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DDA MANAGEMENT BULLETIN
D20-004 – Procedure
January 31, 2020


	TO:
	DDA Field Services Staff

	FROM:
	Debbie Roberts, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	Records Management for DDA PASRR Clients

	PURPOSE:
	To provide direction to DDA staff about PASRR recordkeeping and information sharing 

	BACKGROUND:
	The PASRR program does not require that PASRR team members retain hard copy client files. The PASRR data system uses electronic file storage to meet record retention requirements; however, not all field services staff can access the PASRR data system.

	WHAT’S NEW, CHANGED, OR CLARIFIED:
	The action required below ensures pertinent records are available to DDA employees who assist PASRR clients during and following discharge from a nursing facility.

	ACTION:
	Effective immediately DDA staff must do all of the following. 

1. Using the process described in Management Bulletin H18-040, PASRR Assessors will send any guardianship papers received to the hub imaging unit (HIU) by the next business day.

2. DDA staff working with the client may access guardianship papers through Barcode.

3. PASRR clients who have a DDA case file will have a green dot sticker affixed to their DDA case file. This will alert DDA staff working with the client that a PASRR electronic file exists.

4. Non-PASRR DDA staff who need information from a client’s PASRR electronic file can request it from a regional PASRR team member.

5. PASRR staff must work with non-PASRR DDA staff to make requested records from a client’s PASRR electronic file available.

	CONTACT:
	Terry Hehemann
PASRR Program Manager
terry.hehemann@dshs.wa.gov 
360.407.1560
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