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D11-005 - Procedure
January 3, 2011
	TO:
	Regional Administrators

Field Service Administrators

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	REGIONAL CLIENT COMPREHENSIVE REVIEWS – CORRECTIVE ACTION FOLLOW UP PROCESS

	Purpose:
	To give direction to Field Services staff regarding the expectations and process for following up on corrective action findings resulting from the comprehensive client reviews conducted by the joint DDD/Mental Health Regional Review Teams (RRTs).

	Background:
	As part of the Division’s mental health quality assurance plan, each region has a joint DDD/MH Regional Review Team, which conducts quarterly comprehensive reviews of selected clients during the year.  The RRT identifies corrective actions that are needed related to the findings made by the RRT during the review.  On completion of the reviews by the RRTs, the DDD Quality Control and Compliance Managers (QCC) follow up to determine whether the correction actions have been completed by the Regions.
Occasionally the QCCs find that the required corrective actions have not been completed, even after significant time (i.e., several months) has passed.  Examples of corrective actions that have not been completed in a timely manner include, but are not limited to, development and/or revision of clients’ Positive Behavior Support Plans, training or technical assistance to service providers, and treatment issues.  To avoid these situations, the Division is establishing a process to track the incomplete corrective actions and ensure that these are both completed and fully documented.



	What’s new, changed, or Clarified
	1. The Central Office Mental Health Program Manager will do the following:
a. Review all completed Comprehensive Reviews after the QCC staff have completed their review/comments and identify all corrective actions that remain incomplete;

b. Maintain and keep current a spreadsheet that tracks all uncompleted corrective actions and is updated monthly;

c. Notify the Regional Administrator (RA) in writing of the specific actions still needing completion and make arrangements to meet with the RA or other designated staff if there are questions and/or additional clarification is needed;

d. Document on the tracking spreadsheet when the Regions have completed the corrective action(s) required; and

e. Meet with the Assistant Director regularly to review the status of all uncompleted actions.
2. The Regional Administrator (RA) will, upon notice from the MH Program Manager that there are unresolved corrective actions from the Comprehensive Reviews assign follow up of the corrective action to the regional Mental Health Resource Manager, a MH Intensive Case Manager or other appropriate staff.  Note:  Responsibility for follow up should not be assigned to the RRT DDD lead staff who chaired the comprehensive review.

3. The designated staff will do the following:
a. Contact other staff as necessary to advise that the corrective action is outstanding and must be completed;

b. Provide an estimated time frame to the MH Program Manager for completion of the action(s);
c. Notify the RA and the MH Program Manager that the action(s) have been completed by providing the date of completion and accompanying documentation (e.g., revised PBSP, etc.); and

d. Document in the client record that the action(s) have been completed.

4. If, for some reason, the RA disagrees that the corrective action is required, the RA will discuss this with the MH Program Manager.  If it cannot be resolved at that level, the specific issue will be raised to the Assistant Director for review and resolution.

	ACTION:
	The process described above is effective January 3, 2011.  Follow up of corrective actions from Comprehensive Reviews conducted during 2010 that are incomplete as of December 31, 2010 will be included in the new process.

	Related REFERENCES:
	None

	ATTACHMENT(S):
	None

	CONTACT(S):
	Don Clintsman, Assistant Director

360/725-3421

clintdl@dshs.wa.gov
Chris Coleman, Clinical Director
360/725-3434
chris.coleman@dshs.wa.gov
Marci Arthur, Mental Health Program Manager

360/725-3406
arthumm@dshs.wa.gov
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