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

DDA MANAGEMENT BULLETIN
D20-012 – Procedure
March 18, 2020
AMENDED April 17, 2020


	TO:
	DDA Field Staff

	FROM:
	Debbie Roberts, Deputy Assistant Secretary
Developmental Disabilities Administration

	SUBJECT:
	Intake and Eligibility Processes during COVID-19 Outbreak

	PURPOSE:
	To notify the field about temporary Intake and Eligibility (I&E) program policy changes during the COVID-19 outbreak

	BACKGROUND
	On February 29, 2020, Governor Jay Inslee declared a state of emergency in response to the COVID-19 crisis, directing state agencies to use all resources necessary to prepare for and respond to the outbreak. I&E program staff will temporarily waive certain policy requirements until the COVID-19 pandemic is contained.

	WHAT’S NEW, CHANGED, OR CLARIFIED:
	To ensure the health and safety of clients and staff during the COVID-19 state of emergency:

· The requirement to complete an in-person assessment as part of the ICAP process may be waived; 

· Birth-to-three applications may be approved without a written signature; 

· I&E staff may access client files in their home for teleworking purposes; and 

· For people on a waiver, DDA Eligibility must be temporarily extended beyond the expiration or review date during the COVID-19 emergency. 

 

	ACTION:
	Effective Immediately and until further notice:

1. I&E staff may complete an over the phone ICAP. I&E staff must conduct a guided conversation with the respondents and a verbal walk-through of the demonstration process. I&E staff must send the ICAP Guidelines to the respondent in advance of the ICAP so they can walk through the demonstration items with the focus person. See below for tracking guidelines.

2. Birth to three applications may be received without a signature. I&E staff must clearly document the verbal consent on the DDA application. See below for tracking guidelines.

3. I&E staff may access client files in their home for teleworking purposes. Each region will develop a process so I&E staff can access client files while teleworking. The process must:

a. Include sign-in and sign-out procedures that track the location of files at all times;

b. Ensure the confidentiality of protected health information at all times;

c. Ensure files are kept in a secured location when not in use. 

4. For people on a waiver, DDA Eligibility must be temporarily extended beyond the expiration or review date during the COVID-19 emergency. 

a. I&E staff must follow directions in D20-021, Medicaid Eligibility Changes Resulting From the Families First Coronavirus Response Act, regarding service terminations and PANs. 

b. If a person is receiving waiver services, or if a person on a waiver had their eligibility terminated after March 18, 2020, a new determination is needed. I&E staff must: 

1) Create a new COVID-19 related determination; 

2) Alert the regional coordinator; and 

3) Follow the tracking guidelines below. 


Tracking Guidelines
All the above temporary response measures to the COVID-19 outbreak must be tracked by I&E staff.

1. When a respondent requests an over the phone ICAP due to the COVID-19 outbreak:

a. The I&E Coordinator must track the information by noting the name, date, and activity in the I&E SharePoint site under, Documents>Information and Training> COVID-19 folder; and

b. I&E staff must document in a service episode record (SER) by writing “COVID-19” in the subject field of the SER.

2. When a birth-to-three application is received with verbal consent in lieu of a signature due to the COVID-19 outbreak:

a. The I&E Coordinator must track the information by noting the name, date, and activity in the I&E SharePoint site COVID-19 folder; and

b. I&E staff must document in a SER by writing “COVID-19” in the subject field of the SER.

3. When a person has their DDA Eligibility extended due to the COVID-19 outbreak:

a. The I&E Coordinator must track the information by noting the name, date, and activity in the I&E SharePoint site COVID-19 folder; and

b. I&E staff must document in a SER by writing “COVID-19” in the subject field of the SER.

	CONTACT:
	William Nichol 
Waiver and Eligibility Program Manager
william.nichol@dshs.wa.gov 
360.407.1583

Lonnie Keesee
Payment Systems and Eligibility Unit Manager
lonnie.keesee@dshs.wa.gov
360.407.1547
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