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H12-049 – Procedure
July 6, 2012
[bookmark: _GoBack] 

	TO: 
	Division of Developmental Disabilities (DDD) Regional Administrators
Home and Community Services (HCS) Division Regional Administrators
Area Agency on Aging (AAA) Directors

	FROM:
	Bill Moss, Director, Home and Community Services Division
Linda Rolfe, Director, Division of Developmental Disabilities

	SUBJECT: 
	Background Check and Fingerprint Tracking for Individual Providers (IPs) who are associated with the Home Care Referral Registry (HCRR).  

	PURPOSE:
	1. To clarify the process that is used by HCRRs for fingerprint-based background checks, and 
2. To inform AAA, DDD, and HCS staff about the process to follow when a client hires an HCRR IP.   

	BACKGROUND: 
	The HCRR is a web-based tool that connects Washington State residents who receive publicly-funded, in-home care services with pre-screened and pre-qualified IPs.  

IPs must begin the fingerprint-based background check as part of the pre-screening and contracting process before they can be enrolled on the Referral Registry. 

HCRR procedures have recently changed in order to comply with new fingerprint-based background check requirements.  These procedures clarify the steps HCRR staff take when a client wants to hire an HCRR IP and what steps AAA, DDD, and HCS staff take to support timely authorization by case management and minimize delays to client services. 

	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	· All non-exempt, new IPs requesting enrollment on the Referral Registry must submit a fingerprint-based background authorization form (BAF) to the Background Check Central Unit (BCCU).  BCCU will complete a name and date of birth background check and send an Interim Results letter.  The Interim Results letter will generate an OCA number, which is required in order to complete the fingerprint-based portion of the background check. 
· HCRR will ensure that the IP schedules a fingerprint appointment and will track the IP to ensure compliance with the 120-day provisional hire period.  Corresponding determinations or decisions regarding IP eligibility, based on the fingerprint results, will be sent to the appropriate AAA, DDD or HCS staff.

	ACTION:
	Effective Immediately:
HCRR Responsibilities:
· After HCRR receives the Interim Results letter, including the OCA# from BCCU, HCRR may enroll eligible IPs on the Referral Registry.  Training and contracting processes will also be initiated in order for the IP to become worker-ready as quickly as possible.
· HCRR will discuss the importance of the following items with the IP:
· The OCA# required for the fingerprint application; 
· Keeping the fingerprint appointment;
· Completing training within the required timelines; and 
· Completing the DOH application and testing for certification.  

· Once the client is matched, the HCRR will ensure the new IP completes Orientation and Safety Training. 
· When a client has chosen an IP from the registry, HCRR  will access  the MorphoTrust  Enrollment website (formerly L-1) and assist the IP in scheduling a fingerprint appointment.  A copy of the fingerprint appointment form must be included in the provider file that the HCRR sends to AAA, DDD, or HCS. 
· HCRR will follow-up with the IP following the fingerprint appointment and will request receipt/verification that prints were taken within the 120-day provisional period. 
· A copy of the IP’s print receipt and any corresponding Character, Competence and Suitability (CC&S) decision or other determination based on results, will be sent to the appropriate AAA, DDD or HCS staff.

AAA/DDD/HCS Case Management Responsibilities:  
· When a client wants to hire an HCRR-based IP, AAA, DDD, or HCS staff will request the provider file from the HCRR.  The file will contain:
· A copy of the Fingerprint Appointment form;
· The Interim Results letter;
· An executed contract;
· Verification that the IP has completed Orientation and Safety Training.   

· AAA, DDD, or HCS staff may authorize payment for services to IPs that have an Interim Results letter and related OCA# and are actively enrolled on the Referral Registry while waiting for the outcome of the fingerprint portion of the background check. 
· AAA, DDD or HCS staff must not initiate a new fingerprint-based background check  through BCCU or try to generate another OCA number.  It will be rejected because an Interim Results letter has already been initiated through the HCRR.   


	RELATED 
REFERENCES:
	Additional Resources and Information:
http://www.aasa.dshs.wa.gov/Professional/training/background/default.htm 
Engrossed Substitute House Bill 2314
RCW 43.43.837
RCW 43.20A.710
Chapter 74.39A RCW                

	













CONTACT(S):




	
Related Management Bulletins: 
· 01/12/12: H12-006: Changes to Background Check Requirements for Individual Providers (IPs) and Medicaid Homecare Agency (HCA) Providers 
· 05/01/12: H12-027: Governor Gregoire signs ESHB 2314 Updating Initiative 1163 Requirements for Homecare Agencies
· 12/19/11: H11-066: Implementation of Long-term Care Worker Training Requirements, Home Care Aide Certifications, SSPS Codes, and FBI Background Checks 



Lisa Livingston, Program Manager, Home Care Referral Registry
livinlm@dshs.wa.gov 
(360) 725-2572

Vicki Payne, Program Manager,  Home Care Referral Registry
 PayneVL@dshs.wa.gov 
 (360) 725-2573

Sue McDonough, Program Manager, HCS
mcdonsc@dshs.wa.gov                          
(360) 725-2533

 Debbie Roberts, Personal Care Program Manager, DDD
 roberdx@dshs.wa.gov 
 (360) 725-3525

 Meredith Kelly, Program Manager, DDD
 KellyMJ@dshs.wa.gov 
 (360)725-3415
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