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DDD MANAGEMENT BULLETIN





D11-006 – Procedure
January 18, 2011
	TO: 
	Regional Administrators
Field Services Administrators

Case Management Supervisors

Case Resource Managers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities 

	SUBJECT: 
	CLIENT RESPONSIBILITY CALCULATION

	Purpose:
	To clarify the procedures for communication between DDD Case Resource Managers (CRMs) and the Economic Services Administration (ESA) regarding Client Responsibility for DDD clients receiving waiver residential services in Adult Family Homes (AFH), Adult Residential Care (ARC) facilities, and DD Group Homes (DDGH).
Note:  This management bulletin supersedes D10-013, Client Responsibility Calculation (issued 7/1/10).

	Background:
	Two previous DDD management bulletins, D09-023, January 2010 ACES Release Regarding Client Responsibility Calculation (issued 12/17/09) and D10-013, Client Responsibility Calculation (issued 7/1/10), provided information to prepare for the transition of Client Responsibility reporting, calculation, and notification from DDD to ESA for all DDD waiver clients in AFHs, ARCs, and DDGHs.  Effective October 1, 2010, a specialty unit within the ESA Customer Service Center (CSC) took over responsibility for these tasks.

	What’s new, changed, or Clarified
	Since CRMs are no longer receiving income or expense information for DDD waiver clients, they are no longer able to determine or provide the CSC Specialty Unit with specific information relating to Room & Board exception amounts.  However, CRMs will still be responsible for approving expenses that may be deducted from the room and board amount.  CRMs are also still responsible for SSPS authorization of Client Responsibility.
This MB clarifies the following points:
· What and to whom the client reports;
· How Client Responsibility is calculated and by whom; 

· How potential room and board deductions are communicated and approved (communication both ways); and  

· How the CRM knows how much Client Responsibility to authorize.

	ACTION:
	Effective January 17, 2010, the following process will be implemented:
1.
DDD recently issued a client letter notifying DDD waiver clients and their legal representatives to start reporting all income changes and allowable medical deductions to the specified CSC worker and to no longer submit reports to the DDD office.  The sample letter that was sent to DDD clients and a current list of the CSC Long Term Care Team staff are listed under Attachments below.
2.
The CSC Specialty Unit uses the Client Responsibility calculator, which also calculates and displays the exception amount to be deducted from room and board.
3.
In the “Notes” section of the calculator, the CSC worker will itemize the type and amount of medical expenses used to come up with the total medical expense deduction.  This section may also be used to add any additional information that the DDD CRM may need to know.  An example is whether attorney fees are allowable and whether the fees should be allowed over a period of a few months until exhausted or whether they should be averaged into a monthly amount spread over the accounting period. 

4.
The CSC worker will take a screen print of the Excel spreadsheet page and e-mail this to the DDD CRM indicated in ACES.  The subject line of the e-mail message will indicate:  Room & Board Exception Approval Request.  Note: This is a temporary solution until the LTC unit has access to CARE to determine the current worker of record at DDD.
If a DDD CRM receives an e-mail message on a client who is no longer on their caseload, the CRM will forward the e-mail message to the correct CRM.
5.
The DDD CRM will respond to the request for approval within 10 calendar days, using the comment box below the client income section on the DSHS 15-345, CSO/DDD Communication form.

6.
DO NOT RESPOND VIA E-MAIL.  Use one of these statements in the comment box, as appropriate:
“After reviewing all allowable deductions, an exception is approved for $_____ until (insert date).“
or
“After reviewing all allowable deductions, this exception is not approved.”
The time period for the exception should not exceed six months.  Guidance on allowable medical expenses is provided in D08-007, Allowable Medical Expenses for Client Responsibility Calculation (6/1/08).
7.
The CRM continues to be responsible for the SSPS authorization of Client Responsibility when authorizing residential services.  In order to receive notification, the CRM must be coded in ACES as the authorized representative (A-Rep).  The CRM will then be notified of the amount of Client Responsibility to authorize by receiving a copy of the approval or change letter that is sent to the client.  Note: It is the Department’s goal to transition CRMs into the Document Management System so that they may receive the notices through Barcode.) 

	Related REFERENCES:
	None

	ATTACHMENT(S):
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	CONTACT(S):
	Linda Lunsford, Program Manager

360/725-3440
linda.lunsford@dshs.wa.gov
Christie Seligman, Program Manager

360/725-3448

christie.seligman@dshs.wa.gov 
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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES


Division of Developmental Disabilities - P.O. Box 45310 - Olympia, WA  98504-5310


November 15, 2010

«Client_Name»

«Client_Addr1»

«Client_Addr2»

«Client_CSZ»

«NSA_Name»

«NSA_Addr1»

«NSA_Addr2»

«NSA_CSZ»

Dear «CLI_FirstName»:


Beginning this month, the Department of Social and Health Services has made a change to your reporting process for income and expenses.  This change affects all DDD clients living in Adult Family Homes (AFH), Adult Residential Care (ARC) facilities, and DD Group Homes who are on a DDD Home and Community Based Services Waiver.  Because you receive Long Term Care Services through Medicaid, you are required to report changes to your income and expenses.  This has not changed.  Who you report to has changed.

You will no longer be reporting your income and expenses to your DDD Case Manager.  Instead, you will be reporting this information to your local financial services specialist at the new DDD Specialty Unit.  See the list on the reverse side of this letter to find your assigned specialist.  The DDD Specialty Unit is part of the Community Services Division and works closely with your DD Case Manager.  The DDD Specialty Unit completes all financial eligibility reviews for individuals approved for Long Term Care services.

Your financial specialist will determine how much you owe each month to your residential service provider based on your income and expenses.  You will then receive one department letter telling you how much you owe each month in client responsibility (room and board and cost of care).


Please contact your DDD case manager if you have questions about this change.

Sincerely,
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Linda Rolfe, Director


Aging and Disability Services Administration


Division of Developmental Disabilities
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		Community Services Division Long Term Care Team

1/11/11 



		Region/District

		Caseload

		Name 

		Email 

		Phone Number 



		1


Northeast 

		A-GA


GB-OD


OE-Z

		Nina Sweet


Cassandra Lynch Theresa Mayou

		nina.welton@dshs.wa.gov

cassandra.lynch@dshs.wa.gov

theresa.mayou@dshs.wa.gov

		(509) 227-2524


(509) 227-2366


(509) 227-2801



		2


Southeast 

		All 

		Mark Smith 


Sally Wilson 

		mark.smith@dshs.wa.gov 


sally.wilson@dshs.wa.gov 

		(509) 249-6157


(509) 249-6429



		3


Northwest

		All

		Danielle Lopez 

		danielle.lopez@dshs.wa.gov

		(360) 416-7336



		4


King County

		A-J

K-Z

		Brandon Morey


Victor Tashiro 

		brandon.morey@dshs.wa.gov

victor.tashiro@dshs.wa.gov 

		(206) 760-2423


(206) 568-5572



		5


Pierce and Kitsap County

		Pierce County

Kitsap County 

		Gegi Turner 


Bonnie Dalrymple

		gegi.turner@dshs.wa.gov 


bonnie.dalrymple@dshs.wa.gov

		(253)864-3695

(360)432-2057



		6


South West 

		All 

		Sharon Rowe

		sharon.rowe@dshs.wa.gov

		(360) 759-2939



		WASHCAP


Specialized Statewide Program 

		All 

		Darlene Daymen

		darlene.daymen@dshs.wa.gov

		(877) 380-5784



		Program Manager

		Sonja Dearmore 

		sonja.dearmore@dshs.wa.gov 

		(509) 227-2726






