RCS Management Bulletin: LAKEWOOD CITY ORDINANCE NO. 680 
Date, 2015
Page 2


[image: image2.png]


[image: image3.png]



STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

R19-013 – PROCEDURE

February 15, 2019
	TO: 
	RCS Regional Administrators

RCS Field Managers

RCS Management Team

RCS Compliance Specialists
RCS Policy, Training, and Quality Assurance Unit
RCS Business Operations

RCS Headquarters Operations

	FROM:
	Candace Goehring, Director

Residential Care Services

	SUBJECT: 
	UPDATE TO STANDARD OPERATING PROCEDURE CHAPTER 12: ADULT FAMILY HOMES

	Purpose:
	To inform staff of an update to Chapter 12: Adult Family Homes in the Standard Operating Procedures (SOP) Manual.

	Background:
	During the 2018 Quality Assurance Process Review for the Adult Family Home program, several issues were identified as frequently missed and requiring additional clarification on expectations for licensors.

	What’s new, changed, or

Clarified:
	A Frequently Asked Questions document was created as an appendix to the Chapter 12 SOP to clarify the following issues:

· Why inspection working papers need to be filled out completely

· When to check “yes” or “no” on features that do not apply in a home (for example, answering questions about water hazards if no water hazards exist)
· When and where to note the time of observations
· How to complete provider and staff interviews in special circumstances

· When resident representative interviews are necessary and how to complete them

	ACTION:
	Staff should review the appendix and ensure their inspection process matches the policies given.

	Related 
REFERENCES:
	RCS SOP Manual

	ATTACHMENTS:   
	1. Chapter 12B16: FAQ Appendix 
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	CONTACTS:
	Libby Wagner, AFH Policy Program Manager, (253) 234-6061
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AFH Working Paper FAQ 
(Based on results from 2018 QA Process review) 


 
1. Why is it important to check all the relevant boxes? 


Checking all the relevant boxes demonstrates that you have completed all parts 
of the inspection. If boxes are left empty, a reviewer does not know if that is 
because the corresponding item met requirements or if you failed to check that 
item. Funding for our program and our work depends on our ability to show we 
have completed our inspections according to our policies and procedures. If an 
item is not checked as completed, we have no way to prove that the inspection 
was completed properly, which could have negative consequences for our 
program. 


 
2. In some places, the only choices are “yes” and “no,” which can be 


confusing if the answer is neither. For example, on the Environmental Tour 
form, under “Barrier around water hazard,” if there is no water hazard, do I 
put “no” because I see neither barrier nor water hazard, or “yes” because 
there is no issue with a barrier around a water hazard? 
The questions are intended to mean “yes, the home is in compliance,” or “no, the 
home is not in compliance.” A no means there is a problem regarding a water 
hazard or its barrier. If there is no finding, you may check “yes.” If the home has 
no water hazard, write “N/A” and put “no water hazard” in the notes. 
 


3. Where do we need to note the time in the working papers? 
Note the time of entrance on the Entrance Information and Observation form, 
time of temperature checks on the Environmental Tour form, and in each box 
next to your observations on the Resident Observation form.  
 


4. What should I put on the Residential Observation form if I don’t have any 
observations for a particular section (for example, I did not see any 
interactions or activities while I was there)? 
Write N/A. 
 


5. What questions from the Provider Interview form need to be asked with 
answers documented during the Provider interview? 
All questions on the Provider Interview form are required and must be asked with 
answers documented. 
 


6. What should I do about the Staff Interview form if there are no staff present 
while I am on site? 
If no staff are available during the inspection, obtain contact information and 
worktime availability for at least one staff member and call them for an interview. 
This interview may be conducted while they are on duty at the home or in their off 
time if they request to be interviewed when they are not on duty. Only one staff 
member must be interviewed. Document each attempt at contact. If you are 
unable to contact a staff member after three attempts, you may mark this on the 
Staff Interview form and stop attempting to contact. 
 







There is no expectation that either AFH staff or licensing staff be required to work 
outside their normal working hours. For this reason, if the only option for 
contacting a staff member at work would require a licensor to work when they are 
not normally scheduled or to contact an AFH staff member when they are not 
working (unless they have specifically requested it), note this in the working 
papers and skip the staff interview. 
 


7. What about if there are no staff, and the provider is the only staff person? 
If the home has no staff other than the provider, the staff interview is not 
required. Write “home has no staff other than provider” on the Staff Interview 
form. 
 


8. What questions are required to be asked during a comprehensive interview 
of the sampled resident/representative? 
All of the questions in Part A of the Comprehensive Resident/Representative 
Interview form are required. In addition, you must ask a question that addresses 
each of the categories in Parts B-K. You may use a sample question or create 
your own. 
 


9. Do I need to do representative interview? 
You must conduct at least one representative interview. You must conduct two 
representative interviews only if both residents are not interviewable. If you were 
able to conduct a comprehensive interview with both sampled residents, you still 
need to attempt to contact at least one representative and conduct an interview. 
However, you may conduct a condensed interview of only a few general 
questions. 
 


10. How do I document that I wasn’t able to reach a representative by phone? 
Document each attempt to contact the representative. If you are unable to 
contact them within three attempts, write “unable to reach a representative” in the 
comments box. 


 






