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H16-036 - Policy & Procedure
April 25, 2016
	TO: 
	Home and Community Services (HCS) Division Regional Administrators 

Area Agency on Aging (AAA) Directors

Developmental Disabilities Administration (DDA) Regional Administrators

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

Don Clintsman, Deputy Assistant Secretary, Developmental Disabilities Administration


	SUBJECT: 
	New Orientation and Safety Course for Individual Providers.
Update of individual provider who have an OSPI or employment exemption from the HCA credential. 

	Purpose:
	To inform staff about changes in the ways for an Individual Provider (IP) can take Orientation and Safety through the SEIU Training Partnership (TP). 
To inform staff of changes in reporting an OSPI credential for the IP pay differential.

To remind staff to contact student support at the Training Partnership when an IP who is exempt due to their employment history, is authorized to provider services so that their Training requirement is changed from basic training to CE if required. 


	Background:
	The SEIU Training Partnership providers all Individual Providers (IP) Orientation and Safety (ORSA) course through a DVD provided to all IPs through the DSHS contracting process. Watching the DVD has been the only way an IP has to complete Orientation and Safety.
Prior to the implementation of P1 and IPOne a PFAR form was used to inform payroll that an IP had a valid OSPI credential which would inform payroll of a pay differential for the IP.

	What’s new, changed, or

Clarified
	With implementation of P1 and IPOne the staff can no longer complete a PFAR form to inform payroll that an IP has a valid OSPI credential.

Effective May 1, 2016 the Training Partnership has a new Orientation and Safety (ORSA) training that is available online. This version is in English only. The TP is providing a document that explains training is available online and how to access it.  This document will be given to all new IPs contracted on and after May 9, 2016. 
A new DVD is available that replicates the information in this new training and staff will give this new DVD to IPs who are unable take online training and English is their primary language or the individual will work with someone to translate this information for them because the information is not available in their language. 
The Training Partnership has also created a document that explains the different options for IPs to complete Orientation and Safety in their preferred language. 



	ACTION:  

 
	HCS, DDA and AAA staff will need to inform Headquarters of an OSPI credential. The IP will provide staff with a copy of the credential or provide the name, credential number and year of the credential. This document or information will need to be sent directly to Leslie Kennedy at kennela@dshs.wa.gov. for HCS and to Linda Gill at GilLL@dshs.wa.gov Headquarters  will verify the credential with OSPI and notify IPOne of the pay differential. 
Staff will notify the Training Partnership through student support after the IP is authorized to provide personal care that they are exempt due to their employment history so that student support can change their training requirement from basic training to CE when appropriate.  

HCS, DDA and AAA staff will continue to use the Safety and Orientation training through the Training Partnership and give IPs information on access to the currently used (referred to as prior) and the new training on or after May 9, 2016.

1. This new online version of Orientation and Safety training will initially only be available in English.  Other languages will be added later.  The Training Partnership wants to encourage IPs to complete training online.  When the IP completes the online course they NO LONGER call 1-866-483-1397 to confirm completion of training. Orientation and Safety will be recorded automatically in the TP system when the IP completes the course.

2. IPs whose primary language is: Korean, Russian, Chinese, Vietnamese, and Spanish the Training Partnership has placed the ORSA DVD that has been in use prior to May 9, 2016 on the TP website. The IP will contact the Member Resource Center (MRC) to access the webpage. Once ORSA is completed the IP will be given credit for training and the IP does not have to call the 1-866-483-1397 number.  If the IP does not have access to a computer, continue to give them the prior DVD to watch and then they will have to call the above number to verify they have completed this training. 
3. For IPs whose primary language is one of the following: Laotian, Ukrainian, Samoan Somali, Khmer, Tagalog, Arabic or Samoan, continue to give them the prior ORSA DVD. The IP has made available a transcript of the ORSA content in these languages. Once the IP reads the transcript the IP calls 1-866-483-1397 to verify completion. 
4. For IPs who speak another language that is not identified in this document the IP, who needs assistance with English, will need to identify someone who can translate either the previous version or the new version of the  English DVD into their language. The IP calls 1-866-483-1397 when ORSA is complete.
5. Staff will include the attached written information in the IP packets that is given to all new IPs contracted after May 9, 2016 and continue to distribute either the new English version or prior DVDs to IPs who will not be accessing this information on line. 

a. To order this new material from the Training Partnership use this link: https://docs.google.com/forms/d/1eUMCKxnR1foX8xuIQJqSoFX0Y68886sBQSeQmBQ4Pxg/viewform 
b. To order supplies after the “initial shipment” of the new material contact the fulfillment website at this link: http://members.printable.com/ccsprinting/myseiubenefits/
Note: It can take up to two weeks to obtain information after you place these orders. 
6. If the IP has any other questions or problems accessing this information on line or completing this training have them contact the Training Partnership Membership Resource Center at 1-866-371-3200 to assist them. Staff are not required to answer questions about the new DVDs or the new process.  This is the responsibility of the Training Partnership and MRC staff to answer IP questions about the new online training.
7. The Training Partnership has also created the attached desk aid for staff that explains all the options for the IP to complete Orientation and Safety, in English and in the different languages. 


	ATTACHMENT(S):  
	Desk Aid for Completing Orientation and Safety

One-Pager Explanation  
Letter 2: Language Options Insert
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	CONTACT(S): 
	Leslie Kennedy, Unit Manager HCS
(360) 725-2558

kennela@dshs.wa.gov 
Linda Gil, Training Unit Manager DDA
(360) 725-3435
GilLL@dshs.wa.gov 
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DSHS LETTER TWO: INSERT FOR KOREAN, RUSSIAN, CHINESE, VIETNAMESE, SPANISH LANGUAGE OPTIONS



Dear Home Care Aide,



On behalf of SEIU 775 Benefits Group, welcome to the Home Care Aide (HCA) profession. You join a community of 45,000 long-term care workers across Washington whose work supports people and their ability to live independently, safely, and with dignity.



1

ORIENTATION & SAFETY





Your first step after contracting is to complete Orientation and Safety (O&S) training.

This is a 5-hour course that counts toward your training requirement.



There are two options to take this training in <language name>. 



1. Request a <language name> DVD. After watching, call the Member Resource Center to request your confirmation number. Then call 1-866-483-1397 with your confirmation number and last four digits of your social security number to receive credit. 



2. To watch an online video with <language name> subtitles call the Member Resource Center and request support to log in to the training portal and be registered for this online video training. After completing, credit is automatically updated in your profile.  



3. Visit www.myseiubenefits.org and register as a user through the website. Launch the Orientation and Safety training in English and complete it with an interpreter you know. After completing, credit is automatically updated in your profile.  

 

4.  After you are done you are ready to be authorized for personal care
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BASIC TRAINING





After completing Orientation and Safety training, your next step is to register for Basic Training. The type of care you provide determines your required training hours and whether you will need to be certified as a Home Care Aide through Department of Health. .

Individual Providers:

· Register for Basic Training online at www.myseiubenefits.org 

· Call the Member Resource Center at 1-866-371-3200 to register over the phone



Agency Providers:

· Check with your employer on the best way to register for training3

FINISH STRONG!
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FINISH STRONG!





Make sure you go to your scheduled classes! Once you begin working, you only have 120 days to complete your required training. Get started today! 



If you have questions along the way, contact your employer or the Member Resource Center (MRC). The MRC is available throughout your career as a Home Care worker to provide support and answer questions you may have.



Again, welcome to the profession! We are excited to work alongside you. 

Sincerely,





Executive DirectorCharissa Raynor



SEIU 775 Benefits Group

If you have questions regarding your training, call the Member Resource Center at: 1-866-371-3200


















DSHS LETTER THREE: INSERT FOR LAO, UKRAINIAN, SAMOAN, TAGALOG, CAMBODIAN, SOMALI, ARABIC LANGUAGE OPTIONS



Dear Home Care Aide,



On behalf of SEIU 775 Benefits Group, welcome to the Home Care Aide (HCA) profession. You join a community of 45,000 long-term care workers across Washington whose work supports people and their ability to live independently, safely, and with dignity.



1

ORIENTATION & SAFETY





Your first step after contracting is to complete Orientation and Safety (O&S) training.

This is a 5-hour course that counts toward your training requirement.



There are two options to take this training in <language name>. 



1. Request a DVD and a paper transcript of the training material to read. After watching and reading the material, call the Member Resource Center to request your confirmation number. Then call 1-866-483-1397 with your confirmation number and last four digits of your social security number to receive credit. 



2. Visit www.myseiubenefits.org and register as a user through the website. Launch the Orientation and Safety training in English and complete it with an interpreter you know. After completing, credit is automatically updated in your profile.  



3.  After you are done you are ready to be authorized for personal care.
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BASIC TRAINING





After completing Orientation and Safety training, your next step is to register for Basic Training. The type of care you provide determines your required training hours and whether you will need to be certified as a Home Care Aide through Department of Health. .

Individual Providers:

· Register for Basic Training online at www.myseiubenefits.org 

· Call the Member Resource Center at 1-866-371-3200 to register over the phone



Agency Providers:

· Check with your employer on the best way to register for training3

FINISH STRONG!





3

FINISH STRONG!



Make sure you go to your scheduled classes! Once you begin working, you only have 120 days to complete your required training. Get started today! 



If you have questions along the way, contact your employer or the Member Resource Center (MRC). The MRC is available throughout your career as a Home Care worker to provide support and answer questions you may have.



Again, welcome to the profession! We are excited to work alongside you. 

Sincerely,





Executive DirectorCharissa Raynor



SEIU 775 Benefits Group

If you have questions regarding your training, call the Member Resource Center at: 1-866-371-3200
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Effective May 1, 2016 the Training Partnership has a new Orientation and Safety training that is available online in English only. The have a document in English only that explains this training is available online and how to access it.  This will be given to all new IPs contracted on and after May 9, 2016.  The have also created a new DVD in English only, where the content aligns with this new training. Staff will give this new DVD out to IPs who are not going to take this training online and their primary language is English. 

The Training Partnership has also created a one page document that explains the different options that IPs have to complete Orientation and Safety in their specific language since this is different depending on the Individual Provider’s primary language.  

HCS, DDA and AAA staff will continue to order through the Training Partnership and provide to IPs on or after May 9, 2016:

1. the printed information about this new online training, 

2. the new DVDs only to IPs where English is their first language and they will not be accessing the on line course, 

3. the one page document that explains the training options for IPs whose primary language is  Korean, Russian, Chinese, Vietnamese and Spanish

4. the one page document that explains the training options for IPs whose primary language is Lao, Ukrainian, Samoan, Tagalog, Cambodian, Somali, and Arabic languages 

5. the prior DVDs,

6. Transcripts of the languages identified in #4 above that are not supported within the prior DVDs.  

Staff will include this written information in the IP packets that is given to all new IPs contracted after May 9, 2016 and continue to distribute either the new English version or prior DVDs to IPs who will not be accessing this information on line. 

To order this new material from the Training Partnership use this link: https://docs.google.com/forms/d/1eUMCKxnR1foX8xuIQJqSoFX0Y68886sBQSeQmBQ4Pxg/viewform

To order supplies after the “initial shipment” of the new material contact the fulfillment website at this link: http://members.printable.com/ccsprinting/myseiubenefits/

The Training Partnership has also created a desk aid for staff that explains all the options for the IP to complete Orientation and Safety, in English and in the different languages.  The desk aid is included at the end of this document. 

For your information only:

This new online version of Safety and Orientation training will initially only be available in English.  Other languages will be added later.  The Training Partnership wants to encourage IPs to complete this training online, especially for those where English is their primary language and they have access to a computer.  When they complete this course online they NO LONGER have to call 1-866-483-1397 to confirm completion of this training.  That will now happen automatically when they complete the training online.

For IPs whose primary language is one of the following: Korean, Russian, Chinese, Vietnamese, and Spanish the Training Partnership has placed the prior ORSA DVD on line for those individuals that have access to a computer so that they can now view this DVD through the Training Partnership portal.  IPs who want to do this online will contact the Member Resource Center to gain access to this online option, once it is completed they will be given credit for this training and do not have to call the 1-866-483-1397 number. If these individuals do not have a computer you will continue to give them the current DVD when they are contracted and they will have to call 1-866-483-1397 to verify their completion of this ORSA training.  

For IPs whose primary language is one of the following: Laotian, Ukrainian, Samoan Somali, Khmer, Tagalog, Arabic or Samoan, continue to give them the prior DVD described above and the transcript of the content in their language.   Once they read this transcript they will have to call the 1-866-483-1397 to verify completion of this training. 

For IPs who speakers another language that is not identified in this document they have to locate someone that can translate the  previous version or new version of the  English DVD into their language for them so that they can complete this training.

If the IP has any other questions or problems accessing this information on line or completing this training have them contact the Training Partnership Membership Resource Center at 1-866-371-3200 to assist them.   Staff are not required to answer questions about the new DVDs or the new process.  This is the responsibility of the Training Partnership and MRC staff to answer IP questions about the new online training.  
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English language options

Online e Interactive English Online format 1. Therecord is entered into the portal Once the course is complete the
with new content 2. Orientation and Safety is opened student’s record will
e Access to a desktop or laptop with 3. The student should log into the portal automatically be updated and the
internet access 4. The student should follow the instructions on the next training requirement
Preferred! Course contains knowledge checks new hire information sheet opened.
throughout
e Updated 2016
DVD e Updated DVD with new content Order materials through Fulfillment website at: After watching the DVD, the
e Accesstoa TV and DVD player or . o ] ] student will need to call
other means of playing DVD http://members.printable.com/ccsprinting/myseiubenefits/ | 1 ac6 4831397 10 report
e Updated 2016 completion.

Korean, Russian, Chinese, Vietnamese, Spanish language options

Online e Video based curriculum taken from | Call the Member Resource Center to gain access to the Once the course is complete the
existing curriculum online option. student’s record will automatically
e Access to a desktop or laptop with be updated and the next training
internet access requirement opened.
DVD e Existing DVD Order materials through Fulfillment website at: After watching the DVD, the
e Access toa TV and DVD player or ) . ) i student will need to call
other means of playing DVD http://members.printable.com/ccsprinting/myseiubenefits/ | 1 gc6 483 1397 to report
completion.
Lao, Ukrainian, Samoan, Tagalog, Cambodian, Somali, Arabic language options
Paper transcript There are multiple options listed here in order of most effective student experience. After watching DVD and reading
) o ) ] the transcript, the student will
e Transcript 1. Provide student existing DVD and translated transcript of text. The transcript can be need to call 1.866.483.1397 to
of existing ordered through the fulfillment website or printed from the online link. report completion.
currl.culum 2. Student may watch new online content or English DVD with a community interpreter.
provided If student completes content
3. Student can call the Member Resource Center to obtain a transcript and read the online credit will be
material. automatically updated.

Desk Aid updated March 2016






