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D12-012 - Information
July 27, 2012
	TO:
	Regional Administrators

Field Services Administrators

Case Management Supervisors
Case Resource Managers

	FROM:
	Don Clintsman, Assistant Director, Division of Developmental Disabilities

	SUBJECT:
	CARE CHANGE CONTROL INFORMATION EFFECTIVE AUGUST 3, 2012

	Purpose:
	To provide supplemental information to H12-050 that is more tailored to DDD for the CARE Change Control Release on August 3, 2012.  

	Background:
	This CARE Change Control Release will occur on Friday, August 3, 2012 starting at 5:35 pm.  CARE users will receive the new version when they log into CARE after 8:00 pm on Friday.  

The release includes:

· Removal of the Offline Provider database;

· Addition of a “Provider Placeholder” feature to replace the Offline Provider database; 
· Additional functionality related to Modifying Checked-in clients; 

· A Working Files screen;
· Language change – the term “Boarding Home” has been changed  to “Assisted Living Facility;”
· Adding RCL and removing ADH  as a dropdown choice on the CARE Plan screen;

· Adding RCL and WA Roads as an ETR/ETP Category;
· Adding dropdown selections to bucket options;
· Updating the form number for DSHS 22-092 in PAN;
· Right Click functionality; and

· Prioritizing search results. 

	What’s new, changed, or Clarified:
	· Please see the attached Release Notes and the PowerPoint presentation for details.
· CARE Practice will be released with the updates on July 30, 2012.

	ACTION:
	No action is required by users.  If staff limit the number of cases checked out after 5:00 pm on Friday, August 3, 2012, to two or three, this will make the data download less cumbersome.

	REFERENCES:
	H12-050

	ATTACHMENTS:
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	CONTACT(S):
	Alan McMullen

DDD Rule and CARE Change Request Coordinator

(360) 725-3524
Alan.mcmullen@dshs.wa.gov
Debbie Roberts

DDD Program Manager

(360) 725-3525

debbie.roberts@dshs.wa.gov
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HCS/AAA/DD JRP Contact List

Updated 7/23/2012

		Region

		Division/Office

		Name

		Email

		Phone



		1 -North

		HCS

		Sheri Konsonlas

		huddlsl@dshs.wa.gov

		509-323-9442



		

		Colville Indian AAA

		Reva Desautel

		Reva.desautel@colvilletribes.com

		509-634-2758



		

		ALTCEW

		Pam Rollins

		rollipk@dshs.wa.gov

		509-458-2509 x 220



		

		AACCW

		Ali Lafontaine

		lafona@dshs.wa.gov

		509-766-2568



		

		DDD

		Jerry Schmidt

		Schmija2@dshs.wa.gov

		509-329-2849



		1 - South

		HCS

		Julie Selbo/A. Kulik

		Selboj2@dshs.wa.gov

		509-5244964



		

		SEWA ALTC

		Rosemary Meyer

		meyerrg@dshs.wa.gov

		509-925-8765



		

		Yakama Nation AAA

		Beth Downs

		beth@yakama.com

		509-865-5121 x 4485



		

		DDD

		Mark Bennett

		BenneM@dshs.wa.gov

		509-225-4633



		2 - North

		HCS

		Mark Hammond

		hammomd@dshsh.wa.gov

		425-651-6813



		

		Snohomish LTC & Aging

		Judy Trapp

		judy.trapp@co.snohomish.wa.us

		425-388-7359



		

		NWRC

		Rosann Pauley

		paulerm@dshs.wa.gov

		360-676-6749



		

		DDD

		Jenifer Lutz

		Jennifer.Lutz@dshs.wa.gov

		425-339-3906



		2 - South

		HCS

		Anita Canonica/ Chris Janasz

		Canonal2@dshs.wa.gov

JanasCP@dshs.wa.gov

		206-341-7615

425-344-4361



		

		ADS/Seattle human Services

		Nancy Slocum

		Nancy.slocum@seattle.gov

		206-233-3805



		

		

		Eric Guise

		eric.guise@seattle.gov

		206-684-0668



		

		DDD

		Vacant

		

		



		3 - North

		HCS

		Terry Rupp

		RuppTL@dshs.wa.gov

		360-664-7591



		

		Kitsap ALTC

		Adeanna Hume

		ahume@co.kitsap.wa.us

		360-337-5700



		

		Pierce ALTC

		Kim Peterson

		kpeter2@co.pierce.wa.us

		253-798-3794



		

		DDD

		Nancy Tolan

		TolanNR@dshs.wa.gov

		253-404-6501



		3 - South

		HCS

		Brad McFadden

		McFadbs@dshs.wa.gov

		360-578-4106



		

		Olympic AAA

		Jaci Hoyle

		hoylejl@dshs.wa.gov

		360-379-4427



		

		LMT AAA

		Laura Holloway

		hollolc@dshs.wa.gov

		360-664-2168



		

		SWAAD

		Samantha Waldbauer

		waldbsl@dshs.wa.gov

		360-624-9087



		

		DDD

		Bryn Swanson

		swansbg@dshs.wa.gov

		253-404-6602





DDD JRP List

		DDD Regional JRP List



		Region

		Name

		Email

		Phone



		1 -North

		Jerry Schmidt

		Schmija2@dshs.wa.gov

		509-329-2849



		1 - South

		Mark Bennett

		BenneM@dshs.wa.gov

		509-225-4633



		2 - North

		Jennifer Lutz

		Jennifer.Lutz@dshs.wa.gov

		425-339-3906



		2 - South

		Vacant

		

		



		3 - North

		Nancy Tolan

		TolanNR@dshs.wa.gov

		253-404-6501



		3 - South

		Bryn Swanson

		swansbg@dshs.wa.gov

		253-404-6602
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Offline Provider Database Provider Placeholder

CARE Changes













Offline Provider Database

CARE was designed with certain offline functions that included a local database on the worker’s laptop with the complete file of active SSPS providers. This allowed workers to add providers to the ISP, assign support needs and schedules. Maintaining the offline database has become cumbersome and the decision was made to remove this file. It is also a step that needs to be taken as we move toward ProviderOne.

 The offline provider database will be removed.
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Provider Placeholder

In place of the database a “provider placeholder” has been developed so that workers still have a place to document provider names, assign support needs and schedules in a client’s ISP while working offline. Workers will see the Placeholder when they are assigning the Responsible Person/Provider on the Support Needs panel of the ISP 
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Provider Placeholder

Enter the name of the provider in the Provider name field:
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Clicking “ok” at the bottom of the screen  will take the worker back to the Supports screen. 







Click “OK”















“Placeholder” will be listed in the Provider ID column. 
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Provider Placeholder



Complete the Assigned Needs for the placeholder.  













Provider Placeholder

The provider’s schedule can be documented.



Notice it indicates they are an “Unpaid” provider.  This will correct itself later. 
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Provider Placeholder

When the worker returns to the office and is back online they can use the “S” (Swap) button, in the upper right corner, to bring up the “Search for Provider” tab.
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Provider Placeholder

The “Search for Provider” tab is only available online.
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Provider Placeholder

Enter the provider’s name and any other information like a Provider number. Clicking on “Search” will bring up the provider list. Highlight the provider’s name and click “Ok”.
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Provider Placeholder

You can use the SSPS Providers tab to search for the provider 

Use the Number, Name, City and Class filters.

Click “Search”
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Highlight the provider’s name 

Click OK
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Provider Placeholder



The system will swap the provider’s name and ID, replacing the placeholder.  



The Assigned Needs will be left as assigned.  
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Provider Placeholder

IMPORTANT NOTE

CARE will not allow the assessment to move to current with a “Placeholder” retained in the ISP. If the worker forgets to Swap the placeholder, an Error Message will be returned.

13















Modifying Checked in Clients













Modifying Checked in Clients

   Currently in CARE, workers are unable to make changes to the assessment unless they go through the process of checking out the client’s file. This change allows workers to make some changes to client files without it being checked out.  
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Modifying Checked in Clients

The existing CARE edit rules apply:

 

The worker must be logged into the client’s RU (there are some exceptions to this rule)

The client must be in Active Status

The logged in worker must be on the clients team on the Overview screen

The client record must be available for edit. You can determine this when you look at the Search screen. Check the “Edited by” column in the Search Results. The “Edited by” column must state “Available”. 
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Modifying Checked in Clients

For DDD Assessments:  Functions that were previously not allowed when the client was checked in that will now be available:

 

Create and edit a DDD Interim Assessment, provided other (existing) requirements are met.

Edit an Initial, Annual, or Significant Change Assessment (once created offline). 

Create and edit an amendment to the current ISP.

Move an assessment from Pending to Current

Move an ISP/Amendment from Pending to Current

Edit Current ISP Plan Review screen.

Move an assessment to History.
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Modifying Checked in Clients

Functions that will still require the worker to check the client out:



Create an Initial Assessment

Copy and Create an Annual or Significant Change Assessment.
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Adult Day Health (ADH)

CARE Changes













Adult Day Health

	DDD – Client Details/DDD Service Requests-Removed from Program Request (remains under Service Request )

DDD – Client Details/PANs (Services)-To receive ADH, a DDD client must have a LTC Assessment with COPES listed as the program under  “Client is eligible for” 

DDD Support Assessment /Programs and Services-Removed from both “Programs Client On” and “Programs Client Considered For”. 

DDD ISP/Support Needs- ADH removed from “Program Options”

20













Adult Day Health

   “Adult Day Health” has also been removed from the “Program” drop down menu in the Planned Action Notice (PAN). As noted in the MB, COPES should be selected as the Program when creating PAN’s related to ADH. Adult Day Health is an option in the Service dropdown menu. 
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Adult Day Health

No changes were made related to ADH on the following screens:



Treatment screen

LTC Care Plan screen – Living Situation

ADH screen
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Working Files

CARE Changes













Working Files

A Working files screen has been created to allow workers a way to track which clients they are working on and the tasks that need to be completed.  This working files list replaces the need to keep clients checked out and listed in the worker’s tree. 
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Working files are a part of the CARE Online folder.  

For the client highlighted, see the working file details displayed below.  















Working Files

The screen is only available on-line

The following details related to the most recently created Pending or Current assessment (selected in that order) are displayed: Assessment Date, Assessment Type, Assessment Status, Plan End Date. 
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Working Files

Adding a client:

When an Initial, Annual, Interim or Significant Change assessment is created, the client is automatically added to the list, once CARE is synchronized. Workers can remove them at any time. 



Clients can be added to the Working Files screen manually when the client is in view in the CARE tree. This can be done in two ways:

 1) Highlight any screen inside the client file and select Action>Open Working Files, or 

2) right click from the client file and select Action>Open Working Files from the appearing menu display.  
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 Both methods will bring up a window, click “Save” and the client will be added to the Working Files list. 















Working Files

Removing a client:



To remove a client from the list, highlight the client’s name and click on the “-” in the top right of the Working Files table. 

Any Working Files comments are removed from the system when the Client is removed from the Working Files list.

 No history is retained. 
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Working Files

Viewing a client:

A client can be put into view from the Working Files table. Workers can either highlight the client row in the Working Files table and select the “View” button, or the worker can double-click the client name in the table. Either action will bring the client into the tree. 

To view the Working Files list, click on “Working Files” in the Online Folder at the top of the CARE tree. 
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Working Files

Comment Box:

The comment box can be used as a checklist or a “to do” list. The comment box will default to a standard checklist of tasks that are completed at assessments or it can be cleared and customized in whatever way is useful to the worker. Tables can’t be added but most text can be copied and pasted into the box. The comment box can be edited and does not lock.
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Working Files

Comment Box:

Workers or offices can create a customized default template that will appear when adding a client to the Working Files list by going to the Action Menu, selecting “Preferences” and clicking on the “Working Files” tab. 
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Working Files



Supervisors will have security rights to view but not edit the Working Files lists of their case managers. They can copy and paste the list to another document if needed. This may be helpful if a worker is unexpectedly out of the office. The “Worker” dropdown list will be populated with the case managers from their RU. 
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Other CARE Changes

CARE Changes













Boarding Homes/Assisted Living Facilities

Legislation was passed that changed  all of the language in RCW and WAC from “Boarding Home” to “Assisted Living Facility”.   

The following will be updated:



CARE screens (Residence, Assessment Main, Treatment screen)

CARE Help screens (Overview, Assessment Main, Environmental, Treatment, Relationships, Legal, Meal Prep, Transportation, Shopping, Wood, Housework, Care Plan)

CARE forms (Assessment Details, CARE Results, 14-225, and PCRC)

PCRC Online Key

Assessor Manual

LTC Manual

Forms in the LTC Manual in Chapters 3 & 5

Residential Algorithm Exhibit
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Planned Action Notices (PAN):

The form number for the DSHS “Your   Hearing Rights” publication 22-093 has been changed to DSHS 22-092. 
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New Functionality in CARE:

Right Click :

You can now right click on any date field and a calendar will be displayed for date selection. 

You can right click on a client’s name in the CARE tree and select “Open Working File” and add the client to the Working File list. 
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New Functionality in CARE:

Search Results:

Client Search by ADSA ID was returning  clients with ADSA IDs that didn’t match the search criteria. The search has been corrected to return the exact match. (additional results will be returned when the client name and/or birthdate are also included in the search criteria.  

Search Results sort order has been modified to return the most relevant results first. 
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New Functionality in CARE:

Text box Short Cut Keys:



Control c: Allows worker to copy selected text

Control x: Allows worker to cut selected text
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New Dropdown Selections
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		Screen		Data Element		Value

		Transportation		Limitations		Medically Restricted 
Night Blindness

		Nutrition/Oral Screen		Special Diets		Cardiac Diet
Celiac Diet

		Treatment Screen		Provider List		Community Choice Guide

		Medication Management		Equipment Table		Medication Dispensing Unit

		Collateral Contacts		Contact Role		Designated Representative  (New Freedom)

		Collateral Contacts		Contact Role		Care Consultant (New Freedom)

		Collateral Contacts		Contact Role		FMS-Financial Management Services (New Freedom)

		Collateral Contacts Screen		Contact Roles		ADSA Service Provider
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New Dropdown Selections
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		Screen		Data Element		Value

		MMSE		If No, Why?		Client Refused (all attempts should be made to administer the MMSE)

		SER		Purpose Code		Client Safety Concerns

		SER		Purpose Code		Chronic Care Management (CCM)

		SER		Contact Code		Barcode/ECR

		SER		Purpose Code		Payment Authorizations

		Personal Hygiene		Limitations		“Blood thinner/no straight razor” was changed to “Blood thinner/razor precautions”

		Financial		Expense 		Guardianship Fees

		Financial		Expense 		Other
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		Title/Description



		DDD

		Offline Placeholder 

CARE was designed with certain offline functions that included a local database on the worker’s laptop with the complete file of active SSPS providers. This allowed workers to add providers to the Individual Support Plan, assign tasks, and document schedules while their laptop was offline. A decision was made to remove this functionality because it is cumbersome to maintain and the database will no longer be active once Provider One is instituted.  In place of the database, a “Provider Placeholder” has been developed so that workers still have a place to document provider names, assign tasks, and document schedules. The placeholder function is only visible when while working offline. The placeholder only pertains to paid providers.  You can assign unpaid/natural supports as usual.  Workers access the screen through the Support Needs screen by clicking on the “+” button, in the top right corner, the same way they add a provider. 
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You will see the Service and Other Supports pop-up as usual. Click on the ellipsis next to the Responsible Person/Provider field
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Offline Placeholder (Cont’d)

You will see the Offline Placeholder tab. 

· Note the Resources, Contacts and Counties tabs are available for unpaid supports.


· For Paid Supports, enter the name of the provider in the Provider Name field:

[image: image3.png](€] support

SSPS Providers | Resources

Offline Placeholder







· Click OK to return to the Services and Other Supports pop-up screen. 

Offline Placeholder (Cont’d)

· Select the Program Option and Service.  
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· Click OK to return to the Support Needs panel

Offline Placeholder (Cont’d)

· Notice the Provider ID Column indicates this provider is a “Placeholder”.  

· Complete “Assigned Needs” as usual.  
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Repeat these steps to add other placeholders as needed.  


Offline Placeholder (Cont’d)

· On the Finalize Plan screen, Personal Care Scheduling tab, document the provider’s schedule.  

· Notice the provider is identified as “Unpaid” at this point. This will correct itself later.  

 SHAPE  \* MERGEFORMAT 




Offline Placeholder (Cont’d)

When you have returned to your office and re-docked your computer, CARE will connect to the on-line provider database.  You can now use the “Swap” feature to find the provider in the provider database and swap out the placeholder.  


Go to the Support Needs screen.  

Highlight the placeholder provider in the support list. 

Click the “S” button
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Once you’ve clicked the “S” button, 

The Support Selection screen will appear. 


Offline Placeholder (Cont’d)

You can use the SSPS Providers tab to search for the provider 

Use the Number, Name, City and Class filters as needed.


Click “Search”
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Highlight the providers name in the list.


Click OK


Offline Placeholder (Cont’d)

The selected provider information will replace the placeholder. 

(Note: you may have to click on another panel and return to the Support Needs panel to observe the change.)  

[image: image9.png]Support List

‘Support Needs

) #E

# [ Service/Other Support

Assigned Needs.

Provider ID |Responsible Person/Provider

[  Life Domainsnassigned Needs

1) Assigned Needs
3% Home Living

1) wedical Supports
<% Health and Safety

I Needsivomain
% Community Living
 Litelong Learning
¥ Employment
% Social Activities
% Protection and Advocacy
% Behavior Supports
© DDD Caregiver Status







The tasks you assigned to placeholder have been assigned to provider. 


The Provider ID column shows the provider’s ID number instead of “Placeholder”. 


Offline Placeholder (Cont’d)

The Personal Care Scheduling tab on the Finalize Plan panel will automatically update, assigning the provider the placeholder schedule.  

You will also notice they are now identified as a Paid provider. 
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IMPORTANT NOTE

CARE will not allow the assessment to move to current with a “Placeholder”  retained in the ISP. If the worker forgets to Swap the provider, an Error Message will be returned.
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		Title/Description



		HCS & DDD

		Modifying Checked in Clients:

Currently in CARE, workers are unable to make changes to the assessment unless they go through the process of checking out the file. This change will allow workers to make some changes to client files without having to go through the steps of checking the file out; they can make changes when the file is checked in and in view.  The existing CARE edit rules apply:


· The worker must be logged into the client’s RU (there are some exceptions to this rule)


· The client must be in Active Status


· The logged in worker must be on the clients team on the Overview screen


· The client record must be available for edit. You can determine this when you look at the Search screen. Check the “Edited by” column in the Search Results. The “Edited by” column must state “Available”. 


For LTC Assessments:


Functions that were previously not allowed when the client was checked in that will now be available:


· Edit Pending Assessment, Plan

· Move assessment from Pending to Current


· Edit Current Plan


· Move assessment to History

· Copy and Create - Interim Assessments only provided other existing requirements are met. (An Interim can only be copied from if it is the most recently completed assessment)

For DDD Assessments:


Functions that were previously not allowed when the client was checked in that will now be available:


· Create and edit a DDD Interim Assessment only, provided other (existing) requirements are met.


· Edit an Initial, Annual, or Significant Change Assessment once created offline. Create and edit an amendment to the current ISP.


· Move from Pending to Current- [DDD Assessment].


· Move from Pending to Current - [DDD ISP].


· Edit Current ISP Plan Review screen.


· Move to History.


Functions for both LTC and DDD, that will still require the worker to check the client out:


· Copy and Create an Initial, Initial/reapply (LTC Only), Annual, Significant Change, or Brief Assessment (LTC Only).





		HCS & DDD

		Adult Day Health (ADH):


ADH remains an option for eligible clients under the COPES Waiver as outlined in MB


MB 11-041. Because it has been moved to the COPES Waiver, “ADH” has been removed as a program type from the following screens:


· LTC Care Plan screen – “Client is eligible for”


· LTC PAN – Program (“ADH” is now listed under Services)

· DDD – Client Details/DDD Service Requests-Removed from Program Request (remains under Service Request )

· DDD – Client Details/PANs (Services)-To receive ADH, a DDD client must have a LTC Assessment with COPES listed as the program under  “Client is eligible for” 

· DDD Support Assessment /Programs and Services-Removed from both “Programs Client On” and “Programs Client Considered For”. 

· DDD ISP/Supports Needs-Removed from “Program Options”

No changes were made related to ADH on the following screens:


· Treatment screen


· LTC Care Plan screen – Living Situation


· ADH screen






		HCS & DDD

		Working files:
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A Working files screen has been created to allow workers a way to identify what clients they are working on and track tasks that need to be completed.  This working files list replaces the need to keep clients checked out and listed in the worker’s tree. 

· The screen is only available on-line


· The following details related to the most recently created Pending or Current assessment (selected in that order) are displayed: Assessment Date, Assessment Type, Assessment Status, Plan End Date. 


Adding a client:


· When an Initial, Initial/Reapply, Annual, Interim or Significant Change assessment is created, the client is automatically added to the list, once synchronized. Workers can remove them at any time. 


· Workers can add clients to the Working Files screen manually once the client is located in the CARE tree. This can be done in two ways: 1) Highlight any screen inside the client file and select Action>Open Working Files, or 2) right-click from the client file and select “Open Working Files” from the appearing menu display.  

Both methods will bring up a window, click “Save” and the client will be added to the Working Files list. 


Removing a client:


· To remove a client from the list, highlight the client’s name and click on the “-“ in the top right of the Working Files table. Comments are removed from the system when the Client is removed from the Working Files list. No history is retained. 


Viewing a client:

· A client can be put into view from the Working Files table. Workers can either highlight the client row in the Working Files table and select the “View” button, or the worker can double-click the client name in the table. Either action will bring the client into the tree. 

· To view the Working Files list, click on “Working Files in the Online Folder at the top of the CARE tree. 


Comment Box:

· The comment box can be used as a checklist or a “to do” list. The comment box will default to a standard checklist of tasks that are completed at assessments or it can be cleared and customized in whatever way is useful to the worker. Tables can’t be added but most text can be copied and pasted into the box. The comment box can be edited and does not lock.


· Workers or offices can create a customized default template that will appear when adding a client to the Working Files list by going to the Action Menu, selecting “Preferences” and clicking on the “Working Files” tab. 
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Supervisors will have security rights to view but not edit the Working Files lists of their case managers. They can copy the text in the comment box and paste to another document. This may be helpful if a worker is unexpectedly out of the office. The “Worker” dropdown list will be populated with the case managers from their RU. 



		HCS & DDD

		HB 2056 2011-12 changed the term "Boarding Home" to "Assisted Living Facility" throughout the boarding home licensing statute and elsewhere in the Revised Code of Washington. The August 3, 2012 CARE release will change the term “Boarding Home” to “Assisted Living Facility” and any reference of  “BH” to “ALF”on the following screens and forms:

· Residence screen-Residence Type


· Assessment Main-Living Arrangement


· Treatment – Provider List


· Assessment Details – Treatments/Programs/Therapies


· CARE Results – IADL Section and Exceptional Care Section


· 14-225 Acknowledgement of Services form


· PCRC – Key for Exceptional Care


Help screens have also been changed. 



		HCS & DDD

		New Functionality in CARE:

Right Click :


· You can now right click on any date field and a calendar will be displayed for date selection.   
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· You can right click on a client’s name in the CARE tree and select “Open Working File” and add the client to the Working File list. 


Search Results:


· Client Search by ADSA ID was returning clients with ADSA IDs that didn’t match the search criteria. The search has been corrected to return the exact match. (additional results will be returned when the client name and/or birthdate are also included in the search criteria.  


· Search Results sort order has been modified to return the most relevant results first. 


Text box Short Cut Keys:


· Control c: Allows worker to copy selected text


· Control x: Allows worker to cut selected text



		HCS & DDD

		Assessment dropdown options:

Screen


Data Element


Value


Transportation

Limitations

Medically Restricted 


Night Blindness

Nutrition/Oral Screen

Special Diets

Cardiac Diet


Celiac Diet

Treatment Screen

Provider List

Community Choice Guide

Medication Management

Equipment Table

Medication Dispensing Unit

Collateral Contacts

Contact Role

Designated Representative  (New Freedom)

Collateral Contacts

Contact Role

Care Consultant (New Freedom)

Collateral Contacts

Contact Role

FMS-Financial Management Services (New Freedom)

Collateral Contacts Screen


Contact Roles


ADSA Service Provider


MMSE


If No, Why?


Client Refused (all attempts should be made to administer the MMSE)


SER


Purpose Code


Client Safety Concerns


SER


Purpose Code


Chronic Care Management (CCM)


SER


Contact Code


Barcode/ECR


SER

Purpose Code

Payment Authorizations

Personal Hygiene


Limitations


“Blood thinner/no straight razor” was changed to “Blood thinner/razor precautions”


Financial


Expense 


Guardianship Fees


Financial


Expense 


Other
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