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H15-084 - Procedure
December 7, 2015

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

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


	SUBJECT: 
	Adult Protective Services (APS) Investigation Staffing Protocol 

	PURPOSE:
	To update policy and procedure for APS Case Staffing Protocol.

	BACKGROUND:             
	APS investigations should be closed within 90 days of assignment, unless necessary ongoing investigation or protective services activity continues on the investigation.
  
The APS Supervisor must schedule and conduct 1:1 reviews with the assigned investigators for all investigations in open status for any reason 60 days after intake. These 1:1 reviews continue again at least every 30 days thereafter (e.g. at 90, 120 days, etc.) for the duration of the investigation. 

The purpose of the review is to document the status of the vulnerable adult and determine if any additional or different activity is warranted.   The Program Manager, Field Service Administrator (FSA) or Subject Matter Expert (SME) provides back up for supervisors as needed.

	WHAT’S NEW, CHANGED, OR
CLARIFIED
 
	Changes to the APS Case Staffing Protocol include:
· Now titled APS Investigation Staffing Protocol
· Supervisors will develop an Excel spreadsheet identifying the plan for closure for each investigation aged over 60 days
· Supervisors will ensure that investigations aged over 90 days have a 90+ extension/exception type reason entered into TIVA
· Change of reports that APS Program Managers provide to Regional Administrators
· Elimination of Case Staffing Form
· Elimination of Case Staffing Form for Supervisors

	
ACTION:                                      
	
Begin the Investigation Staffing Protocol (attached) effective January 1, 2016.  Headquarters will provide guidance and assistance to Regional APS Program Managers and Field Service Administrators on the Investigation Staffing Protocol policy and on APS reports as needed.    

Please refer to the attached document for specific detailed instructions regarding the Investigation Staffing Protocol.

This policy does not preclude regions from staffing investigations more frequently.
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	ATTACHMENT(S):  
                  



	Investigation Staffing Protocol:





	CONTACT(S):


	Jackie Heinselman
APS Program Manager
(360) 725-2616
heinsje@dshs.wa.gov


Kathy Morgan, 
Chief of Operations, HCS
(360) 725-2321
morgaKD@dshs.wa.gov
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INVESTIGATION STAFFING PROTOCOL 

To ensure compliance with the 90 + day APS investigation review and closure policy, every investigation open 60 days or longer will be staffed, utilizing an Excel spreadsheet developed from report 1051.  

Investigation Staffing Process:

· Supervisors will schedule reoccurring face to face case staffing-specific meeting dates/times (set aside blocked time before the 15th of month) with each APS investigator who has investigations open 60 days or longer on their caseload.   

· Supervisor will run a 1051 “APS Investigation Detail” report for every worker in their unit prior to each meeting.    

· For best results when completing the field selections:

1. The “Begin Date” and “End Date” should both be the same date as the staffing.  


2. Leave “Region” and “Office” fields  with type “All”


3. Select supervisor name in “Supervisor” field


4. Select worker name is “Worker” field


5. Leave “Investigation Disposition” as auto-fill

6. In the “Investigations” field, uncheck the “Select All” box and check the “Open 60+ Days” box.


7. Select “Yes” for the “Excel Friendly” selection


8. Click on “View Report” button on the upper right of the screen


9. Only investigations aged 60 days or older will appear on the report


10. When the report data appears in the bottom of the screen, click on the “Select a format” selection and choose “Excel.”  Hit the blue highlighted word “Export” 


11. You will receive a message box on the screen that will allow you to open the report into an Excel document.  Choose “Open.”


12. Once an Excel document opens, click the “enable Editing” button at the top of the page


13. Review all data to identify anything concerning, such as an AV initial face to face visit not completed or no recent case note activity.


14. Delete all columns except: Office, Supervisor Name, Worker Name, Intake ID, Alleged Victim, Investigation ID, Investigation closed (change “closed” to “Plan”) and Days Open.

15. Adjust column width to fit on a single printing page and room to document the plan for closure.

16. Please note that re-assigning an investigation does not automatically change the worker’s name on the investigation.  For all investigations to show accurately on the 1051 report, the investigator’s name needs to display on the investigation page.


· The supervisor will staff every investigation that has been open 60 days or longer with the assigned investigator.  The plan for closure and any due dates will be documented on the Excel spreadsheet.  The supervisor will need to put the date of investigation staffing at the top of the form.  During case staffing, the supervisor should also be looking at the investigation activity in TIVA.  

· Supervisor will ensure that investigations aged over 91 days have a completed 90+ reason extension/exception.

· The supervisor will enter a case note in TIVA for each investigation staffed aged over 60 days.  The language in the Narrative box should be similar to: “staffed investigation with assigned investigator.”  For each case note choose Type: “Supervision” and Activity: “Supervisor Review 60 day” or “Supervisor Review 90 day +.”

· These investigations will be reviewed at least every 30 days thereafter.   Each subsequent investigation staffing will result in dated documentation of progress on previously assigned tasks, and any new task assignments.  

· Provide the worker/investigator and Regional APS Program Manager an electronic copy of the staffing spreadsheet.  Maintain Excel spreadsheet reports electronically.

· Supervisors will run a 1062 report to identify and complete 90+ reasons extensions/exception types in TIVA prior to the 15th of each month to ensure report accuracy.  Supervisors will also provide a 1062 report to the Regional Program Manager demonstrating that all investigations aged over 90 days have a 90+ extension/exception type entered into TIVA.  Headquarters will run the 1061 report on the 15th of each month.  Investigations on the 1061 report that do not have a 90+ extension/exception entered will be counted as open for no good cause reason.

· Supervisors will review progress on all investigations open 60 days or longer in their unit with the APS Program Manager, a minimum of one time per month.

 Process for APS Program Managers or Field Service Administrators (FSAs):

· Program Managers or FSAs will schedule and document face to face reoccurring staffings with individual supervisors.

· Program Managers or FSAs will meet and provide their Regional Administrators with a copy of the Investigation staffing spreadsheets (unit data may be condensed to a single document) a minimum of one time per month.  Program Managers or FSAs will also send an electronic copy of the investigation staffing spreadsheets each month to Headquarters Program Manager, Jackie Heinselman. 

· Program Managers or FSAs are responsible for compiling data regarding practice trends and training needs in specific units.

· The Program Managers or FSAs will provide the Regional Administrator with the following ADSA reports linked from TIVA:

· 1056 APS Investigation Timeliness


· 1057 APS State Disposition Summary for Region


· 1061 APS 90+ Investigations Reasons Summary for Region
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