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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Home and Community Services Division

PO Box 45600, Olympia, WA 98504-5600

HCS MANAGEMENT BULLETIN
H13-027 – Policy/Procedure
 May 2, 2013
	TO: 
	Area Agency on Aging (AAA) Directors 

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

Chanh Ly, Director, Management Services Division

	SUBJECT: 
	2013-2015 Aging and Disability Services (ADS) Program & Fiscal Monitoring of AAAs

	Purpose:
	To inform AAAs of the programs that will be monitored in 2013-2015 and the schedule and monitoring tools that will be utilized.

	Background:
	ADS is charged with monitoring AAA programs, which includes ensuring contract compliance with program and fiscal requirements.  Programs are selected for monitoring based upon the results of a risk assessment process.

	What’s new, changed, or

Clarified

 
	In 2013-2015, ADS will monitor:
· The Family Caregiver Support Program;
· Kinship Caregiver/Kinship Navigator Programs;
· Senior Farmer’s Market Nutrition Program;
· Contract management activities;
· Fiscal operations including Home Care Referral Registry (for those AAAs participating in that program);
· Senior Community Service Employment Program (SCSEP or Title V) for those AAAs participating in that program.
Monitoring will be conducted onsite per the attached schedule and will include file review and interview format.  The monitoring schedule is subject to change based on the result of the annual risk assessment. The monitoring visit will begin with an entrance interview.  The exit interview will be held at the end of the three-day site visit.  
Monitoring will be conducted using the attached monitoring tools, which are based upon current contracts, manuals, management bulletins, and program standards.  Tools may need to be revised during the three-year monitoring cycle.  If tools are revised, they will be provided prior to the visit and be appropriate to current contracts and policy.


	ACTION:
	Review the attached schedule. Two weeks prior to the monitoring, the AAA must submit to ADS:

· A list of all currently available FCSP services provided either directly by the AAA or through subcontracts by service category (e.g. Information, Assistance, Assessment and Coordination, Support Groups, Training, Counseling, Respite Care and Supplemental Services).  Indicate if particular services are not available in entire PSA. Indicate which services are subcontracted and the related reimbursement rates (hourly or session rates, etc.) for each service.

· A list of all Kinship subcontractors and vendors for the two-year period prior to the monitoring visit.  The list can be in any format as long as the following items are included: service area, service provided, and contracted unit rate (if applicable).
· List of all current subcontracts (Vendor name, type of contract, and dollar amount invoiced directly or through SSPS in previous SFY)
· Chart of Accounts

· Current organizational chart

· SCSEP (O3A, ALTCEW, Kitsap, Colville, SE, Yakama only)

· A list of active SCSEP participants and those who are in their follow-up period;
· A list of participants who will reach their durational limit within the next 12 months and the strategies you use to build a stable exit plan;
· Your SCSEP Emergency Plan.
During the monitoring, the AAA will have the following materials available for review on site:
Family Caregiver Support/Kinship Programs (FCSP/Kinship)
· AAA’s Internal Policies and Procedures;
· Documentation of staff qualifications (if services are provided directly by AAA);
· Provider/site listing by service category;
· Subcontracting records including subcontracts, documentation of monitoring activities, sample tools used for monitoring, schedule, corrective action plans, and follow-up on findings;
· Client files (ADSA will notify the AAA prior to visit of sample of client files to be reviewed);
· Sample participant surveys and participant feedback;
· Recorded client grievances.
Contract Management 
· AAA’s Internal Policies and Procedures;
· Job descriptions for staff with contract management; responsibilities.

· Schedule of procurements and monitoring;
· Access to all contracts, procurement, and monitoring documents;
· A sample of contracts will be determined prior to visit.
Senior Farmers Market Nutrition Program (SFMNP)
· Access to records documenting SFMNP participant eligibility and check distribution systems.
Fiscal Operations
· Accounting records, time sheets, payroll records and all pertinent back-up for the selected month’s billings, including the related BARS forms. (ADS will notify the AAA prior to the visit of the selected month);
· Last, single audit, management letters and any corrective action plans (if applicable);
· Accounting manual and/or policies/procedures manual
· Time study results (if applicable);
SCSEP (Title V)
· Complete participant files for both active participants and those in their follow-up year (including time sheets, IEPs, etc.)

· Host agency files 

Please reserve workspace for 3 to 6 staff during the monitoring visit and meeting space for the entrance and exit interviews. More specific workspace needs will be communicated prior to each visit.

	Related 
REFERENCES:
	Policy & Procedures Manual for AAA Operations
Older Americans Act

	ATTACHMENT(S):   
	2013-2015 AAA Monitoring Schedule:


[image: image1.emf]2013-2015 AAA  Monitoring Schedule.doc


Family Caregiver Monitoring Tool:
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Kinship Monitoring Tools:
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Contract Management Monitoring Tool:
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Senior Farmer’s Market Nutrition Program Monitoring Form:
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AAA Fiscal Monitoring Tool:
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SCSEP/Title V Monitoring Tool:
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	CONTACT(S):


	Program Monitoring:

Andrea Meewes Sanchez, AAA Unit Manager
(360) 725-2554
sanchAC@dshs.wa.gov 
Dana Allard-Webb, AAA Specialist/Monitoring Program Manager
(360) 725-2552

allarDR@dshs.wa.gov 

Fiscal Monitoring:

Patricia Draleau, Federal Compliance Manager

(509) 764-5660
dralepc@dshs.wa.gov
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Sheet1

		KINSHIP NAVIGATOR PROGRAM (KNP) MONITORING TOOL

		AAA:

		Date of Visit:

		ADSA Monitoring Staff Present

		REFERENCE		#		MONITORING ELEMENTS		MEETS POLICY? (Y/N)		COMMENTS		REQUIRED OR SUGGESTED ACTION		AAA RESPONSE



		Kinship Navigator Management Bulletins     H07-031 and H08-035             P&P Manual Chapter 5, Section II policy 2          		1		Describe the key strengths and/or innovative strategies, program highlights/successes involved with the KNP.		NA

				2		How is the program advertised to the public?  Where do most of the kinship referrals come from?

				3		Does the KNP have the capacity to serve non-English speaking kinship caregivers? If yes, how is this accomplished? 

				4		Is there a one full-time-equivalent (minimum) Kinship Navigator providing services throughout the AAA’s service area (exception NWRC)?

				5		Does the Kinship Navigator actively reach out and locate kinship care families in their service area with special attention on serving relatives with limited incomes and also those not involved in support group networks and/or in need of additional services? 

				6		Does the Navigator provides follow-up with kinship caregivers?

				7		Does the Navigator connect with a variety of public and private organizations to educate staff about the needs of kinship care families and the available resources and services available for this population?

				8		Does the Kinship Navigator pro-actively mediate with state agency staff and/or service providers (e.g., DSHS local office staff with Division of Children and Family Services, Economic Services' Community Services Offices,  Area Agencies on Aging, etc.) to make sure individual caregivers receive services for which they are eligible?  

				9		What are some of the AAA/subcontractor current challenges involved with operating the KNP?		NA

				10		What additional KNP related training/technical assistance do you request ADSA staff provide?		NA
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		Senior Farmers Market Nutrition Program		Y/N		Comments		Required/		Due Date

								Suggested Action

		Participant Eligibility

		Please describe your procedure for determining that participants are eligible for SFMNP?

		Operational

		What are the procedures you use for distribution of SFMNP vouchers?

		Are checks issues only to seniors certified by affidavit or signature?      

		Are all participants offered the standard benefit? 

		Does the agency have a complaint form and process available? 

		If Yes, how did the agency deal with the complaint?       

		Are the checks stored in a secure location?

		Are required reports submitted to ADSA in a timely manner?                          

		SFMNP RECORD KEEPING

		Please describe your recordkeeping process for SFMNP?

		OTHER

		What was your  redemption rate for past SFMNP calendar year?

		How do you monitor subcontactor implementation of SFMNP(if applicable)

		Do you have recommendations for  improvements to SFMNP?



		Notes or Comments









		Reviewers Signature:  ______________________________________

		Date:
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		2013-2015 AAA FISCAL MONITORING TOOL 

		AAA:

		Date of Visit:

		ADSA Monitoring Staff Present: 

		AAA Staff Present: 

		REF		MONITORING ELEMENTS								YES		NO		COMMENTS		REQUIIRED OR SUGGESTED ACTION, BEST PRACTICE		DUE DATE		AAA RESPONSE

				Prior Monitoring Visits

		MB H10-014		Were there findings or recommendations identified in the previous monitoring?

						If yes, was a corrective action plan implemented?

								If yes, describe the corrective action.

								If yes, what is the current status of the action plan?

								If no, why was no action taken?

				Previous Single Audits

		45		Date of last audit – 

		CFR

		92.26		For time period  –  



		Circular A-133		Were there any findings or was a management letter received during the AAA’s last single audit?  

						If yes, was a corrective action plan implemented?

								If yes, describe the corrective action.

								If yes, what is the current status of the action plan?

								If no, why was no action taken?

				Are there any outstanding corrective action plans or findings from audits prior to last year?

						If yes, what is the status?

				General

		45 CFR 92.20		Have there been any significant changes in fiscal management since the last visit?

				What accounting software does the AAA currently use?

				Have financial systems undergone any significant changes or updates since the last visit?

				Is there a written Accounting Manual? (review)

						If yes, are key accounting procedures clearly defined and outlined?

				Was a copy of the Chart of Accounts received?

				Obtain a copy of the financial reports for the period being monitored. 

						Does the report include both actual and budgeted financial information?

						Are expenditure in line with budgeted amounts?

				What processes are in place to ensure that provider contracts are not over expended?

				What processes are in place to ensure that funding sources are not over expended?

				Are the signature authority lists, for both contracts and billings up to date? (ADSA will bring a copy)

		45 CFR 93		Has the AAA used State or Federal funds to support any lobbying activities?

						If yes, please explain

				Accounts Payable

		45 CFR 92.21
92.22		Explain the AAA's invoice review and payment approval procedures.

				How does the AAA ensure that these procedures have been followed prior to processing payments? 

				Select a sample of AAA payments.  Are the procedures outlined above followed?

				Review the AAA's accounts payable aging report. Are payments made timely?

				Indirect Cost Rate

		2 CFR Part 225		Does the AAA have an indirect cost rate that is used when billing ADSA for administrative costs?

						If yes, explain how the indirect rate is applied.

						Track an indirect rate charge through to an ADSA billing. Is the rate applied according to the method described above?

						Is the indirect rate recorded and charged accurately?

				Cost Allocation

		2 CFR Part 225		Have any changes been made to the AAA's written cost allocation plan since it was last submitted to ADSA?

				List all Cost Pools used by the AAA to allocate costs.

						Track indirect costs from origination, through the selected cost pool(s), to the AAA’s billing to ADSA.  Do the transactions allocate costs in accordance with the written cost allocation plan?


						Are the expenditures recorded and charged accurately?


				Are timesheets/PAR used to track staff costs?

						If yes, are they continuous or on a sample basis?

								If on a sample basis, how is the sample derived/determined?

								If on a sample basis, what is the frequency of the data collection?

				Are all work categories clearly defined and consistently applied?

						How are category definitions conveyed to staff completing the timesheets/PAR? (e.g. written definitions)

				Are time sheets/PAR signed by the employees and approved by supervisor? 

						Select a sample of the time sheet/PAR and review for compliance.              

				If an employee works solely on a single award or cost center and does not submit an activity report, is certification made at least semi-annually? 

						If yes, select a sample and review for compliance.            

				Contract Management 

				Identify staff positions that are direct charged to TXIX Core Services Contract Management and non-TXIX contract management.

						Select one person and track their wage costs through the accounting records to the DSHS Allocated TXIX/Chore BARS, CSCM service line. Are costs recorded and charged accurately? 

						Select one person and track their wage costs through the accounting records to the Title 3B or SCSA BARS for non-TXIX contract management activities.  Are costs recorded and charged accurately? 

				Identify staff positions that are indirectly charged to Core Services Contract Management.

						Select one person and track their wage costs through the accounting records to the DSHS Allocated TXIX/Chore BARS, CSCM service line. Are costs recorded and charged accurately? 

				Family Caregiver Support Program (FCSP) both State (SFCSP) and Federal (Title 3E)

		OAA Part E		Does the AAA bill ADSA for FCSP Access & Support Activities? 

		MB H12-052				If yes, identify Access & Support expenditures and track through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

				Identify staff positions that have expenditures charged to FCSP Assessment/Coordination activities. 

						Select one person and track their wage costs through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

		WAC 388-106-1215 		Identify the AAA's contracted FCSP Respite Service providers.

		RCW 74.41				Select a respite provider and track the expenditures through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

						Are the respite expenditures for clients required to pay participation billed to the SFCSP rather than Title 3E?

				Does the AAA bill ADSA for FCSP Supplemental Services? 

						If yes, identify Supplemental Service expenditures and track  through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

				Does the AAA bill ADSA for Title 3E Services to Grandparent expenditures? 

						If yes, identify Services to Grandparent expenditures and track costs through the accounting records to the AAA’s Title 3E billing to ADSA. Are the costs recorded and charged accurately? 

		45 CFR 92.24		What are the sources of Title 3E   match? How is it tracked?

						Track the source of Title 3E match through to the Title 3E BARS. Are the costs recorded and charge accurately?

		45 CFR 92.25

 WAC 388-106-1225

MB H12-053		Is client participation reported on the BARS as program income?

						If yes, how is the program income tracked?

						If yes, track the source of  program income through to the AAA's billing to ADSA.  Is it recorded accurately?

						If no, explain why there is no program income. 

		MB H12-067		Are all FCSP funding sources reflected on the  AAA's FCSP Annual Fiscal Reporting Requirement Form?

				Kinship Caregiver Support Program (KCSP)

		MB    H11-069		Briefly explain the Kinship Caregiver Support Program billing, approval and payment process? 

						Select a sample of invoices and review for compliance.  Are expenditures valid, appropriately documented and do they fall within the program restrictions?          

						Identify KCSP expenditures and track through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

				Kinship Navigator Program

		MB H08-035		Does the AAA receive Kinship Navigator funding from ADSA? 

						If yes, identify Kinship Navigator expenditures and track through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

				Title V - Senior Community Service Employment Program (SCSEP)

		20 CFR  641		Does the AAA participate in the SCSEP Program? 

						If yes, How is participant time accounted for and tracked?

						Select a sample of participant invoice/timesheets and track through to the agency’s billing to ADSA. Are expenditures recorded and charged accurately?

						Are participant invoice/time sheets signed by the participant and approved by a supervisor? 

						How are billing/expenditures charged to the  "Program Other" service line verified to ensure charges fall within program restrictions?

						Identify expenditures charged to the "Program Other" and track through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

						What are the sources of match? Is all match reported on the billings to ADSA?

				Home Care Referral Registry (HCRR)

		20 CFR  641		Does the AAA receive HCRR funding? 

						If yes, Identify staff positions that have expenditures charged to HCRR activities. 

								Select one person and track their wage costs through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

						Identify expenditures charged to the HCRR Program and track through the accounting records to the AAA’s billing to ADSA. Are the costs recorded and charged accurately? 

				Subcontractor Audits & Monitoring

		Circular A-133		Do subcontractors, receiving over $500,000 in federal funding, have annual audits?

						How are they tracked?

						Have they been reviewed?

						Are they current?

						If not, what is the plan for becoming current?

				Is contractor fiscal monitoring performed?  

						On what basis?

						How are they tracked?

						Are they current?

						If not, what is the plan for becoming current?

				Miscellaneous

				Does the AAA track TXIX CMNS fund balance?

						If a surplus, what is the amount?

						If a deficit, what is the amount? 

						If a deficit, describe plans to compensate for the shortage?

				Additional comments 

				Additional follow-up or AAA questions that have state wide implications.
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Interview Tool

		SCSEP Subgrantee: 

		SubGrantee Address: 

		Subgrantee Program Manager:

		Sub-subgrantee Name & Address:

		Sub or Sub-subgrantee Coordinator:

		Funding Level:  

		Number of Authorized Modified Slots & Current Enrollment: 

		Date of Visit:  

		Completed by:  

		Monitoring Elements		Compliance Y/N or Info		Requirement/Comments		Required/Suggested Corrective Action(s)		Due Date		Subgrantee Corrective Action Response

		Administration and Staffing 

		1. Please describe how the program is staffed, including the use of participant/staffers and resultant success and/or challenges you have experienced and anticipate.

		Verifications:

		1. How do you ensure that participants and host agencies comply with the following policies:

		a. Nepotism (20 CFR 641.841)

		b. Unionization (20 CFR 641.839)

		c. Nondiscrimination: (20 CFR 641.827)

		d. Lobbying: (20 CFR 641.833 & 836)

		Local Match

		1. It is not required that subgrantees provide local match. However, it is required that any match that exists be reported. Please share what sources have been used for match, if you reported.

		2. Are there other resources not eligible for match that you use to leverage the SCSEP program in your area?

		Enrollee Wages/Fringe Benefits

		1. Which does the participant receive: State or local rate of pay for comparable positions?  

		2. Are there any differences in fringe benefits between host agencies in your area?

		3a. Are fringe benefit polices being followed?  (Retirement and unemployment insurance are  prohibited, workers’ compensation, (L&I) social security, and physical exams should be included; Necessary Sick Leave and payment for scheduled time when a host agency is closed on a federal holiday are approved under state grantee policy).

		3b.  Do you provide any additional fringe benefits?  If so, what, and how is it funded?

		4. What are your policies and procedures for the physical exam fringe benefit? Do you have a maximum allowable cost?

		4b. How do you document that  participants accept or waive their rights to physical exams?

		PROGRAM OPERATIONS

		Recruitment and Selection of Participants

		1. What is your recruitment strategy, including for those meeting most-in-need criteria and serving minorities and LEP individuals in at least the same proportion as the population in your service area?

		2.  What involvement do you have with the local Workforce and Economic Development Councils, employment one-stops, AAAs and other entities for recruitment of eligible and targeted individuals?

		3. How do you ensure that your recruitment plan is implemented throughout your whole service area?

		4. How to you determine and verify eligibility?

		5. When is a participant's information entered into the SCSEP Data Collection System (DCS)?

		6. How often is elibility redetermined? 

		7. How many of your program participants have registered at the local One-Stop?

		8. Describe the current method used to fill a vacancy.

		9. Describe your waiting list procedures, including when an individual is added or removed; prioritization by most-in-need; successes; and challenges.

		10. Do you over-enroll participants above your modified slot allocation? If yes, at what percent do you enroll above your slot allocation? 

		11.  Do you use temporary overenrollment to expend funds before the end of a program year?

		12. What are your methods for managing your slot allocation when changes are made?

		Quarterly  Progress Report (QPR) and Performance Goals

		1.How do you use the quarterly progress reports for program planning and quality improvement?

		2. How do you use the data quality reports?

		3. What methods do you use for correcting errors/rejects in your data?

		4. How do you validate your data?

		5. Describe what supportive services are provided to  participants to help them attain unsubsidized employment.

		6. Describe your follow-up procedures for individuals who have entered employment.

		7. Provide a status report on your performance goal attainment for the current program year.  If  you are not meeting expected outcomes, describe actions you will take to ensure each goal is achieved before the end of the program year.

		8.  What technical assistance and training needs do you have that could assist your project to meet goals?

		Host Agencies

		1. Please describe how you identify, recruit, and retain host agencies, including the following: development and execution of agreements/contracts; training/technical assistance; placement of participants from the host agency standpoint; and non-compliance or complaint resolution.

		2. How often is orientation provided to host agencies, including re-orientations?

		3. How are host agencies advised of their responsibilities with the participants (providing training, MOE, supervision, safe environment, etc.)?

		4.  Where and how are host agency contracts/agreements filed?

		5. Where do you keep copies of 501(c)(3) designations for host agencies that are not governmental? (Review ¼ of files on host agencies.)

		6. Do any of your host agencies train participants from other SCSEP programs? If so, which ones?

		7. Do you have any Green CSAs?  If so, what are they.  If not, are you actively recruiting any?

		Participant Assessment, Reassessment and IEP

		1.What assessment strategies do you use to assess new participants in order to determine their  skills, interests, work history and aptitudes?  How is the assessment process related to the determination of the most suitable training assignment? (Make sure that the participant was not fit to the current host agency vacancy.) 

		2. Describe how the participant and SCSEP coordinator develop the IEP. 

		3. What are some examples of  short and long-term attainable goals used in IEPs that have successfully lead to usubsidized employment or other successful achievements in your project.

		4. After the IEP is developed, how to you select/find an appropriate host agency assignment?

		5. Is the host agency supervisor and, in appropriate instances, the employer, aware of the IEP and his/her role in achieving the goals?

		6. How often are IEPs updated?

		7. Have any participants been moved to a new host agency on the basis of following the training and employment objectives in the IEP or as a result of a  subgrantee rotational policy?

		Participant Training 20 CFR 641.540

		1. What kinds of training are being offered and how is the training related to participants' community service assignments and IEP goals?

		2. How are community service hours being tracked? (Total time in SCSEP program no longer set by regulation, but 1300 hours per year is a good threshold)

		3. How are training hours being tracked?

		3a.  Do you track training hours seperately in SPARQ?

		4.Have you obtained training  for SCSEP participants through WIA?

		5. Is training being provided in accordance with OWB 04-04?

		6.  Describe how on-the-job experience (OJE) fits into your training program, including successes, challenges, and technical assistance needed for any reason.

		7.  What computer training resources are available to SCSEP participants, especially those in rural or socially isolated settings?  What percent of your SCSEP participants take advantage of these resources?

		8a.  How do you encourage participants to consider and pursue training and employment options available in high growth and employment occupations?

		8b  How do you ensure that training is available and accessed by participants that is responsive to community needs for a trained and experienced workforce in high growth and large employment sectors?

		Maintenance of Effort 20 CFR 641.844

		1. Describe Maintenance of Effort (MOE) and how it pertains to host agencies and community service assignments. [Are participants’ training assignments a substitute for non-Title V work that should be performed by the regular employee of the host agency (would the agency have to close down without the Title V participant?)]

		2.  Describe how you educate host agencies about MOE requirements.

		3. How do you monitor compliance?  What steps to you take if/when a host agency is determined to be noncompliant (provide examples)?

		Terminations—20 CFR 641.580

		 1. Please provide a copy of your termination policy and describe how it meets DOL requirements, including being provided to participants upon enrollment.

		2.  Have you had any IEP-related terminations (provide examples)?

		3. How are participants informed of terminations?

		After Exit Services and Surveys

		1. What kinds of supportive services do you provide after placement to ensure retention?

		2. During follow-up, how do you obtain wage information for all unsubsidized placements?  Has this been successful? Why or why not?

		3. What is your success rate in sending pre-survey letters and obtaining employer satisfaction surveys?  Explain.

		4. Is survey data entered into the DCS on a regular basis?  Why or why not?

		5.  Do you have any questions or technical assistance needs regarding surveys?

		Participant Payroll Compliance Test

		Select a payroll period at random. Take a random sampling of participant files (minimum 5%) including some terminations.   You will be looking at participant files, time sheets, training documentation, and payroll registers.  Determine that each item is provided for and enter the information on the following page. See Participant File Review sheet.
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Participant File Review

		Participant File Review:

		Form		Participant/County								Participant/County		Participant/County		Participant/County		Participant/County		Participant/County

				Compliance (Y/N) & Additional Information								Compliance (Y/N) & Additional Information		Compliance (Y/N) & Additional Information		Compliance (Y/N) & Additional Information		Compliance (Y/N) & Additional Information		Compliance (Y/N) & Additional Information

		Assessment Form

		Participant Form

		Participant Information

		Certification

		Eligibility Determination

		Enrollment

		Recertification

		Total # Months Enrolled

		Waiver of Durational Limit

		Physical Exam Benefit

		Grievance Procedures

		Privacy Act Statement

		Resume

		Individual Employment Plan

		IEP Plan Review(s)

		Community Svs. Assigment (CSA)

		Host Agency Information

		Contact/Supervisor Info

		Assignment Information

		Training Provider Info

		Training Information

		Job Search Log

		Exit Form

		Exit Informtion

		Waiver of Confidentiality

		Unsubsidized Employment Form

		Employer Information

		Contact/Supervisor Info

		Placement Information

		Customer Service Survey Info

		#1

		#2

		#3

		Copy Employer Survey Letters

		Follow-up Information

		Right of Return  (< 90 days after exit)

		Re-Enrollment (< 90 days after exit)

		Follow-up 1 (1st qtr after exit qtr)

		Follow-up 2 (3rd qtr after exit qtr)

		Follow-up 3 (4th qtr after exit qtr)

		Other

		Time Sheets  (CSA + Trg = Total hours paid)

		CSA Hours

		Training hours

		Data Validation in SPARQ

		Payroll Registry

		Recommendations

		Additional Comments and Summary (Note if Data Validation is completed concurrently): 







Host Agency File Review

		Host Agency File Review

		Host Agency 		501(c) 3 designation		MOU/Contract		Job Description		Participant Notices		Other




























Interview

				CONTRACT MANAGEMENT MONITORING TOOL

				AAA:		                                                        Contractor:

				Type of Contract:                                                                            Date of Current Contract:                     

				ADSA Monitoring Staff Present

		#		REFERENCE		MONITORING ELEMENTS		MEETS POLICY? (Y/N)		COMMENTS		REQUIRED OR SUGGESTED ACTION		AAA RESPONSE DUE

		PROCUREMENT:

		1		P&P Chapter 6, Section II Policy 6 and Section V Policy 6, & 7		1.) Do you maintain a written procurement schedule for both Medicaid and Non-Medicaid services? 2.)  Do you have  written criteria and a timeline for review, selection and approval of bids?  3.)  Are proposals, quotations and qualifications publicized and if so by what methods?

		2		P&P Chapter 6, Section II, Policy 6,  Section V, Policy 7		1.) What criteria is used to select panel members? 2.)  What is the scoring methodology used for bids,  proposals, quotations and qualifications ?   

		3		P&P Chapter 6, Section II, Policy 19 and Section V, Policy 9		1.)  Please describe the reasonable efforts you have made to seek out minority-owned/controlled and women owned/controlled business that provide the services solicited. 2.) Are notices of procurement sent to The Office of Minority and Women's Business Enterprises?

		4		P&P Chapter 6, Section II Policy 13		Are all non medicaid contracts competitively procured at the end of their multiple-year period unless an exception applies?

		5		P&P Chapter 6, Section II, Policy 7		Are procurement materials maintained for a minimum of 3 years after the close of the whole contract term?

		6		P&P Chapter 6, Section VII Policy 2		1.) Do you have a written procedure for complaint resolution incorporated into all Requests for Proposals? 2.)  Do you provide an opportunity for an appeal to those whose application to provide services is denied?

		CONTRACTING:

		7		P&P Chapter 6, Section II Policy 4		Please describe how you fullfill your responsibility  to target contracting efforts toward older persons with the greatest economic or social needs.

		6		P&P Chapter 6, Section II, Policy 12 and Chapter 6, Section V, Policy 11 		Are all contracts for a period of four years or less?

		7		P&P Chapter 6, Section II, Policy 5 and Section V, Policy 2 & 18		Are the required terms and conditions from the general terms and conditions of the interlocal agreement incorporated into contracts along with applicable statements of work? 

		8		P&P  Chapter 6, Section V Policy 12. 		For rates that are not established by Legislative action or ALTSA  is there a written policy for determining reasonable rates consistant with market rates? 

		9		P&P Chapter 6, Section II, Policy 18 & Section V , Policy 22  		Please describe your contract termination procedures? 

				P&P Chapter 6, Section II, Policy 23 and Section V, Policy 23 		Are the required contract documents maintained for six years upon termination or expiraton of the contract?

		MONITORING:

		11		P&P Chapter 6, Section III, Policy 4 and Section VI, Policy 1		Please describe how you assure formal monitoring visits occur for all programs? 

		12		P&P Chapter 6, Section III, Policy 5-7 and Section VI, Policy 1-6 		What tools (checklists etc) do you use to conduct comprehensive, focused and desk monitoring?

				P&P chapter 6, Section III, Policy 10-12 and Section VI, Policy 10-12		1.) Is it your current practice to complete an exit interview with all service providers? 2.) Do you provide each provider with a draft written report and allow time for the provider to respond? 3.) Is the final report provided to the provider within 90 days of the exit interview?   

		14		P&P Chapter 6, Section III, Policy 13-14 and Section VI, Policy 12-14		What is your current processs to ensure the service provider follows up with each corrective action?






FCSP

		FAMILY CAREGIVER SUPPORT PROGRAM MONITORING TOOL

		AAA:

		Date of Visit:

		ADSA Monitoring Staff Present

		REFERENCE		#		MONITORING ELEMENTS		MEETS STANDARD? (Y/N)		COMMENTS		REQUIRED OR SUGGESTED ACTION		AAA RESPONSE DUE

						OUTREACH

				1		Please describe your agency's outreach efforts. 		n/a

				2		What methods are utilized to publicize the program?		n/a

				3		What has been your agency's most successful outreach effort?		n/a

				4		Does your agency provide information on FCSP services to the  general public, officials of general purpose local government including HCS offices, other private businesses and associates or interested parties and underserved populations  (specifically, cultural and ethic groups, Limited English Speaking, those with the greatest economic need? Describe methodology.

				5		Is the effectiveness of the outreach efforts measured? How?

						INFORMATION & ASSISTANCE

				1		Describe how your agency identifies caregivers?		n/a

		RCW 74.41.030		2		Are only unpaid family caregivers served with FCSP funds/services within the FCSP?

				3		What is the timeframe between identifying a caregiver and entering their demographic information into the TCARE system?		n/a

				4		What FCSP Step I (up to $250.00 in services/resources annually) are available/offered?		n/a

				5		How are Step I services tracked by your agency?		n/a

				6		Has your agency developed a FCSP specific resource directory?		n/a

				7		Has your agency had caregivers in crisis that warranted FCSP  services?		n/a

		MB H09-010		8		Are TCARE screens and assessments completed within 30 days following a caregiver in crisis if on-going services exceeded $500.00 were authorized? (Review caregiver files.)

		MB H09-010 & 080		9		Does your agency have an ETP process in place? Describe. (Submit written policy if available)

		
				ACCESS & ASSISTANCE

				1		What is your agency's TCARE Screening process? 		n/a

		MB H09-010		2		Per the Business Requirements for the TCARE application, a  TCARE Assessment needs to be completed within 30 days of Screening to prevent having to reenter the data,  is this being done timely?  If not what number/percentage of screenings have to be reentered? 

				3		How is this tracked in your agency?

				4		What FCSP Step II (up to $500.00 in services/resources annually) are available/offered?

		MB H11-039		5		Is a TCARE Care Plan completed within 30 days of a Screening?

				6		Was a rescreen completed within 7 months of the last completed Care Plan?

		MB 09-080		7		Are interpreters used by Screeners and Assessors for Limited English Proficiency (LEP) caregivers who are requesting services, supplies or equipment? If this is not feasible, what procedures are followed? Are certified interpreters used when needed by caregiver?

		MB09-010		8		Are reassessments done timely? What is your process for ensuing they are completed timely?

						FSCP SERVICES

				1		Does your agency have contracted service providers? (If yes, proceed to Procurement & Contracted Services tab)

		MB H07-041		2		Following the completion of a TCARE assessment and consultation where FCSP services are recommended, are you aware of any  service gaps that your AAA is not able to offer?  If yes, what are they? What types of contracted services are available? 

		MB H07-041		3		Provide a list of ALL FCSP services offered by the AAA? Of those services offered, provide a list of the ones that are contracted services.

				4		Provide a list of unit rates for the services provided through the FCSP.

				5		What challenges exist within the FCSP and what strategies have you initiated to overcome them?		n/a

						RESPITE

		MB H09-010		1		Do caregivers that are offered Respite Services meet FCSP policy (provide 40 hours a week of care or supervison OR live with the care receiver)?

		MB H09-039		2		Is there a waiting list? What is your waiting list criteria?		n/a

		WAC 388-106-1210		3		Are caregivers  whose CR is receving Medicaid LTC services also receiving RC services through the FCSP?

						REPORTING

		MB H10-022 & H11-062		1		Has the AAA been timely with their FCSP quarterly reports? Who is responsible for these?  (Review internally prior to monitoring visit.) Do the budget line items correlate to the services reported?

				2		Does your AAA fully understand the FCSP reports and the definitions for each category?		n/a

						 STAFFING

		MB H08-078		1		How many current AAA and subcontractor staff are trained and using TCARE (I & A, Screeners, Certified Assessors, Management)? Provide a current list of subcontractors and in-house staff, their TCARE Role (e.g. security rights) and percent of FTE assigned to FCSP.  		n/a

		MB H08-078		2		Did staff utiizing TCARE obtain training in FCSP policies and on the application?  How is this information verified?

				3		Do TCARE Certified Assessors meet minimum education and work experience qualifications to be an assessor?

						FILE REVIEW

		MB  H09-010		1		Was a rescreen completed within seven months of a completed assessment?

		MB  H09-010		2		Were Step I & Step II services authorized appropriately and within monetary ranges? Review types of goods/services/services purchased through FCSP for Steps I & II. (Pull up to 10% random sample of cases . If fewer than 20 cases, a random will be taken for review.)

				3		Were only unpaid family caregivers are receiving FCSP resources and services (beyond I&A)?

				4		Are respite care services limited to caregivers whose CR are not receiving a Medicaid Long Term Care Service? 
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Full

		AAA:                                                               Contractor: 																Yes/No		Comments		Required or Suggested Action		Suggestion		 Response Due

		Notice of intent to monitor sent 30 days prior to monitoring (P & P, Ch 6, Section III Policy 8)

		Notice of intent to monitor includes all items to be monitored (P & P, Ch 6, Section III Policy 8)

		Most recent comprehensive assessment within 3 years (P&P Ch. 6 Section III policy 4a												    

		Focused assessment in years when full assessment did not occur (P & P, Ch 6, Section III Policy 6)

		Comprehensive Assessment includes  (P & P, Ch 6, Section III Policy 6)

				review of contract compliance

				comparison of service units provided with projected service units

				comparison of budget with actual expenditures

				review of corrective actions from previous monitoring

				review of client concerns/complaints

				review of client satisfaction

				reliability of reports

				client eligibility established through 5% client record review

				compliance with standards determined through on-site visit 

		Focused Assessment includes (P & P, Ch 6, Section III Policy 4)

				review of special terms and conditions compliance

				comparison of service units provided with projected service units

				comparison of budget with actual expenditures

				review of corrective actions from previous assessment

				review of client concerns/complaints

		Desk monitoring includes (P&P, Ch 6, Section III policy 7

		Desk monitoring includes (P&P, Ch 6, Section III policy 7

				review of program reports

				review of financial reports

				comparison of spending against projected spending

				comparison of client count against projected

				comparison of units against projected

		Documentation of compliance with ADSA Non-discrimination Plan (P & P, Ch 5, Section II)

		Documentation of Affirmative Action Plan (P & P, Ch 5, Section III)

		Evidence of current licenses, certification (P & P, Ch 6, Section II Policy 1F)										ction III Policy 2

		Review of corrective action by deadline (if applicable)

		Written monitoring report provided to provider monitored



Family Caregiver Program	


2013-2015 AAA Monitoring (Full) 		





KCSP 

		KINSHIP CAREGIVERS SUPPORT PROGRAM MONITORING TOOL

		AAA:

		Date of Visit:

		ADSA Monitoring Staff Present: 

		REFERENCE		#		MONITORING ELEMENTS		MEETS POLICY? (Y/N)		COMMENTS		REQUIRED OR SUGGESTED ACTION		AAA RESPONSE



		MB  H 11-069 Revised Policies for the Kinship Caregivers Support Program           P&P manual   Chapter 5 Section II Policy 2 		1		Describe the key strengths and/or innovative strategies, program highlights/successes involved with the KCSP.		NA

				2		How is the program advertised to the public?  Where do most of the kinship referrals come from?                                             

				3		Does the KCSP have the capacity to serve non-English speaking kinship caregivers?  If yes, how is this accomplished? 

				4		Does the KCSP coordinate with other public and private agencies or organizations providing services for kinship caregivers?  A.  How does this coordination take place?
B.  What public/private agencies are coordinated with the most?


				5		Do kinship caregivers who experience the most urgent/emergency needs have the highest priority in the program?  A. How are these caregivers identified?

				6		Do staff require that all Kinship caregivers provide verification of their primary caregiving relationship to relative child(ren) in their care? 

				7		Does the program serve only kinship caregivers who are not involved with the formal child welfare system with an open dependent case, unless an Exception to Policy has been granted by the AAA managing staff? 

				8		Are children’s medical or dental services ever paid by KCSP funding?

				9		Are medications or durable medical equipment/assistive technology devices that are covered by Medicaid a child ever covered through the KCSP?

				10		If KCSP funding is made available to facilitate third party custody, is it determined that all relevant parties agree upon the action?

				11		Is a background check conducted for an individual who will supervise children during caregiver appointments or provide tutoring services prior to any payment for such services?

				12		Are all service providers (e.g. legal providers, mental health counselors, interpreters) who receive KCSP payments certified or licensed through WA State?

				13		Are kinship caregivers limited to a period of a three month window of financial support in a one-year time period?

				14		Are alternate payment sources exhausted prior to authorizing payment for a service/resource to assist a kinship caregiver? A.  How is this accomplished?

				15		Do kinship caregivers sign a voucher receipt or agreement acknowledging that funding may only be used for authorized items/services and their responsibilities? 

				16		Does the AAA have a KCSP Exceptions to Policy (ETPs) process?  A. If yes, is there a written policy?  B. Are the approved ETPs sent to ADSA’s KCSP Program Manager.

				17		Does the KCSP have a system in place for applicants and/or recipients of the KCSP  who have grievances about the activities of the AAA/subcontractor ?  A. Has the program had any complaints in the last year? 

				18		Was a client satisfaction KCSP survey conducted in the last two years ? 

				19		What are some of the AAA/subcontractor current challenges involved with operating the KCSP?		NA

				20		What if any, statewide KCSP policy or practice changes do staff recommend		NA

				21		What additional KCSP related training/technical assistance do you request ADSA staff provide?		NA

						File Review--Subcontractors

		MB H11-069		1		AAA Monitoring Reports document review of elements below.

		P&P Manual, Chapter 6, Section III		2		AAA monitoring schedule meets requirements from P&P Manual, Chapter 6, Section III.

						File Review--Direct provision

		MB  H 11-069 Revised Policies for the Kinship Caregivers Support Program		1		 Determine if the written verification of primary caregiver’s relationship to the child(ren) came from a reliable source.

				2		Determine if the authorizations for services/supplies for the caregiver occurred in a 3 month window (or 4 months by exception).

				3		All client files include:  

						a) children's first and last names and birthdates, 

						b) a description of the goods and/or services authorized

						c) the purchase is allowable under the program standards or was approved under an ETP 

						d) the  purchase price 

						e) proof that the goods or services were purchased 

						f) proof that the goods or services were  received.
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Evidence Tool

		AAA:  						Date: 

		Kinship Caregivers Evidence Tool																File contains:

				File Identifier		Office		Worker		Service Begin Date		Service End Date		Relationship documentation		Service time frame meets standard		Kid's first/last names		Kid's DOB		Description of goods & services		Purchases allowable		Purchase Price		Proof of purchase		Proof Received 

		1

		2

		3

		4

		5

		6

		7

		8

		9

		10

		11

		12

		13

		14

		15

		16

		17

		18

		19

		20

		21

		22

		23

		24

		25

		26

		27

		28

		29

		30
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2013-2015 AAA MONITORING SCHEDULE

		AAA

		PSA #

		Monitoring Site

		Monitoring Dates



		2013



		Aging and Disability Services-Seattle/King County

		PSA 4

		Seattle

		March 


19-21



		Olympic Area Agency on Aging




		PSA 1

		Port Hadlock 

		June 

25-27



		Aging and Long Term Care of Eastern Washington

		PSA 11

		Spokane

		August

13-15



		Pierce County Aging and Long Term Care

		PSA 5

		Tacoma 

		November


5-7



		2014



		Snohomish County Aging & Long Term Care

		PSA 3

		Everett 

		February 

18-20



		Kitsap County Division of Aging and Long Term Care

		PSA 13

		Port Orchard 

		May


13-15



		Colville Indian Area Agency on Aging

		PSA 12

		Nespelem

		August 

12-14



		Southwest WA Agency on Aging




		PSA 7

		Vancouver

		November


4-6



		2015



		Southeast Washington Aging & Long Term Care

		PSA 9

		Yakima

		February


2-5



		Lewis/Mason/Thurston Area Agency on Aging

		PSA 6

		Olympia 

		April

14-16



		Northwest Regional Council

		PSA 2

		Bellingham

		July

14-16



		Aging and Adult Care of Central Washington

		PSA 8

		Wenatchee

		September


15-17



		Yakama Nation Area Agency on Aging

		PSA 10

		Toppenish

		November


17-19






