SAFETY TRAINING PROCESS GUIDELINES 

Aging and Disability Services Administration 

                              
Area Agencies on Aging                           

December 6, 2004

The 4 hour Safety Training for Individual Providers (IPs), as required in proposed Home Care Quality Authority (HCQA) WAC 257-05, will be implemented in two phases as described below.

Phase 1—Effective December 1, 2004 through June 30, 2005

1.  Current and new IPs may complete the Safety Training.  Both groups will be paid through SSPS entered by staff at ADSA HQ.  Safety Training counts towards Continuing Education requirements for eligible IPs.  Eligible IPs are those that take the IP Safety Training in a year after the successful completion of the RFOC.
2.   Existing IPs as of December 1, 2004 must meet the Safety Training requirement by December 31, 2006.  The 120 day completion requirement for newly contracted workers will begin July 1, 2005. 

3.  HCQA has hired a company, Sedgwick CMS (designee), to manage the workers compensation program for individual in-home providers.  As part of that responsibility, Sedgwick must provide Safety Training to existing and new individual providers in Phase 1, as described below:
A.
HCQA/designee will mail Safety Manuals, including the attestation 


form to all existing IPs.

B.
IPs will have three options for completing the Safety Training:
           (1)  Reading the manual and returning a signed attestation form to HCQA.
  (2)  Completing an online Safety course.  (IPs will be given information on how to complete the course on-line.)
           (3)  Completing a HCQA/designee sponsored safety seminar.  (HCQA will sponsor about 28 safety seminars, of 4 hours, around the state between December 1, 2004 and June 30, 2005.)
C.
HCQA/designee will conduct registration for all the above training 


sessions.

D.
HCQA/designee will document successful completion of the training 

for all training formats, including:
(1)  Receipt of the attestation form from IPs who complete the workbook or on-line training; and
(2)  Tracking IPs who attend the seminars.

E.
HCQA/designee will send a list of IPs who completed the IP Safety 


Training in any of the above formats to ADSA Headquarters on a 


 weekly basis with the following information:
(1)  Provider name; 

(2)  Provider number;
(3)  Name of program (i.e. Aging, DDD, CA) provider works for; and
(4)  Client’s name, whenever possible.

F.
ADSA will enter this data into SSPS for 4 hour payment of wages to IPs.

G.  ADSA will send copies of the SSPS14-154s weekly to the field office for documentation and filing in the client file. 

4.   HCQA/designee will conduct Train the Trainer sessions for AAA and DDD contracted instructors in preparation for Phase 2, which will begin on July 1, 2005.  

Phase 2—Effective July 1, 2005
The Safety Training content will be added to the Revised Fundamentals of Caregiving (RFOC) course instructed by the Area Agencies on Aging or other approved contracted trainers. 
1.  Safety Training for new IPs will be conducted in the RFOC classroom, as described below:
      A.  Prior to RFOC Training, AAA/DDD will:
(1)  Schedule or contract instructors and facility space for 32 hours for future RFOC trainings.


(2)  Register and track IPs for RFOC using your existing process.

(3)  Confirm registrants using your existing process informing registrants that it is a 32 hour training session.

(4)  Send RFOC training schedules to the HCQA who will forward the schedules to SEIU.

B.
During Training:
     (1)  Home care agency providers will not attend the 3.5 hour Safety Training and .5 hour SEIU presentation.


(2)  AAA/DDD instructors will teach the Safety Training.  
      (3)  AAA/DDD instructors will provide space for the .5 hour SEIU presentation.
C.
After RFOC Training:




          (1)   AAA/DDD will authorize 28 hours of RFOC and 4 hours of Safety Training to the IPs.  The Safety Training SSPS codes are 4175 and 4176, for Aging.
     (2)   AAA/DDD will bill ADSA for 28 hours of RFOC training and 4 hours of Safety Training.

     (3)  AAA/DDD will terminate payment to IPs who do not meet the 120 day training requirement.

2.  Providers who are not mandated to take RFOC and IPs who had a break in service, and have already taken RFOC, will take Safety Training as a self-study course as described in #3 below.

3.
For RFOC classes with 8 or fewer IPs, Safety Training may be offered as a self-study course, as described below:
       A.  AAA/DDD will check if the IP has a copy of the Safety manual.  If not, the AAA/DDD will send the IP’s name to the HCQA.      
       B.  HCQA will send Safety manual and on-line course information.

       C.  IP will complete Safety Training and send attestation form to AAA/DDD.

       D.  AAA/DDD will track completion of the Safety Training.
       E.  AAA/DDD will authorize 4 hours of Safety Training to the IPs.

       F.  AAA/DDD will bill ADSA for 4 hours of Safety Training self-study tuition.

       G.  AAA/DDD will send completed attestation forms to HCQA.

       H.  AAA/DDD will terminate payment to providers who do not meet the120 day training requirement.

4.  Process for new Individual Providers taking Safety Training with Modified Fundamentals of Caregiving (MFOC):

A.  AAA/DDD will check if the IP has the Safety Manual or if the IP has completed the Safety Training.  If not, AAA/DDD will send the IP’s name to HCQA.

B.
HCQA/designee will send the IP the Safety manual and on-line course information.  
C.
IP will submit the attestation of completion for the Safety Training to AAA/DDD when the IP returns for the MFOC test. 
D.
AAA/DDD will pay IP for 7 hours of class time for MFOC and 4 hours for Safety Training.

E.
AAA/DDD will bill ADSA for 7 hours of MFOC and 4 hours of Safety Training self-study course.
F.
 AAA/DDD will send completed attestation forms to HCQA. 


      G.  AAA/DDD will terminate payment to providers who do not meet the 

120 day training requirement.
5.  Process for Existing Individual Providers who did not complete Safety Training in Phase 1:
A.  As in Phase 1, HCQA will continue to send the Safety Manual to existing IPs. 
B.  AAAs and DDD case managers will refer questions regarding Safety Training to the HCQA.

C.  Existing IPs may obtain IP Safety Training either through the HCQA or by attending an IP Safety Training held with a RFOC course.

 (1) HCQA will provide the IP Safety Training through a self-study course, either by workbook or on-line.
       (i) IPs choosing to complete the training requirement by reading the manual, will read the manual and return the signed attestation form to HCQA.
       (ii) IPs who complete the training on-line will follow the directions provided by HCQA.
 (2)  AAAs may offer IP Safety Training to existing providers in the IP Safety Trainings being held with the RFOC

D.  HCQA will track completion of Safety Training for both formats as described above. 
E.  HCQA will send a list of IPs who completed the Safety Training, including provider name and number, name of program (i.e. Aging, DDD, CA) provider works for, and name of client provider works for, to ADSA Headquarters.
F.   ADSA Headquarters will complete the SSPS authorization (14-154) to pay the IPs for the 4 hours of class time.

G.  ADSA will send copies of the SSPS 14-154s weekly to the field offices for documentation and filing in the client file. 

H.  HCQA will send lists, on a quarterly basis, to the AAA reporting units, of IPs who have not yet met the December 31, 2006 requirement for IP Safety Training. 
I.   AAA/DDD will terminate payment to IPs who do not meet the training requirement by December 31, 2006.[image: image1.png]
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