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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

PO Box 45600, Olympia, WA 98504-5600


R19-035 – INFORMATION
April 26, 2019
	TO: 
	RCS Regional Administrators
RCS Field Managers

RCS AFH Licensors & Complaint Investigators
RCS ALF Licensors & Complaint Investigators

RCS ESF Licensors & Complaint Investigators

	FROM:
	Candace Goehring, Director
Residential Care Services

	SUBJECT: 
	MANDATORY training for staff to use the instructor & curriculum tracking system (ICTS) database

	Purpose:
	To inform of a mandatory online training for all staff who conduct licensing and complaint investigation visits in the adult family home (AFH), assisted living facility (ALF), and enhanced services facility (ESF) settings.

	Background:
	· The ICTS database is a system maintained by Home and Community Services (HCS) that provides up-to-date information on which instructors and courses have met the DSHS curriculum requirements. Staff have been given access to this database, which allows them to look up continuing education courses approved by HCS to determine their validity.
· On January 18, 2019, Management Bulletin R19-003 alerted AFH staff to an update of the procedure for reviewing staff records during an AFH inspection using ICTS. 

	What’s new, changed, or

Clarified: 
	· ALF and ESF staff have now also been given access to the database in addition to AFH staff.
· There is a new training on LMS to familiarize licensors and investigators with the ICTS database, including how to look up a trainer or training course and what to do if a certificate may be invalid. 

	ACTION:
	All AFH, ALF, and ESF Licensors and Complaint Investigators will:

· Click on the LMS desktop icon or here.  

· Enter the course name: DSHS ALTSA RCS ICTS Database
· Ensure they complete the online course no later than August 15, 2019.
· Staff should continue to use the procedure outlined in the SOP for their program regarding monitoring continuing education training credits.
All Field Managers will:

Submit an EASE request for ICTS access for AFH, ALF, and ESF staff who do not already have access.

	Related 
REFERENCES:
	SOP Chapter 12B13
SOP Chapter 13B14

	ATTACHMENT(S):   
	None

	CONTACT(S):
	If you have questions, please contact:

Libby Wagner, AFH Policy Program Manager, (253) 234-6061
Jeanette Childress, ALF Policy Program Manager, (360) 725-2591, or Teva Weissman, Policy Unit Manager, (360) 725-2327
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