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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Developmental Disabilities Administration * P.O. Box 45310 * Olympia, WA  98504-5310

DDA MANAGEMENT BULLETIN
D18-023 – Procedure
October 1, 2018


	TO:
	All DDA Staff

	FROM:
	Debbie Roberts, Interim Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	Entering leave, residence, and short-term stay information in CARE

	PURPOSE:
	Accurate and timely entry of leave, residence, and short-term stay information is necessary for census reporting and to correctly obtain federal match for services provided in state-operated settings 

	WHAT’S NEW, CHANGED, OR CLARIFIED:
	This information is entered in CARE through a combination of the residence panel, short-term stay panel, and leave button. 

The leave button can be accessed through either the residence panel or the short-term stay panel. 

· The short-term stay panel is used any time a client enters a state-operated setting for a stay anticipated to last less than 30 days.  This is most commonly used for respite at an RHC or SOLA. 

· The residence address is updated any time a client enters a state-operated setting for a stay that is planned to last more than 30 days.

· Leave is recorded in CARE using the leave button anytime a client who is currently in a short-term stay or resides at a state-operated setting stays overnight at a hospital, nursing facility, or jail.

	[bookmark: _GoBack]ACTION:
	SOLA
1. A SOLA administrator or designee must:

a. Email the client’s primary case manager, SOLA Program Manager, and SOLA Cost Reimbursement Analyst about address changes and leave within one business day of the change; and  

b. Enter a client’s short-term respite stays in CARE on the short-term stay tab. 

2. A DDA case manager must update a client’s residence and leave information in CARE within one business day of being notified of the change. 

CCSS
A CCSS administrator or designee must update a client’s leave and residence in CARE and email the DDA Headquarters CCSS Program Manager about the change within one business day.  

RHC
Designated staff at each RHC must enter leave, residence, and short-term stay changes in CARE within one business day of the change.

	CONTACTS:
	Christina Wells, RHC Program Manager
Christina.Wells@dshs.wa.gov 
360.407.1531

AnnMarie DeGroot, SOLA Program Manager
AnnMarie.DeGroot@dshs.wa.gov 
360.407.1584

Nichole Jensen, VPS Program Manager
Nichole.Jensen@dshs.wa.gov 
425.977.6631
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