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D06-061– Procedure

August 3, 2006
	TO: 
	Division of Developmental Disabilities (DDD)

Home and Community Services (HCS)

Management Services Division (MSD)

	FROM:
	Linda Rolfe, Director, Developmental Disabilities Division

Bill Moss, Director, Home and Community Services

Kathy Marshall, Director, Management Services Division

	SUBJECT: 
	CONTRACT MONITORING

	Purpose:
	To provide program managers with a copy of the new Contract Monitoring Policy for ADSA and to inform them of the timeline for full compliance with this policy. 

	Background:
	DSHS Office of Review and Consultation (ORC) audited ADSA against the requirements of DSHS Administrative Policy 13.11 Contract Monitoring.  ORC determined that ADSA was not in full compliance with the Policy.  

DSHS Administrative Policy 13.11 requires:

· All Administrations must develop contractor performance-monitoring guidelines with internal policies and procedures consistent with 13.11.

· Designate staff that is responsible to carry out the responsibility of the tasks outlined in the guidelines and procedures.

· Identify staff that is responsible to enter monitoring data into the Agency Contracts Database (ACD).

· Indicate who is to take mandatory training as required by policy and RCW 39.29.120.

	What’s new, changed, or

Clarified
	In compliance with DSHS Administrative Policy 13.11, ADSA Policy 7.02 will now reflect requirements for all ADSA divisions.


	ACTION:
	In compliance with the ADSA Corrective Action Plan, the following actions are required:

By 8-1-2006 

Assistant Secretary or designee will designate staff responsible for monitoring contractor performance and who must enter into the ACD (see Policy 7.02, Attachment A).  A copy of this list will be sent to Management Services Division.
By 8-10-06

Management Services Division will:

· Forward a copy of the list of designated staff to Central Contracts Services; and 
· If requested, assist designated staff to meet policy requirements.  

By 9-30-06 

Designated staff will complete the Risk Assessment Worksheet for each type of contracted service which they oversee.

Designated staff will track all contract monitoring activities using the ACD

By 9-30-06

Designated staff will begin recording monitoring plans in the ACD

By 10-31-06 

Designated staff will complete all required training



	Related 
REFERENCES:
	RCW 39.29
DSHS Administrative Policy 13.11


	ATTACHMENT(S):   
	
[image: image1.emf]7 02 Contract  Monitoring 6-8-06.doc



	CONTACT(S):
	Christy Hoosier      360-725-3209

April Boze-Hasset  360-725-2387

Sandra Daniel        360-725-2385


_1211961047.doc
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______________________________________________________________________________


TITLE:
CONTRACT MONITORING
POLICY 7.02


______________________________________________________________________________


Authority:
RCW 39.29



DSHS Administrative Policy 13.11, General Contract Monitoring

PURPOSE


This policy establishes guidelines and procedures for the monitoring of contracts within the Aging and Disability Services Administration (ADSA).  Contract monitoring is intended to ensure that ADSA is receiving goods and services for which it paid and that contractors provide services in accordance with the provisions of the contract.  It also serves the purpose of detecting potential problems before they arise to the level of major concern for either the contractor or the department.


SCOPE


This policy applies to all ADSA organizational units.  This policy covers client and personal service contracts, purchased service contracts, data sharing agreements and interlocal agreements including Indian Nation and Tribal agreements.


ADDITIONAL GUIDANCE


For further information or additional guidance, please refer to the following ADSA and DSHS Administrative Policies:


7.10 Contract Management


13.11 DSHS Administrative Policy, Contract Monitoring


DEFINITIONS


Administration means Aging and Disability Services Administration within the Department of Social & Health Services.


Agency Contracts Database (ACD) is the DSHS information system used for the creation, tracking and monitoring of all DSHS client service, purchased service, personal service contracts, and interlocal agreements.  The ACD provides an efficient means for authorized staff to produce legally sufficient contracts, consistent in form and content.


Central Contract Services (CCS) means the DSHS Office of Legal Affairs, Central Contract Services, or successor section or office.


Certificate of Insurance (COI) is a document providing evidence that the contractor has purchased appropriate types and limits of insurance for the services provided.  Insurance transfers the financial and legal responsibility from DSHS to the contractor.


Client Service Contract means a contract for services provided directly to DSHS clients.  Examples of client services include: medical and dental services; employment and training programs; and residential care. (See RCW 39.29.006(2)).  Client services are exempt from the competitive procurement and filing requirements of Chapter 39.29RCW.


Contract Management means day to day activities related to contracting out of goods or services, including contractor screening, contractor selection, contract preparation, and monitoring contractor performance.


Corrective Action means an informal administrative process to assist or guide contractors when a problem with contract compliance is identified.


Data Sharing Agreement means any agreement between the department and one or more external entities for the sharing and safeguarding of electronic data.  Data sharing agreement does not mean an agreement to lease or purchase computers or other IT equipment.


Interlocal Agreement means a contract or agreement between DSHS and any public agency, political subdivision, or unit of local government including, but not limited to: municipal corporations, quasi-municipal corporations, counties, special purpose districts, and local service districts; agency of state government; any agency of the United States; any Indian Nation recognized as such by the federal government; and any political subdivision of another state.  The contract may acquire goods or services or both.  Chapter 39.34 RCW, Interlocal Cooperative Act, governs Interlocal Agreements.


Performance Monitoring includes any planned and ongoing or periodic activity carried out by staff designated responsible by their Administrations for monitoring contractors that measures and ensures contractor compliance with the terms, conditions, and requirements of the contract.  The planned activities may include responding to unanticipated concerns or stakeholders’ complaints.


Performance-Monitoring Guidelines means an Administration’s internal policy and procedure document that identifies program risks, establishes performance-monitoring practices, and assigns staff to develop performance-monitoring plans and carry out monitoring activities.


Performance-Monitoring Plan means an Administration’s plan for ensuring contractor compliance with contract requirements.  The performance-monitoring plan must be based on a written risk assessment and recorded in the ACD.


Personal Service Contract means a contract for services that are provided to DSHS and that accomplish a specific study, project, task, or other scope of work.  (See Chapter 39.29 RCW.)  This term does not include purchased services, as defined in RCW 43.19.190 or 43.105.041.


Purchased Service Contract means a contract for services or goods that are provided to accomplish routine, continuing, and necessary functions.  These services include, but are not limited to: equipment maintenance and repair; janitorial services; security; computer hardware and software installation and maintenance; data entry; and programming services.  See Chapter 43.19 and 43.105 RCW.


Risk Assessment is the process of evaluating exposure to harm or loss that could arise from some activity associated with a contract for services.  This process is active throughout the entire life of the contract, beginning with the Administration’s pre-contracting process, continues through contractor selection, evaluating the contractor’s performance, and post-contracting factors such as the contractor’s record retention and/or data destruction. (Note: DSHS Administrative Policy 16.05 requires an annual Risk Assessment of Self-Evaluation for the purposes of maintaining internal controls over core business functions, Risk assessment, as defined in the policy, establishes requirements specific to monitoring contractor performance.)


Risk Factors associated with contracting are those that may increase the likelihood that the contractor will not:

· Meet the goals of the contract;


· Provide contracted services safely, effectively and efficiently;


· Protect DSHS and/or its clients from loss or injury;


· Provide reliable financial data regarding how contracted dollars are spent; and/or


· Comply with applicable laws, regulations, and defined policies and procedures.


Single Audit Act is a federal law administered by the Office of Management and Budget (http://www.whitehouse.gov/omb/circulars/a133/a133.html) that sets forth standards for obtaining consistency and uniformity among federal agencies for the audit of states, local governments, and non-profit organizations expending federal awards.  In relevant part, it requires state agencies (DSHS) to identify and monitor all federal awards from all sources, to have an annual audit.


Subrecipient means a non-federal entity that receives from a pass-through entity (DSHS) federal awards, and expends such funds to carry out a federal program but does not include and individual who is a recipient  of other federal awards received directly from a federal awarding agency.  (For further guidance on federal subrecipient status, contact the Office of Accounting Services.)


POLICY


A. Monitoring of Client Service Contracts, Personal Service Contracts, Purchased Service Contracts, Data Sharing Agreements, and Interlocal Agreements.


1. The Contracts Unit within Support Services - Management Service Division, will maintain this policy and the procedures necessary to ensure consistency with DSHS Administrative Policy 13.11.


a. Each ADSA Division must ensure its monitoring policies, practices, and procedures are consistent with this Administrative Policy.


b. ADSA Division Directors or their designees will identify staff or positions which are responsible for each of the required tasks outlined in this Policy.


2. Program Risk Assessment.  Each designated ADSA program manager will develop and conduct a risk assessment for each type of contracted service within their program oversight.  Including but not limited to: Intervention Services; Nurse Delegation and Residential Evaluators.  The Program Risk Assessments will identify risks presented specific to the service.  Examples are: the number of contracts; services that include care of children or vulnerable adults; total dollar value of services; years of experience; complexity of service being delivered; negative history with program or contractor. 



a. Program Managers will use their Program Risk Assessment to evaluate the risk of each type of service within their program. See sample – Attachment B.


b. Program Managers will maintain a copy of this Program Risk Assessment in their files as well as provide a copy to the Contract Unit for their files and reference.


c. Program Managers will review the risk assessments at least once every two years and update as required by legislative mandate or changes that arise within the program.


3. Performance-Monitoring Plans.  ADSA designated staff will create a Performance Monitoring Plan for the oversight of contracts/contractors for services within their programs.  See Attachment C.


a. The Program Performance-Monitoring plan must:


· Include a brief description of the services contracted and covered by the performance-monitoring plan;   


· Identify mandatory performance-monitoring activities; for example, site visits, invoice review, determining subrecipient status, complying with federal funding requirements, complying with licensing requirements, etc;


· Identify contractor specific performance-monitoring activities.  In determining the activities the responsible staff must:


(1) Consider risk factors that were identified in the risk assessment;


(2) Prioritize risks and the performance-monitoring activities necessary to address highest risks first; and


(3) Describe the frequency and method of performance-monitoring activities, for example, on-site reviews, billing documentation review, etc.


(4) Record performance-monitoring activities in the ACD if appropriate.

· Detail corrective action procedures.


4. Risk Assessment Tool and Performance Monitoring Tool.  The Contracts Unit will develop a sample template for a risk assessment tool and performance monitoring tool to be used for individual contracts and contractors.  See Samples Attachment D1 and D2.


a. Based on the Program Risk Assessment, designated program managers will develop tools for each of the services within their program.  If the program manager chooses to use a format different from the standard template they must include the same required elements.


b. Designated staff in accordance with the Contract Monitoring Plan will use tools for contracts they manage.


c. The risk assessment tool will be completed at the beginning of the contract cycle or as required in the Program Monitoring Plan.  During the contract cycle the level of risk for the contract/contractor may be raised or lowered based on a new evaluation or outcome of monitoring.


d. The Performance Monitoring Tool will be developed for each contract/contractor based on the Program Monitoring Plan and the result of the risk assessment.


e. Both tools will be kept in the contract file as well as recorded in the ACD (see section B.)


f. Programs that conduct 100 percent monitoring at least every two years are exempt from this requirement. 


B. Entering Performance-Monitoring Activities in the ACD


1. The Assistant Secretary or designee will designate, in writing, staff responsible for monitoring contractor performance and who must enter into the ACD all: 


a. Performance Monitoring Plans.


b. Performance-monitoring activities, using the Monitoring Screen, for each contract designated in the Administration’s Risk Assessment and Performance Monitoring Plan.


c. Criminal history background checks, using the Checks Screen.


d. Insurance coverage, using the Insurance Screen 


e. Social Service Provider number. 


f. Federal Subrecepients (Yes/No field), CFDA Number(s) and Financial Screen.

g. Other monitoring activities including but not limited to: 


· License renewal


· Training requirements being met

2. Each ADSA Division will submit to the Contracts Unit a list of designated staff with responsibility for carrying out contractor performance-monitoring activities annually.  The Contracts Unit will submit this information to CCS as required in Policy 13.11.  See Attachment A.


C. Corrective Action


The Risk Assessment and Monitoring Plan must clearly identify appropriate corrective action steps.  The following formal corrective action options available to Divisions include:


1. Corrective Action Plans.


2. Suspend placement or referral of clients.


3. Withhold payment or collect overpayment through the DSHS Office of Financial Recovery. (See DSHS Administration Policy 10.02)


4. Terminate the contract for convenience, after consultation with CCS and the Administration’s AAG.


5. Terminate the contract for default (all terminations for default are conducted by CCS)


6. Request CCS to make a referral to the Division of Fraud Investigation.  (See DSHS Administrative Policy 10.06)


D. Consultation and Training


CCS offers training for the staff of DSHS.  This training can be viewed on the Contracts Academy page at the following CCS web site http://asd.dshs.wa.gov/CCS 


1. Designated staff who are identified as persons who have monitoring responsibilities must complete the following training:


· Contract Monitoring


· Contract Management; and


· ACD Training


2. Training for designated staff must be monitored for completion by the Contracts Unit.


E. Exemptions to this Policy


1. Contracted Entities and their subcontracts are not subject to this policy.


2. Area Agencies on Aging will continue to be responsible for tracking contract monitoring activities for waiver contracts they oversee within their current tracking system.


3. Licensors/Inspectors will continue to be responsible for tracking contract monitoring activities within the RCS data system related to nursing homes, boarding homes and adult family homes.

F. Exceptions to this Policy


An exception to this policy requirement may be approved by the DSHS Central Contracts Services Contract Administrator. The request must be in writing detailing the justification for the exception.

ATTACHMENT A


Sample


PROGRAM MANAGERS AND DESIGNATED STAFF


1. ADSA Program Managers – these staff are responsible for program oversight and required to develop and conduct:


· Program Risk Assessment


· Performance Monitoring Plan


· Risk Assessment Tool


· Performance Monitoring Tool


		DIVISION

		NAME

		PROGRAM

		IS STAFF REQUIRED TO ENTERED DATA INTO THE ACD?  Y/N and What



		HCS

		Nurse Betty

		Private Duty Nursing

		Yes – 

Performance-Monitoring Plan


Monitoring Activities



		

		

		

		



		

		

		

		



		

		

		

		





2. ADSA Designated Staff – these staff are responsible for assessing risk and monitoring individual contractors and contracts for compliance and required to:


· Risk Assessment Tool 


· Performance Monitoring Tool


		DIVISION

		NAME

		PROGRAM

		IS STAFF REQUIRED TO ENTERED DATA INTO THE ACD?  Y/N



		DDD 

		Residential Bob

		Residential Svc

		Yes – Monitoring Activities






		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





3. ADSA Designated Staff who are responsible to monitor the financial aspects of the contracts are:


		DIVISION

		NAME

		PROGRAM

		IS STAFF REQUIRED TO ENTERED DATA INTO THE ACD?  Y/N



		MSD

		Susie watch the dollars

		Support for multiple

		No



		

		

		

		



		

		

		

		



		

		

		

		





4. ADSA Designated Staff who are responsible to create new contracts including managing renewals of current contracts are:


		DIVISION

		NAME

		PROGRAM

		IS STAFF REQUIRED TO ENTERED DATA INTO THE ACD?  Y/N



		MSD

		Mary go down the ACD path

		Support for multiple

		Yes – 


Insurance Information


Financial Codes


Background Check


Training compliance



		

		

		

		



		

		

		

		



		

		

		

		





TRAINING REQUIREMENTS FOR PROGRAM MANAGERS and DESINATED STAFF


· Contract Management (If staff only manages Individual Provider Contracts they may substitute with “Managing Individual Provider Contracts”; and 


· Contract Monitoring.


If staff enters data into the ACD they must complete:


· ACD Training.


Training can be requested from the Central Contracts Service website.  http://asd.dshs.wa.gov/CCS/CCS-academy.htm

ATTACHMENT B

SAMPLE


ADSA Program Services Risk Assessment Worksheet


Program Services: 




Effective Start Date:

 End Date:




Completed By: ______________________________


Risk Assessment Type:
   FORMCHECKBOX 
 Initial
 FORMCHECKBOX 
 Renewal           Date: 





Personal Service:  FORMCHECKBOX 


Client Service:  FORMCHECKBOX 


Interlocal/Indian Nation/County: FORMCHECKBOX 


		Instructions:


1. Only enter the risk value next to the risk factor if it pertains to this contractor and contract.


2. Add the risk values and enter the total score below.


3. Using the scoring system to the right, place (X) in the appropriate box below indicating risk level.


4. Place (X) in appropriate box indicating if assessment is for screening purposes, initial or revised.


5. Then Place (X) in the box corresponding to the appropriate monitoring plan at bottom of form.

		Scoring

1 – 6 = Low


7 – 12 = Medium


13 or > = High





		Contractor Risk Factors & Assigned Risk Values

		Risk Value


(0-3)

		Response Strategies


(Possible Action Steps in a Monitoring Plan)



		High profile or negative press (2)


Media interest or outside inquiry.

		

		Determine the program and fiscal implications of negative press.  May need to temporarily suspend contract activity. i.e. limit referrals if client health and safety compromised.



		Client health & safety (direct client care) (3) 

		

		Include client service quality control monitoring methods into contract.



		New Service (2)

		

		If new, determine whether agency staff and contractor staff maintain sufficient understanding of the rules.  May expand planned technical assistance.



		Complexity of Contracted Services (2)

		

		Same as above



		Representative payee or other conflict of interest issues (2)

		

		Determine if sound fiscal system in place.  Ensure no conflict of interest.



		Insurance Requirements

		

		



		Multiple funding sources (1)


(Do the contractors typically receive additional funds for similar services?)

		

		Identify other state contracts and program managers.  Discuss services with other program managers to determine risk of multiple payments for same or similar services.



		Are Reports required

		

		



		Services provided to clients in a clinical setting or in presence of care givers

		

		



		How vulnerable are the clients served by the program? ( )

		

		Define family dynamics, severity of disability (i.e. verbal/non-verbal, mobility)



		Other Risk Factors & Assigned Risk Values

		

		



		Total Score

		

		                    = Risk level  FORMCHECKBOX 
 Low  FORMCHECKBOX 
 Medium  FORMCHECKBOX 
 High



		Comments:








ATTACHMENT C


SAMPLE


Aging and Disability Service Administration (ADSA)


PERFORMANCE MONITORING PLAN


__________________ program

SFY/FFY 2006


Plan Written By:


Implementation Date:


Date of Next Review:


CONTRACTED SERVICES: (brief description of the type of services contracted and covered by the performance-monitoring plan)


ADSA ___________ program conducted a risk assessment of the services provided within this program.  This Monitoring Plan is based on the outcome of that program risk assessment.  This monitoring plan covers statewide ____________ contracts for State Fiscal year 2005.  __________ contracts provide a wide range of services (provide brief description of services under your program; any specific information regarding number of contract; who you serve, insurance requirements)

MONITORING – Mandatory Activities: (identify mandatory performance-monitoring activities that you provide for all of your contracts; for example, background checks, receipt of insurance certificate, invoice review, determining subrecipient status, complying with federal funding requirements, complying with licensing requirements, etc,)  


MONITORING – Contractor Specific Monitoring Activities (this would be based on the level of risk associated with a provider (high, medium or low) and activities that would minimize those risks):

In determining the activities the responsible staff must:


· Identify risk factors that were considered in the in the Program Service Risk Assessment;


· Prioritize risks and the performance-monitoring activities necessary to address highest risks first; 


· Describe the frequency and method of performance-monitoring activities, for example, on-site review, billing documentation review, etc.; and 


· Record performance-monitoring activities in the ACD.


CORRECTIVE ACTION:


In many circumstances, performance monitoring may enable the responsible Administration to identify problems early and take appropriate action allowing the contractor opportunity to correct the deficiency. There may be instances, however, in which the contractor fails to comply or, under egregious circumstances, it may not be advisable to extend to the contractor an opportunity to comply. Administrations have the following formal corrective action options:


· Suspend placement or referral of clients

· Withhold payment or collect overpayment through the DSHS Office of Financial Recovery. (See DSHS Administrative Policy 10.02.)

· Terminate the contract for convenience, after consultation with CCS and the Administration’s AAG.

· Terminate the contract for default. (All terminations for default are conducted by CCS.)

· Request CCS to make a referral to the Division of Fraud Investigation. (See DSHS Administrative Policy 10.06.)

MONITORING TRAINING


Administrative Policy 13.11 requires all staff that monitor contractor performance are trained adequately, to include successful completion of all relevant CCS Contracts Academy training.


ATTACHMENT (copies of completed program service(s) risk assessment)


ATTACHMENT D-1


SAMPLE - ADSA Agency Contractor Risk Assessment Worksheet


Contractor Name: 



Contract #:


Start Date:

 End Date:




Risk Assessment Type:
   FORMCHECKBOX 
 Initial
 FORMCHECKBOX 
 Renewal           Date of On-Site Review: 





Personal Service:  FORMCHECKBOX 


Client Service:  FORMCHECKBOX 


Interlocal/Indian Nation/County: FORMCHECKBOX 


		Instructions:


6. Only enter the risk value next to the risk factor if it pertains to this contractor and contract.


7. Add the risk values and enter the total score below.


8. Using the scoring system to the right, place (X) in the appropriate box below indicating risk level.


9. Place (X) in appropriate box indicating if assessment is for screening purposes, initial or revised.


10. Then Place (X) in the box corresponding to the appropriate monitoring plan at bottom of form.

		Scoring

1 – 5 = Low


6 – 12 = Medium


13 or > = High





		Contractor Risk Factors & Assigned Risk Values

		Risk Value


(1-3)

		Response Strategies


(Possible Action Steps in a Monitoring Plan)



		Unresolved client or agency complaints (3) (# from all sources)

		

		Determine if corrective action was taken & outcome.  If possible, identify the nature of complaints and if contractually based?



		Client health & safety (direct client care) (3) 

		

		Include client service quality control monitoring methods into contract.



		New Contractor (2)

		

		If new, determine whether agency staff and contractor staff maintain sufficient understanding of the rules.  May expand planned technical assistance.



		No client visit in the past year (2)

For 23º direct care responsibility

		

		Conduct site visit within 90 days.  If have multiple funding, contact other contracting sources to determine if they have monitored & the results.



		Billing & audit findings (2)

		

		Are audit findings resolved and new internal controls in place?  Consider additional technical assistance, more frequent monitoring and requiring additional performance reports when approving invoices.



		High profile or negative press (2)


Media interest or outside inquiry.

		

		Determine the program and fiscal implications of negative press.  May need to temporarily suspend contract activity. i.e. limit referrals if client health and safety compromised.



		Past known performance problems. (2)


(What is their performance history?) Are they certified and if so for how long?

		

		If performance history is poor, determine whether an alternative contractor would be appropriate.  If not, plan on additional technical assistance to contractor and more frequent on-site monitoring.



		Complexity of Contracted Services (2)

		

		Same as above



		Representative payee or other conflict of interest issues (2)

		

		Determine if sound fiscal system in place.  Ensure no conflict of interest.



		Can they get insurance. Explain (2)

		

		



		Significant staff turnover (60%) (1)


Is the provider the sole contact for client?




		

		Has there been frequent/high turnover of contractor management, or key program personnel?  Has the contractor experienced a recent rapid growth or downsizing?  Has the contractor experienced reorganization with the last 12 months?  Has the contractor changed major subcontractors recently?  Assess what impact these changes may have on the contract.



		Multiple funding sources (1)


(Is the contractor receiving additional funds for similar services?)

		

		Identify other state contracts and program managers.  Discuss services with other program managers to determine risk of multiple payments for same or similar services.



		Dollar amount over $200, 000. (1) 

		

		Determine whether large and many state contracts enhance or detracts from sound fiscal system.



		New Contract/Amendment (1)

		

		Determine whether agency staff and contractor staff maintain sufficient understanding of the rules.  May expand planned technical assistance.



		Number of Incident Reports (1)

		

		



		Patterned refusal of services to a client in the past twelve months. ( )

		

		



		How vulnerable are the clients served by the program? ( )

		

		Define family dynamics, severity of disability (i.e. verbal/non-verbal, mobility)



		Size of agency (  ) 




		

		Agency providing services in multiple regions.



		Other Risk Factors & Assigned Risk Values

		

		



		Total Score

		

		                    = Risk level  FORMCHECKBOX 
 Low  FORMCHECKBOX 
 Medium  FORMCHECKBOX 
 High



		Comments:








Form Completed By: 


           
Title:    



Date: 





ATTACHMENT D-2


SAMPLE ADSA Sole Proprietor/Individual Provider Risk Assessment Worksheet


Contractor Name: 



Contract #:


Start Date:

 End Date:




 FORMCHECKBOX 
  Renewal No Known Concerns

 FORMCHECKBOX 
  Known Concerns (complete form)


 FORMCHECKBOX 
  New

		Instructions:


11. Only enter the risk value next to the risk factor if it pertains to this contractor and contract.


12. Add the risk values and enter the total score below.


13. Using the scoring system to the right, place (X) in the appropriate box below indicating risk level.


14. Place (X) in appropriate box indicating if assessment is for screening purposes, initial or revised.


15. Then Place (X) in the box corresponding to the appropriate monitoring plan at bottom of form.

		Scoring

1 – 5 = Low


6-12 = Medium


13 or > = High





		Contractor Risk Factors & Assigned Risk Values

		Risk Value


(0-3)

		Response Strategies


(Possible Action Steps in a Monitoring Plan)



		Unresolved client complaints. (3)

		

		Determine if corrective action was taken & outcome.  If possible, identify the nature of complaints and if contractually based?



		Total hours authorized over 184 per month. (3)

		

		Determine if services are to be provided on a one to one basis. If they are, determine need to suspend, reduce, or limit referrals. Consider more frequent monitoring and requiring additional performance reports when approving invoices.  



		Client health & safety concerns (direct client care) (3) 

		

		How vulnerable are the clients serviced by the IP contractor?  Determine if any other oversight is in the home, if not consider more frequent monitoring.  Consider additional technical assistance.



		Representative Payee for clients being served by IP Contractor. 


(3) Non parent (1) Parent

		

		Determine if any other oversight is in the home of the client if not, consider more frequent monitoring.



		Provides on-going in home services and no home visit to client in past 2 years (2)

		

		Conduct home visit within 90 days.  If have multiple Case Resource Managers (CRM) authorizing services, contact all CRMs authorizing services to determine if they have done a home visit to clients & the results.



		Has been dropped by a client in the past year. (2)

		

		Assess why client asked for the change. If possible, identify the nature of issues and if contractually based?



		Recent (within 1 yr) billing & audit errors or findings (2)

		

		Are audit findings resolved?  Consider additional technical assistance, more frequent monitoring and requiring additional performance reports when approving invoices.



		High profile, negative press, or media interest  (2)

		

		Determine the program and fiscal implications of negative press.  May need to temporarily suspend contract activity i.e., limit referrals if client health and safety compromised.



		Past or current known performance problems. (2)


(What is their performance history?)

		

		If performance history is poor, determine whether an alternative IP contractor would be appropriate.  If not, plan on additional technical assistance to IP contractor and more frequent on-site monitoring. Licensing requirements.  Over 184 hours in a month, specific to W-2 wages.



		Works 20 hours or more per week for an employer in the community. (2)

		

		If working over 20 hours, determine need to suspend, reduce, or limit referrals. Consider more frequent monitoring and requiring additional performance reports when approving invoices.



		Consistently serves more that 3 clients (2)

		 

		Consider more frequent monitoring and requiring additional performance reports when approving invoices.



		Multiple contracted services outside of IP Services (2)

		

		Determine whether IP contractor maintains sufficient understanding of the rules for each type of service provided.  May expand planned technical assistance.



		New IP Contractor (1)

		

		If new, determine whether IP contractor maintains sufficient understanding of the rules.  May expand planned technical assistance.



		Passed the required background check after additional regional review (1)

		

		Consider more frequent monitoring and requiring additional performance reports when approving invoices.



		Negative References (1)

		

		



		Other Risk Factors: ( )


Explain and assign value

		

		



		Total Score

		

		                    = Risk level  FORMCHECKBOX 
 Low  FORMCHECKBOX 
 Medium  FORMCHECKBOX 
 High



		Comments:







Form Completed By: 






Date: 





Risk Assessment Type:  FORMCHECKBOX 
 Pre-screening  FORMCHECKBOX 
 Initial  FORMCHECKBOX 
 Revised           Date of On-Site Review: 




�
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