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D11-021 –Procedure 
August 15, 2011
	TO:
	Regional Administrators
Field Services Administrators

Case Management Supervisors

VPS Coordinators

Intake and Eligibility Coordinators

Children’s Case Resource Managers

Intake and Eligibility Case/Resource Managers

VPS Social Workers

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	Eligibility Determinations and Case Assignment

	Purpose:
	To provide direction to all Field Services staff about case assignment and eligibility determinations.

	Background:
	To date, there has not been a formalized process in place to provide direction regarding case assignment and eligibility determinations/reviews for individuals who live in a location other than with their family.

	What’s new, changed, or Clarified
	· Eligibility determinations and/or reviews for children and adults will be handled in the region where the individual permanently resides.
· DDD eligible children, who live in a region other than with their family or outside of where the dependency was established, will now be supported by the region where the client permanently resides.  

	ACTION:
	All cases will be carried by the region in which the client permanently resides:

· When a child is residing in foster care, this is considered to be their permanent residence.
· For clients in jail and/or prison, their permanent residence is where they lived prior to incarceration.

· For clients in hospitals, including state psychiatric hospitals, their permanent residence is where they lived prior to hospital admission.

· For individuals residing at a DDD Residential Habilitation Center (RHC):

· Clients on long term stay status have the RHC as their permanent residence;

· Clients on respite or short term stay status maintain their permanent residence prior to the temporary stay at the RHC.

· If a client in one of the situations described above plans to move to a region different from their permanent residence upon discharge, the case will be transferred to the new (receiving) region.

· If upon initiating eligibility determination or review (based upon the expiration list), the Eligibility Case Resource Manager (CRM) discovers that the client has moved to or is living in a different region, he/she will follow the procedures for transferring the case to the client’s new region and notify the eligibility supervisor in the receiving region.
· Anytime it is discovered that a DDD eligible client has moved to a region other than where the case is currently held, the CRM will follow the regional procedures regarding case transfers to the region where the client permanently resides.



	Related REFERENCES:
	None

	ATTACHMENT(S):
	None

	CONTACT(S):
	Nichole Jensen

Children’s Residential Services Program Manager

360-725-3403, Nichole.Jensen@dshs.wa.gov
Linda Lunsford

Program Manager

360-725-3440, Linda.Lunsford@dshs.wa.gov
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