[image: Geo]STATE OF WASHINGTON
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Developmental Disabilities Administration * P.O. Box 45310 * Olympia, WA  98504-5310

DDA MANAGEMENT BULLETIN
D14-009 – Procedure
June 10, 2014

	TO:
	Regional Administrators
Regional Operations Managers
RHC Superintendents
Field Services Administrators
Case Resource Managers
DSHS Central Institution Business Services (CIBS) Staff at RHCs

	FROM:
	Don Clintsman, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	CHANGE TO BARCODE FOR COMMUNICATION WITH THE LONG TERM CARE SPECIALTY UNIT

	PURPOSE:
	This bulletin describes changes to Barcode to promote communication with the Long Term Care (LTC) Specialty Unit and to:

· Inform Case Resource Managers (CRM) about the change to Barcode Form DDA 15-345 to identify newly approved individuals for Home and Community Based Services (HCBS) Waivers and Roads to Community Living (RCL) programs.

· Remind CRMs about the importance of completing tasks on their Barcode’s To Do List.

· Inform RHC and RHC-assigned CIBs staff of the requirement to use Barcode form DDA 15-345 to communicate with the LTC Specialty Unit concerning specific events and changes for residents. 

	BACKGROUND:
	CRMs have been using the Barcode Form DDA 15-345, Communication, to report information to the LTC Specialty Unit regarding clients’ residence status, eligibility renewal, waiver functional eligibility and approval, client responsibility, etc.

New waiver and RCL referrals are not easily identifiable in the LTC Specialty Unit assignment pools.  This may result in an untimely decision for the individuals’ LTC services and affect client financial status.

	WHAT’S NEW, CHANGED, OR CLARIFIED
	· Effective May 1, 2014, the Barcode Form DDA 15-345 was updated to include a new check box titled:  “This is a 15-345 New Waiver.”  This new box must be checked anytime there is a new referral for a HCBS waiver or RCL program.

· When the New Waiver box is checked, the DDA 15-345 will be forwarded to a dedicated assignment pool forr the LTC Specialty Unit.  This will assist financial staff to be able to recognize and prioritize clients who need a long term care medical eligibility determination.

· Use only Barcode Form DDA 15-345, instead of DSHS 15-031, for all communications with the LTC Specialty Unit.

	ACTION:
	The following procedures are effective immediately.

· Field Services and RHC staff will not use email or fax to communicate with the LTC Specialty Unit.

· Discontinue using DSHS 15-031, Notice of Action - Adult Residential Services.

For CRMs:

· CRMs will check the “This is a 15-345 New Waiver” check box when using Barcode Form DDA 15-345, Communication, to identify clients who are newly approved and meet functional eligibility for:

· A HCBS Waiver; or

· The RCL program.

· CRMs will identify the date when the client needs their Waiver or RCL services to begin; and

· Send Barcode Form DDA 15-345 once the client has received approval for enrollment in the HCBS waiver or RCL program.

· Regularly read their To Do List in Barcode and complete actions requested of them from the LTC Unit staff.  This includes documenting changes in a client’s programmatic or financial eligibility or residential status.

For CIBS Staff assigned to RHCs:

· Use Barcode Form DDA 15-345 to communicate all changes in a resident’s status to the LTC Specialty Unit.

	RELATED REFERENCES:
	D10-006, Communication between Community Services Offices and Division of Developmental Disabilities

	ATTACHMENTS:
	


	CONTACT(S):
	Bob Beckman, Case Management Services Program Manager
360/725-3415
bob.beckman@dshs.wa.gov
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Accessing DDA Form 15-345 & To Do Lists in Barcode 
 
Review instructions for the use of DDA Form 15-345 in Barcode 
 
1. Why do I use DDA Form 15-345?  DDA 15-345 in Barcode is your method of communicating 


with the Long Term Care (LTC) Specialty Unit.  Use DDA 15-345 to communicate: 
a. All new DDA HCBS waiver and RCL program requests (On 5/1/14 Barcode DDA 15-345 


was updated with a new checkbox:  “This is a 15-345 New Waiver;” 
b. Changes in a DDA client’s residential status; 
c. Eligibility renewal; 
d. Waiver functional eligibility and approval; and 
e. Other changes in a client’s status. 


2. Where do I find DDA 15-345?  You will find this form while viewing the Electronic Client’s 
Record (ECR) in Barcode. 


3. How do I access the DDA form 15-345?  When you are working on a particular client’s 
CARE record, you can access the form from your CARE SER panel by selecting the 
Barcode/DMS ECR link (1) then selecting the Forms Tab (2) and finally selecting “DDA 15-
345” (3) from the forms drop down list. 


1. Barcode link


 


3. Select “DDD 15-345”


2. Select “Forms”
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4. How do I Complete the form?  DDA 15-345 will automatically populate your client’s name 
and client’s ACES ID.  Use the Tabs (2) in the middle of the form to access and to complete 
appropriate sections of the form.  Select the check box “This is a 15-345 New Waiver” (1) for 
all new DDA HCBS waiver and RCL referrals.  When you have completed the form, Select 
“Save to ECR (3).”  Your form will be routed to the LTC Specialty Unit. 


1. New Checkbox


2. Tabs to access sections of form
3. Save & 
Send Form
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Accessing Your To Do List in Barcode 
1. How can I access my To Do List in Barcode?  You Select the Barcode/DMS To Do List link 


in your CARE Tickler Inbox. 


Barcode link


 


 
2. What will my To Do List show me? Your To Do List in Barcode will display a list of your 


clients who have specific ACES letters sent to them. Some of these letters may require some 
action on your part. Some of these letters will be for your information only. 


 


3. How do I access these letters? You access letters for a specific client by selecting the 
client(1) from your To Do List and the selecting ECR(2). 


1. Select Client


2. Select ECR
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4. How do I complete assignments on my To Do List?  You select the letter(s) you wish to 
review, read the letter(s), take appropriate action and then select the Assigns button.  To 
complete your assignments and remove items from your To Do List, select the appropriate 
action button:  Action Completed or No Action Required (1), followed by the OK (2) or Apply (3) 
button. OK will mark the assignment complete and will close the box.  Apply will mark the 
assignment complete and leave the box open. 


1. Action buttons


3. Apply button
2. OK Button
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