[image: image1.png]STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
AGING AND DISABILITY SERVICES ADMINISTRATION
PO Box 45600 - Olympia, WA 98504-5600

DDD MANAGEMENT BULLETIN





D12-007 – Information
May 15, 2012
	TO:
	Regional Administrators

Field Services Administrators

Field Services Staff

	FROM:
	Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT:
	Roles and Responsibilities of ADSA Staff and the Training Partnership

	Purpose:
	This bulletin describes the current responsibilities of the Training Partnership and those of Aging and Disability Services Administration (ADSA) staff who work for the Division of Developmental Disabilities (DDD), Home and Community Services Division (HCS), and the Area Agencies on Aging (AAA).

	Background:
	Caregiver training and tracking completion of training has been the responsibility of the SEIU Healthcare NW Training Trust (also referred to as the Training Partnership) since January 1, 2010.

	What’s new, changed, or Clarified
	Responsibilities of the Training Partnership (as of January 1, 2010 and continuing):
· Provide to Individual Providers (IPs) the following training: 
· Orientation

· Safety Training;

· Revised Fundamentals of Caregiving;

· Modified Fundamentals of Caregiving;

· 30 and 70 hour Basic Training;

· Parent Provider Training through the ARC;

· Nurse Delegation for Nursing Assistants Core Training;

· Special Focus on Diabetes; and

· Other continuing education activities.
· Registration:  IPs self-register through the Training Partnership’s web portal www.myseiubenefits.org or by calling the Member Resource Center toll free at 1-866-371-3200.  Track all training required and completed by IPs.
· Remind IPs of training requirements.
· Notify DDD/HCS/AAA Reporting Units of IP training progress (i.e., completion, in jeopardy, not complete) in a report for each Reporting Unit made available to the Site Coordinators.  Reports will be downloadable as Excel files.
· Provide DDD/HCS/AAA field offices with the following materials for IP packets:

· A flyer explaining how IPs register for training and who to call with questions about training;

· Orientation and Safety materials;

· Upon request, the SEIU 775 Application Form, Voter Registration Form, Collective Bargaining Agreement (CBA) 1-page handout, CBA 2-page form, and enrollment application for benefits.

Responsibilities of ADSA and AAA Staff (as of January 1, 2010 and continuing):
· Continue IP contracting and hiring practices as follows:

· Ensure all required contract application information is received;
· Conduct background checks as required;
· Ensure the IP signs the contract; and
· Ensure that each IP receives a copy of the following materials:

· Orientation Materials (DVD and Workbook);
· Employment Reference Guide (DSHS 22-221);
· DDD: IP Handbook for DDD (DSHS 22-334);
· Training Partnership flyer (how to sign up for training and who to call with training questions);
· SEIU 775 application;
· Mail-in voter registration form;
· Collective Bargaining Agreement (1-page and 2-page handouts);
· Enrollment application for medical, prescription, vision and dental benefits; and
· Safety and Orientation DVDs in different languages.
· Authorize the IP to provide services for an eligible client.
· Act on information received from the Training Partnership:
· Authorize wage payment through SSPS for all completed training;
· Send a Planned Action Notice (PAN) to a client if the provider has not completed training and certification within the specified timeframes;

· Send a PAN to the IP if the provider has not completed training and certification within the specified timeframes;

· Suspend payment to an IP if training requirements and certification are not completed.
What ADSA and AAA Staff No Longer Do:
ADSA and AAA staff are no longer required to do the following:
· Conduct Orientation for IPs;
· Offer or contract out the provision of caregiver training to IPs or home care agency caregivers.  Note: Home care agencies may choose to use the Training Partnership, a DSHS-approved community instructor, or go through the approval process to have someone at the agency become an approved DSHS community instructor.
· Enter training information into EACD;
· Register IPs;
· Contact IPs to remind them to complete training; and
· Maintain a separate ADSA supported IP database or tracking system.

	ACTION:
	DDD staff will continue to do the following:
· Direct IPs with questions about training, benefit questions, and concerns to call the SEIU 775 Member Resource Center at 1-866-371-3200; and
· Direct IPs with questions, concerns, comments, or complaints to:  http://www.myseiubenefits.org/contact-us.  For faster service, IPs can use the CONTACT FORM link on the website.

	Related REFERENCES:
	· Initiative 1163
· Emergency rules:  388-71 – In-home (PDF)

	ATTACHMENT(S):
	None

	CONTACT(S):
	Linda Gil, Program Manager, Staff and Provider Training
DDD
(360) 725 3435

Linda.Gil@dshs.wa.gov
Lorrie Mahar, Chief, Training, Communications, and Development Unit
HCS
(360) 725 2549

maharla@dshs.wa.gov
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