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DDA MANAGEMENT BULLETIN
D17-023 – Information
August 31, 2017


	TO:
	Developmental Disabilities Administration Staff 

	FROM:
	Don Clintsman, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	Primary Account Administrator for new Background Check System (BCS)

	PURPOSE:
	· To inform staff and stakeholders that a new Background Check System (BCS) will be implemented in the spring of 2018.

· To identify the “Primary Account Administrator” (PAA) for each regional DDA office, SOLA and RHC and inform them of their role.

· To inform the PAA of their responsibility to pre-register for the BCS system and to register for the BCCU Listserv.

	BACKGROUND:
	A new online background check system (BCS) is currently slated to be implemented by the Background Check Central Unit (BCCU) in the spring of 2018. 

To prepare for this new system, BCCU needs each office who holds a BCCU account number to have a PAA. The PAA resets passwords, and adds, closes, and monitors BCS user accounts.   

The PAA may delegate duties to additional staff once the PAA adds those staff to the BCS. 

The PAA must pre-register online once they receive instructions from BCCU in late summer or early fall of 2017. Before the BCS is implemented in the spring of 2018, the PAA will receive instructions on how to login into their BCS account to set-up additional users.

The BCCU uses a method of communication called the Listserv. All staff who work with background checks will benefit from joining the Listserv and receiving updates about background checks. PAAs must register for the Listserv.  

	WHAT’S NEW, CHANGED, OR CLARIFIED
	This will be the first of several management bulletins related to the new BCS. Additional management bulletins will address implementation dates, training, and other topics related to preparation for the new system.

	ACTION:
	1. Identify a Primary Account Administrator (PAA) for each BCCU account for every regional office, State-Operated Living Alternative (SOLA), and Residential Habilitation Center (RHC). The PAA’s name must be entered in the Primary Account Administrators List by close of business on Thursday, September 7, 2017.  

a. Refer to the Primary Account Administrators List for current BCCU accounts that need a PAA assigned.

1) Add PAA name to the list for each account in the highlighted column.

2) There are separate tabs on the bottom of the list for Provider Internal Accounts, State Employee Accounts, and State Employee SOLA Accounts.

b. It is acceptable to have the same PAA for multiple accounts.

2. The PAA for each account must:

a. Preregister for the BCS using the instructions that BCCU will be sending in early September.

b. Sign-up for the BCCU Listserv using the instructions and links in the background section above.

c. When BCS goes live, manage password resets, add, close, and monitor user accounts for staff in your office or agency, and appropriately delegate these functions to another BCS user if necessary.

d. Notify HQ if your PAA changes and update the Primary Account Administrators List. 

To learn more about the BCS project: 
· Visit the BCS Project webpage. 
· Email questions to the BCS Project Team.  

	REFERENCES:
	Primary Account Administrators List on SharePoint

	CONTACT:
	Heather Lum, Enhanced Case Management and Background Checks Program Manager
Heather.Lum@dshs.wa.gov
360/407-1526

Lori Gianetto Bare, Incident Management and Communications Program Manager
Lori.Bare@dshs.wa.gov
360/407-1549
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