processes and reduce costs, DDD staff identified potential savings by changing requirements for printing and mailing CARE related documents.

	What’s new, changed, or Clarified
	This bulletin is updated to remind DDD staff of the expectations regarding printing and distribution of assessment related documents to clients, Necessary Supplemental Accommodation (NSA) representatives, and ADSA paid providers.

1. 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.
2. DDD employees are not required to send a separate copy of the requested Assessment details to the NSA when the client and the NSA reside in the same home.
3. DDD employees are not required to send a separate copy of documents and notices to NSA representative and legal representative when they reside in the same household.
4. DDD employees must use encrypted e-mail when sending CARE documents by e-mail.
5. 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 CARE documents.
For DDD Assessment Documents
1.
Provide a copy of the Service Summary, Care Results (for clients receiving Personal Care Services), and the Planned Action Notice (PAN) to the client receiving paid services and the client’s NSA representative and legal guardian (if any) upon completion of the assessment.
2.
Upon request, provide a copy of the Assessment Details to the client receiving paid services and the client’s NSA representative.  Note:  For clients who reside in the same household as their NSA, when the client requests a copy of the Assessment Details, it is not necessary to send a separate copy to their NSA.
3.
Provide a copy of the Assessment Details and Service Summary to ADSA paid providers.  Note:  For clients receiving county employment services, the Assessment Details and Service Summary should be sent to the vendor providing the employment or day support services.
4.
Include a copy of the Service Summary and the signed 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. Use double-sided printing options whenever possible.
2. When possible, send PDF assessment documents to parties by e-mail communication.  These documents must be sent by encrypted e-mail.
3. 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.
4. 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.
5. If the legal representative and the NSA representative for an adult client is not the same person, send a copy of documents and notices to each of the three people.
6. Case Resource Managers (CRMs) 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.
7. DSHS 15-290, Notification of Plan of Care/Individual Service Plan Review and DSHS 15-291, Notification of Annual DDD Assessment and ISP Meeting are being revised.  CRMs will only send informational brochures and Fact Sheet enclosures with the client’s DSHS 15-291 notification.  You do not need to send the enclosures to the NSAs.
The table below shows the distribution of assessment related documents.

	Who receives Assessment Documents?

What Assessment Documents Do They Receive?

Assessment Details

Service Summary (for all clients) and CARE Results (for clients receiving Personal Care services)
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 - Service Summary
No - CARE results
No



	Related REFERENCES:
	Client Case File Format 

	ATTACHMENT:
	None

	CONTACTS:
	Kris Pederson, Program Manager
Kristine.pederson@dshs.wa.gov
360-725-3445
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