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	TO: 
	Home and Community Services (HCS) Division Regional Administrators

Area Agency on Aging (AAA) Directors

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

	SUBJECT: 
	New HCS Contract for Special Considerations Service Providers

	PURPOSE:
	To issue a new contract for specific services available to eligible individuals through waiver/state plan home and community-based services (HCBS), Roads to Community Living (RCL) or WA Roads.


	BACKGROUND:
	ProviderOne requires each service code be linked to a contract. There are some services available to eligible long term care (LTC) clients that previously used a Provider Agreement form and payment was made using an A-19. These services are typically one-time payments and include, but are not limited to:

· Deposits (available through COPES Community Transition Services (CTS), Residential Care Discharge Allowance (RCDA), RCL and WA Roads)
· Utility set up fees (available through CTS, RCDA, RCL and WA Roads)
· Emergency rental assistance (only available through WA Roads.  See MB H13-072 Expansion of Washington Roads )

Clients who are case managed by AAA and HCS case managers frequently have an immediate need for these services. Use of the Provider Agreement form and paying for the service using an A-19 will no longer be an option in the ProviderOne system. Alternatives were needed to expedite the payment of these services in a timely way, including contracting with the service provider when necessary.


	WHAT’S NEW, CHANGED, OR
CLARIFIED
	HCS is providing instructions on how to purchase transitional or stabilizing services such as deposits, utility set up fees, and emergency rental assistance, including issuing the Special Considerations Services Contract.


	ACTION:
	When a deposit, utility set up, emergency rental assistance, or similar one-time payments are needed for an eligible individual, there are up to three options for the case manager to utilize in a timely way. The service code authorized must be based on the payment method chosen (see attached Reference Guide). This is often due to tax implications. Also, to receive federal match, CTS should be utilized first for individuals eligible for WA Roads when possible (see H14-032 Use of Washington Roads Services).

The options are listed below in the preferred order of utilization for these services, based on ease of obtaining the service for the client:

1. A contractor can make the payment and be reimbursed:
A. Each contractor who issues payment by either writing a business check or running a business credit card must meet the Purchasing qualifications included in the Community Transition and Training Services contract (1045XP, see attached Reference Guide or contract for more detail). One of the qualifications is to hold one or both of the following subcodes of the Community Transition and Training Services contract:

i. Community Transition Services/ Residential Care Discharge Allowance (CTS/RCDA) 
a. A contractor with the CTS/RCDA subcode can be reimbursed for issuing security deposit and utility hookup fee payment for individuals eligible for CTS or RCDA:
b. An additional line has been added to Statement of Work of the CTS/RCDA subcode in the Agency Contracts Database (ACD) which allows for reimbursement to the contractor for issuing payment for security deposits and/or utility set up fees. 
c. Compensation for issuing payment is 1 “Each” at established rate per payment made (see sample Billing and Payment section below, for CTS/RCDA contractors who wish to perform payment services. Maximum compensation for payment made is $32.00). 
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ii. Transition Planning [with Community Choice Guide (CCG) indicated] 
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a. A CCG can be reimbursed for issuing security deposit and utility hookup for individuals eligible for RCL or WA Roads.
b. A CCG can be reimbursed for making an emergency rental assistance payment. Emergency rental assistance is available only to individuals eligible for WA Roads. 
c. Compensation for issuing payment to a CCG is 2 units (30 minutes) per payment made.

2. HCS staff can use a local P-Card.  This is a credit card that is paid via SSPS (ProviderOne in the future). This option is available only to HCS staff in offices with access to a P-Card. This option is useful for online purchases or when an HCS staff is available to run the card in person at a retail location (most retail locations will not accept the credit card number over the phone).  All staff using the P-Card must know and follow all DSHS and OFM policies regarding the use of P-Cards.

3. Execute a contract with the provider using the Special Considerations Services contract:

A. The Special Considerations Services contract is a short term contract (30 days) for one-time only payments.
B. The contract has been abbreviated to expedite the contractor intake process (DSHS General Terms and Conditions and Special Terms and Conditions have both been shortened; no verification of insurance is required and the statement of work is intended to be brief and specific).
C. Due to the need for timely execution of the contract, the client’s primary case manager (PCM) should facilitate execution of the contract:

i. If the PCM is HCS staff, the PCM or other designated staff within the local HCS office executes the contract. The HCS office holds the contract.
ii. If the PCM is AAA staff, the PCM should work with the agency’s contracting staff to execute the contract. The AAA holds the contract.
iii. As part of the contracting process, the Medicaid Provider Disclosure Statement (MPDS) form must be completed or verified (see MB H13-053).
a. Once obtained, the MPDS is valid for two years (see H14-033)
iv. Contracts must be entered into the ACD by designated staff in the office which will hold the contract (see tutorials and instructions regarding the ACD).
v. It is not anticipated the Special Considerations Services contracts will reach the minimum monitoring threshold described in the AAA Policy and Procedure (P&P) Manual.
D. Examples of the Statement of work might include:
i. For a utility payment: Payment of electric bill for John Doe of 123 State Street, Tacoma WA to cover costs incurred January 2014-February 2014. 
ii. Deposit: Payment of rental deposit for Jane Smith for unit located at 456 Second Avenue, Spokane WA.
iii. Emergency Rental Assistance: One-time payment of rent owed necessary to maintain housing for Sam Jones of 78910 Main Street, Seattle WA. 

PLEASE NOTE: The Special Considerations contract is not intended for providers who will provide services to multiple LTC clients over an extended period of time. The CTS/RCDA subcode of the Community Transitions and Training Contract should be utilized for providers that will provide services to numerous clients.


	RELATED 
REFERENCES:
	· See Chapter 5: Case Management  for information regarding eligibility for WA Roads.
· See Chapter 10: Nursing Facility Case Management and Relocation  for information regarding CTS and RCDA 
· See Chapter 29: Roads to Community Living for information regarding RCL.
· Administrative Policies 19.45.01 and 19.45.02 regarding P-Card usage 
 

	
ATTACHMENT(S):   
	Special Considerations Provider Contract (1003XP)        
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Transition/ Sustainability Services Authorization Reference Guide




	CONTACT(S):
	Debbie Blackner                                   
Program Manager                                 
(360) 725-2557                                      
Debbie.blackner@dshs.wa.gov            


Debbie Johnson
HCS Waiver Program Manager
(360) 725-2531
Johnsda2@dshs.wa.gov
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In the geographic area identified in the statement of work, DSHS will pay the Contractor the
following established rate (rate may be a blended rate or may have a distinct rate for each service
included in the Statement of Work; Contractor must meet al qualifications for services indicated):

(1) $32.00 per check of credit card payment made per Client for one-fime transition or
stabilizing| services
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(1) Transition Planning:
(a) Statement of Work. Transition Planning must only be provided to Clients on
the following programs: Roads to Community Living or Washington Roads.
The Contractor may provide the following transition services (check all
applicable services).
[ Community Choice Guide (CCG)

[ Informal Caregiver Support Services
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		CLIENT SERVICE CONTRACT

Special Consideration Services

		DSHS Contract Number:

Click here to enter text.





		This Contract is between the State of Washington Department of Social and Health Services (DSHS) and the Contractor identified below.

		Contractor Contract Number:

     



		CONTRACTOR NAME



Click here to enter text.

		CONTRACTOR doing business as (DBA)



Click here to enter text.



		CONTRACTOR ADDRESS



Click here to enter text.

Click here to enter text., Click here to enter text.  Click here to enter text.

		WASHINGTON UNIFORM BUSINESS IDENTIFIER (UBI)



Click here to enter text.

		DSHS INDEX NUMBER 





Click here to enter text.



		CONTRACTOR CONTACT 



Click here to enter text.

		CONTRACTOR TELEPHONE



Click here to enter text.

		CONTRACTOR FAX



Click here to enter text.

		CONTRACTOR E-MAIL ADDRESS



Click here to enter text.



		DSHS ADMINISTRATION



Click here to enter text.

		DSHS DIVISION



Click here to enter text.

		DSHS CONTRACT CODE



Click here to enter text.



		DSHS CONTACT NAME AND TITLE 



Click here to enter text.

Click here to enter text.

		DSHS CONTACT ADDRESS



Click here to enter text.

Click here to enter text., Click here to enter text.  Click here to enter text.



		DSHS CONTACT TELEPHONE 



Click here to enter text.

		DSHS CONTACT FAX



Click here to enter text.

		DSHS CONTACT E-MAIL ADDRESS



Click here to enter text.



		IS THE CONTRACTOR A SUBRECIPIENT FOR PURPOSES OF THIS CONTRACT?



Click here to enter text.

		CFDA NUMBER(S)



Click here to enter text.



		CONTRACT START DATE



Click here to enter text.

		CONTRACT END DATE



30 Days from Start Date

		CONTRACT MAXIMUM AMOUNT 



Click here to enter text.



		The terms and conditions of this Contract are an integration and representation of the final, entire and exclusive understanding between the parties superseding and merging all previous agreements, writings, and communications, oral or otherwise, regarding the subject matter of this Contract.  The parties signing below represent that they have read and understand this Contract, and have the authority to execute this Contract.  This Contract shall be binding on DSHS only upon signature by DSHS.  



		CONTRACTOR SIGNATURE



Click here to enter text.

		PRINTED NAME AND TITLE



     

		DATE SIGNED





		DSHS SIGNATURE



Click here to enter text.

		PRINTED NAME AND TITLE



     

		DATE SIGNED
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Definitions. The words and phrases listed below, as used in this Contract, shall each have the following definitions:

 “Contract” or “Agreement” means the entire written agreement between DSHS and the Contractor, including any Exhibits, documents, or materials incorporated by reference. The parties may execute this contract in multiple counterparts, each of which is deemed an original and all of which constitute only one agreement. E-mail or Facsimile transmission of a signed copy of this contract shall be the same as delivery of an original.

“Contractor” means the individual or entity performing services pursuant to this Contract and includes the Contractor’s owners, members, officers, directors, partners, employees, and/or agents, unless otherwise stated in this Contract. For purposes of any permitted Subcontract, “Contractor” includes any Subcontractor and its owners, members, officers, directors, partners, employees, and/or agents.

“Debarment” means an action taken by a Federal agency or official to exclude a person or business entity from participating in transactions involving certain federal funds.

“DSHS” or the “Department” means the state of Washington Department of Social and Health Services and its employees and authorized agents.

 “RCW” means the Revised Code of Washington. All references in this Contract to RCW chapters or sections shall include any successor, amended, or replacement statute. Pertinent RCW chapters can be accessed at http://apps.leg.wa.gov/rcw/.

“Regulation” means any federal, state, or local regulation, rule, or ordinance.

“Subcontract” means any separate agreement or contract between the Contractor and an individual or entity (“Subcontractor”) to perform all or a portion of the duties and obligations that the Contractor is obligated to perform pursuant to this Contract.

 “WAC” means the Washington Administrative Code. All references in this Contract to WAC chapters or sections shall include any successor, amended, or replacement regulation. Pertinent WAC chapters or sections can be accessed at http://apps.leg.wa.gov/wac/.

Billing Limitations.

DSHS shall pay the Contractor only for authorized services provided in accordance with this Contract. 

DSHS shall not pay any claims for payment for services submitted more than twelve (12) months after the calendar month in which the services were performed.

The Contractor shall not bill and DSHS shall not pay for services performed under this Contract, if the Contractor has charged or will charge another agency of the state of Washington or any other party for the same services.

Compliance with Applicable Law.  At all times during the term of this Contract, the Contractor shall comply with all applicable federal, state, and local laws and regulations, including but not limited to, nondiscrimination laws and regulations.

Debarment Certification. The Contractor, by signature to this Contract, certifies that the Contractor is not presently debarred, suspended, proposed for debarment, declared ineligible, or voluntarily excluded by any Federal department or agency from participating in transactions (Debarred). The Contractor also agrees to include the above requirement in any and all Subcontracts into which it enters. The Contractor shall immediately notify DSHS if, during the term of this Contract, Contractor becomes Debarred.  DSHS may immediately terminate this Contract by providing Contractor written notice if Contractor becomes Debarred during the term hereof.

Governing Law and Venue. This Contract shall be construed and interpreted in accordance with the laws of the state of Washington and the venue of any action brought hereunder shall be in Superior Court for Thurston County.

Independent Contractor. The parties intend that an independent contractor relationship will be created by this Contract. The Contractor and his or her employees or agents performing under this Contract are not employees or agents of the Department. The Contractor, his or her employees, or agents performing under this Contract will not hold himself/herself out as, nor claim to be, an officer or employee of the Department by reason hereof, nor will the Contractor, his or her employees, or agent make any claim of right, privilege or benefit that would accrue to such officer or employee.

Additional General Terms and Conditions – Client Service Contracts:

Advance Payment.  DSHS shall not make any payments in advance or anticipation of the delivery of services to be provided pursuant to this Contract.

Contractor Certification Regarding Ethics.  The Contractor certifies that the Contractor is now, and shall remain, in compliance with Chapter 42.52 RCW, Ethics in Public Service, throughout the term of this Contract.

Duty to Report Suspected Abuse, Abandonment, Neglect or Financial Exploitation.  The Contractor and its employees must immediately report all instances of suspected abandonment, abuse, financial exploitation or neglect of a vulnerable adult (per RCW 74.34.035) or a child (per RCW 26.44.030).  The report shall be made to the Department’s current state abuse hotline, 1-866-363-4276 (END-HARM). The Contractor must also report all suspected instances to the Client’s case manager.  If the notice to the Client’s case manager was verbal then it must be followed by written notification within 48 hours. Further, when required by RCW 74.34.035, the Contractor and the Contractor’s employees must immediately make a report to the appropriate law enforcement agency.  

Health and Safety.  Contractor shall perform any and all of its obligations under this Contract in a manner that does not compromise the health and safety of any DSHS client with whom the Contractor has contact.

Indemnification and Hold Harmless.

The Contractor shall be responsible for and shall indemnify, defend, and hold DSHS harmless from any and all claims, costs, charges, penalties, demands, losses, liabilities, damages, judgments, or fines, of whatsoever kind of nature, arising out of or relating to a) the Contractor’s or any Subcontractor’s performance or failure to perform this Contract, or b) the acts or omissions of the Contractor or any Subcontractor.

The Contractor’s duty to indemnify, defend, and hold DSHS harmless from any and all claims, costs, charges, penalties, demands, losses, liabilities, damages, judgments, or fines shall include DSHS’ personnel-related costs, reasonable attorney’s fees, court costs, and all related expenses.

The Contractor waives its immunity under Title 51 RCW to the extent it is required to indemnify, defend, and hold harmless the State and its agencies, officials, agents, or employees.

Notice of Overpayment.  If the Contractor receives a vendor overpayment notice or a letter communicating the existence of an overpayment from DSHS, the Contractor may protest the overpayment determination by requesting an adjudicative proceeding.  The Contractor’s request for an adjudicative proceeding must:

Be received by the Office of Financial Recovery (OFR) at Post Office Box 9501, Olympia, Washington 98507-9501, within twenty-eight (28) calendar days of service of the notice;

Be sent by certified mail (return receipt) or other manner that proves OFR received the request;

Include a statement as to why the Contractor thinks the notice is incorrect; and

Include a copy of the overpayment notice.

Timely and complete requests will be scheduled for a formal hearing by the Office of Administrative Hearings.  The Contractor may be offered a pre-hearing or alternative dispute resolution conference in an attempt to resolve the overpayment dispute prior to the hearing.

Failure to provide OFR with a written request for a hearing within twenty-eight (28) days of service of a vendor overpayment notice or other overpayment letter will result in an overpayment debt against the Contractor.  DSHS may charge the Contractor interest and any costs associated with the collection of this overpayment.  DSHS may collect an overpayment debt through lien, foreclosure, seizure and sale of the Contractor’s real or personal property; order to withhold and deliver; or any other collection action available to DSHS to satisfy the overpayment debt.

State or Federal Audit Requests. The Contractor is required to respond to State or Federal audit requests for records or documentation, within the timeframe provided by the requestor. The Contractor must provide all records requested to either State or Federal agency staff or their designees

Subcontracting.  Except as otherwise provided in this Contract, the Contractor shall not subcontract any of the contracted services. 

Termination for Default.  The Contracts Administrator may immediately terminate this Contract for default, in whole or in part, by written notice to the Contractor if DSHS has a reasonable basis to believe that the Contractor has:

Failed to meet or maintain any requirement for contracting with DSHS; 

Failed to protect the health or safety of any DSHS client pursuant to the section entitled Health and Safety of this Contract;

Failed to perform under, or otherwise breached, any term or condition of this Contract; and/or

Violated any applicable law or regulation.

If it is later determined that the Contractor was not in default, the termination shall be considered a termination for convenience.



Taxes.  

Where required by statute or regulation, Contractor shall pay for and maintain in current status all taxes that are necessary for Contract performance.  DSHS will pay sales or use taxes, if any, imposed on the services and materials acquired hereunder.  Contractor must pay all other taxes including without limitation Washington Business and Occupation Tax, other taxes based on Contractor’s income or gross receipts, or personal property taxes levied or assessed on Contractor’s personal property.  DSHS, as an agency of Washington State government, is exempt from property tax.

Contractor shall complete registration with the Washington State Department of Revenue and be responsible for payment of all taxes due on payments made under this Contract in accordance with the requirements of Title 82 RCW and Title 458 WAC.  Out-of-state Contractors must contact the Department of Revenue to determine whether they meet criteria to register and establish an account with the Department of Revenue.  Refer to WAC 458-20-93 and call the Department of Revenue at 800-647-7706 for additional information.  When out-of-state Contractors are not required to collect and remit sales tax, DSHS shall be responsible for paying use tax, if applicable, directly to the Department of Revenue.

All payments accrued on account of payroll taxes, unemployment contributions, any other taxes, insurance, or other expenses for Contractor or Contractor’s staff shall be Contractor’s sole responsibility.





DSHS General Terms and Conditions



1.	Purpose.  The purpose of this Contract is to provide a mechanism for one time only payment of ______________________ services.  Payment for ___________ shall not imply future responsibility of debt on this account on the part of Washington State, Department of Social and Health Services.

2.	Statement of Work.  The Contractor shall provide the services and staff, and otherwise do all things necessary for or incidental to the performance of work, as set forth below:













3.	Consideration.  Total consideration payable to Contractor for ___________________ under this Contract is a maximum of $_______.

4.	Billing and Payment.

a.	This payment will be made using a DSHS payment system. Contractor shall register in a statewide payee registration system at the time of contract execution.

b.	Payment shall be considered timely if made by DSHS within thirty (30) days.
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Transition/Sustainability Services 

Authorization Reference Guide



Definition: An individual transition services provider is an individual that meets the qualifications for Purchasing in the Community Transitions and Training contract, which includes:



1. Having a minimum of one of the following subcodes in the contract:

A. CTS/RCDA 

a) A contractor who is reimbursed for issuing payment for deposits or set up fees for clients who are eligible for CTS/RCDA.

b) Compensation for payment service should be authorized using the CTS or RCDA service code for 1 “Each” @ $32.00

B. Transition Planning (referred to as Community Choice Guide or CCG, available for clients eligible for RCL or WA Roads only)

a) A contractor who is reimbursed for issuing payment for deposits or set up fees for clients who are eligible for RCL or WA Roads.  

b) Payment should be authorized at 2 units (30 minutes) per payment issued.



NOTE: A contractor who will be reimbursed for making payments for deposits, utility set up fees, etc. to clients eligible for CTS/RCDA, RCL and WA Roads must include both of the above subcodes in their contract.



2. Using a financial business account (i.e. credit cards or checks) to be reimbursed for purchases made on behalf of clients. 

3. Only making purchases after receipt of written authorization from the case manager/social worker (CM/SW). 

4. Providing original receipts/ verification of payment to the authorizing worker for all purchases. 



NOTE: 

· For tax purposes, authorizing CM must distinguish between the time spent making the purchase and the service being purchased.

· When ALTSA pays directly, there are two options: 1) a PCard may be used (a credit card available to HCS staff only); or 2) the provider must have a signed contract (either a Special Considerations Service contract or the CTS/RCDA subcode of the Community Transitions and Training contract.)





I. For individuals eligible for Community Transition Services (CTS; See Chapter 10 for guidelines)

A. When paying directly, authorize service(s) using Community Transition: Services (CTS: 5230) 

B. When a contracted transition service provider with the CTS/RCDA subcode in their contract pays directly for the service(s):

a) Authorize CTS: Items 5231 for the payment issued (NOTE: using the items code avoids generating a 1099 for the provider)

b) Authorize CTS 5230 to compensate provider for issuing payment

c) Note: The compensation to the contracted provider for issuing payment does not count towards the RCDA $816 limit.  

	

II. For individuals who are not eligible for CTS, but who are eligible for Residential Care Discharge Allowance (RCDA; See Chapter 10 for guidelines)

A. When paying directly, authorize service(s) using Residential Care Discharge Allowance (RCDA: 4645)

B. When a contracted transition service provider with the CTS/RCDA subcode in their contract pays directly for the service(s):

a) Authorize Items for RCDA 4642 for payment (NOTE: using the items code avoids generating a 1099 for the provider)

b) Authorize RCDA 4645 to compensate provider for issuing payment

c) Note: The compensation to the contracted provider for issuing payment does not count towards the RCDA $816 limit. 



III. For individuals eligible for Roads to Community Living (RCL)

A. If paying directly, authorize RCL Community Transition Services (5823)

B. If reimbursing a contracted Community Choice Guide: 

a) Authorize RCL Items for Community Transition (5824)  for the payment (NOTE: using the items code avoids generating a 1099 for the provider) 

b) Authorize RCL Community Choice Guide (5872) to compensate CCG for issuing payment



IV. For individuals eligible for WA Roads (when service(s) cannot be authorized using CTS/RCDA or RCL)

· Community Transition Services and Sustainability (CTS&S)

A. If paying directly, authorize one of the following:

a) Community Transitions Services and Sustainability 1099 (5645 with the exception of rental deposits). NOTE:

i. Moving services ALWAYS requires the moving company to have a CTS/RCDA contract and be licensed with the state as a mover, regardless of method of payment.

ii. Code 5645 is only used for services paid directly to the vendor (never for reimbursement or rental deposits).

b) Community Transitions Services and Sustainability: Non-taxable (5646, for all rental deposits and for all CTS&S reimbursements) 

B. If reimbursing a CCG: 

c) Authorize services using Community Transitions Services and Sustainability: Non-taxable (5646)

d) Authorize WA Roads Community Choice Guide (5605) to compensate CCG for issuing payment



· Emergency Rental Assistance (Clients eligible for WA Roads only)

A. Payment to Landlord

a) When paying the landlord directly,  authorize Emergency Rental Assistance: Landlord (5607)  

B. Property Management Company (PMC)

a) When paying the Property Management Company directly, authorize Emergency Rental Assistance: Property Management Co. (5608)

C. If reimbursing a contracted CCG who has paid either a landlord or a PMC: 

a) Authorize services using Community Transitions Services and Sustainability: Non-taxable (5646) 

b) Authorize WA Roads Community Choice Guide (5605) to compensate CCG for issuing payment.
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