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H13-022 – Procedure
March 29, 2013
	TO: 
	Area Agency on Aging (AAA) Directors
Home and Community Services Division (HCS) Regional Administrators

	FROM:
	Bea Rector, Interim Director, Home and Community Services Division

	SUBJECT: 
	Update to Implementation of Document Management System (DMS) Phase 2: Changes to DSHS Forms and Processing of Electronic Records

	Purpose:
	To inform staff of required standardized forms and changes to forms processing as a result of the move to electronic social service files. 

	Background:             
	DMS Phase 2 rollout for HCS Social Service long-term care (LTC) files began September 24, 2012 and was completed with the addition of all AAA offices on February 14, 2013. Prior to electronic social service files, paper files for LTC clients were maintained by both offices. With the completion of the DMS rollout, the Department has standardized frequently used forms and made changes to forms processing to improve efficiency in electronic imaging.  


	What’s new, changed, or

Clarified

 
	New DSHS forms have been created and instructions for processing other documents clarified. 
Effective immediately, use the form version identified in this MB for forms listed below. These are also available on the DSHS forms website. 
Formerly, SSPS Payment Adjustments requiring corrections were mailed to field offices in campus envelopes. Beginning immediately, documents requiring correction will be sent directly to Hub Imaging Unit (HIU) and HCS and AAA staff will receive notification as a Barcode assignment.
If the form type is not identified on the LTC Social Service Document Type List available, on the DMS SharePoint site, add the Client Name and ACES ID Number to the document or complete a document cover sheet, which is also available at the link above, prior to sending it to HIU for imaging.
The Service Summary is not maintained as a historical record in CARE so HCS and AAA staff should send complete versions of this document to HIU for imaging.

The Character, Competence and Suitability Assessment now has a DSHS number, (DSHS 10-468) but does not need to be imaged if documented in an SER.  
The Specialized Dementia Eligibility Checklist also has a DSHS number (14-534) but does not need to be imaged because it is maintained at headquarters with approval for SDCP placement posted in the client SER.

	ACTION:                       

	Effective immediately, the following forms must be used by all field offices:

DSHS  16-172 –  Rights and Responsibilities (revised)
DSHS  07-081 –  Participation Reimbursement (revised)

DSHS  06-164 –  Notification of Wrong Program Service Code (new form)
DSHS  10-469 –  Notice to Clients Who Employ an Individual Provider (new form)
DSHS  10-467 –  Copy/Design - Folstein’s (new form)


	Related 
REFERENCES:
	Refer to new MB H013 - 021 English and Translated Documents dated March 29, 2013 which clarifies when English and translated documents should be filed and sent together.  

	ATTACHMENT(S):  
	MB H13-021, DMS Submittal of Translated Forms:

[image: image1.emf]H13-021 DMS and  LEP client documents.doc



	CONTACT(S):


	Judi Plesha, DMS Representative for HCS Policy Unit

(360) 725-2370

pleshjm@dshs.wa.gov
Joyce Schmidt, HCS IT Liaison 

(360) 725-2431

schmije@dshs.wa.gov
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H13-021– Policy and Procedure 

 March 29, 2013

		TO: 

		Home and Community Services (HCS) Division Regional Administrators 

Area Agencies on Aging (AAA) Directors



		FROM:

		Bea Rector, Interim Director, Home and Community Services Division





		SUBJECT: 

		Document Management System (DMS): Submittal of Translated Forms



		Purpose:

		To clarify when English and translated documents should be filed and sent together to the Document Management System (DMS). To clarify the process for sending and gathering client signatures on documents.



		Background:

		There has been confusion regarding when to send English and translated versions of documents together to Limited English Proficient (LEP) clients and to DMS.  



		What’s new, changed, or


Clarified


 

		When sending documents to the DMS Hub Imaging Unit (HIU), staff must send English and translated versions together of all documents with the exception of the CARE documents listed below. These documents do not have to be sent in English and may be sent in the translated version only: 

· Assessment details;

· CARE Results;

· Planned Action Notices for Providers and Services;

· Personal Care Results Comparison (PCRC) – In-home and Residential.

There is not a historical record of the Service Summary in CARE, so this document must be sent in English along with the translation to DMS. While the translated version of documents is sometimes signed by the client, the English versions of all documents are the official versions and must be signed by the LEP client. 





		ACTION:

		Effective immediately, field staff must send the English and translated versions of all correspondence to LEP clients. Staff must have LEP clients sign the English version of forms that require signatures.  


English and translated versions of all DSHS forms, records and documents sent to DMS HIU will include the CARE Service Summary. 

HCS and AAA case management staff should be aware that there is a possibility they may be asked to provide CARE documents in English for cases transferred to the CSO.  When requested, forward the English version of documents located in CARE to the CSO worker following your local office procedures. 



		Related 

REFERENCES:

		



		ATTACHMENT(S):   

		



		CONTACT(S):

		Patty McDonald, ADA/LEP Program Manager 


(360) 725-2559

patty.mcdonald@dshs.wa.gov

Joyce Schmidt, HCS IT Liaison


(360) 725-2431


schmije@dshs.wa.gov

Peggy Rezac, Financial Program Analyst


(360) 725-2582


Peggy.rezac@dshs.wa.gov

Geri-Lyn McNeill, Care Coordination, Assessment and Service Planning Program Manager


(360) 725-2353


mcneigl@dshs.wa.gov 
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