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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Residential Care Services
R19-091 - PROCEDURE
December 6, 2019
	TO: 
	RCS Regional Administrators

RCS Field Managers

RCS Management Team

RCS Compliance Specialists

	FROM:
	Candace Goehring, Director

Residential Care Services

	SUBJECT: 
	QUALITY ASSURANCE (QA) BACKGROUND CHECK FINDING REMEDIATION

	Purpose:
	To notify staff of the process to remediate a QA finding of a background check review not completed by RCS staff when required. 

	Background:
	Background checks are important to our business because the population served by the facilities and homes we license or certify are vulnerable adults at risk for abuse, neglect, or exploitation.

· Background checks are required when Federal, State, or both Federal and State funds are used to pay for recipient services or a facility or home is State licensed or certified. There are limited facilities that are exempt from background checks.
· During process reviews, the QA Unit reviews to ensure that licensors, surveyors, inspectors, and investigators are appropriately checking background checks as defined by their Standard Operating Procedures (SOP), Washington Administrative Code (WAC), Revised Code of Washington (RCW), and any current Management Bulletins (MBs) pertaining to the process. 

	What’s new, changed, or

Clarified:
	The process of remediation that must occur once the QA Unit has identified a background check finding.

	ACTION:
	This supersedes MB R18-032.  Follow the appropriate procedure below, effective immediately: 
RCS Headquarters QA Unit Staff will:
Send background check finding information within one business day of leaving the field office to the Regional Quality Improvement Consultant (RQIC) or Headquarters Quality Improvement Consultant (HQIC), and requested designees, advising which files are missing background check verification information. 
RCS RQIC, HQIC, or Designated Staff will:

Refer to the program-specific procedure sheets attached to this MB prior to taking any action or contacting CRU.
Complaint Resolution Unit (CRU) Staff will:
Upon receipt of the Background Check finding from the RQIC, HQIC, or designee, CRU will follow their current SOP and initiate a Complaint Intake using a 10 day response time. Once completed, the Intake will be linked to the field for investigation.
Complaint Investigation Staff will:

Upon receipt of a complaint that background checks were not completed, the investigator will complete the background check review that was missing or was incomplete. 
For example:

· If a licensor had been required to review five background checks and only three were completed, the only required task of the complaint investigator is to review the two additional staff background checks to complete the review. 

	Related 
REFERENCES:
	None
 

	ATTACHMENTS:   
	1. AFH Procedure Sheet
2. ALF Procedure Sheet

3. CCRSS Procedure Sheet

4. ESF Procedure Sheet

5. Nursing Home Procedure Sheet
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	CONTACTS:
	Policy Unit Manager, (360) 725-2327
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Assisted Living Facility (ALF)

1. Within three working days of receipt of the report from the QA Unit, the RQIC, or designated staff will: 

a. Review files to determine if the background check was completed and documented according to current SOP. 

b. Review subsequent visits by licensors or complaint investigators to determine whether the background checks in question have been reviewed since the visit subject to QA review.


i. If the background check review is not found in the file, is incomplete, and no subsequent visit has ensured the background check was completed, designated staff will send a complaint to the Complaint Resolution Unit within three working days. 

· The generated intake number will be sent to the RCS Quality Mailbox in the following format:  


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.


ii. If the background check documentation was located in the working paper file, designated staff must e-mail documentation to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.

iii. If the background check has been completed during another visit (e.g. licensing, follow-up, or complaint), that information should be provided to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.
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Nursing Home (NH, SNF)

1. Within three working days of receipt of the report from the QA Unit, the RQIC, or designated staff will: 

a. Review files to determine if the background check was completed and documented according to current SOP. 

b. Review subsequent visits by surveyors or complaint investigators to determine whether the background checks in question have been reviewed since the visit subject to QA review.


i. If the background check review is not found in the file, is incomplete, and no subsequent visit has ensured the background check was completed, designated staff will send a complaint to the Complaint Resolution Unit within three working days. 

· The generated intake number will be sent to the RCS Quality Mailbox in the following format:  


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· ASPEN Shell Identification; and 


· Region and Office.


ii. If the background check documentation was located in the working paper file, designated staff must e-mail documentation to the RCS Quality Mailbox in the following format:


1. Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· ASPEN Shell Identification; and 


· Region and Office.

iii. If the background check has been completed during another visit (e.g. survey, revisit, or complaint), that information should be provided to the RCS Quality Mailbox in the following format:


2. Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· ASPEN Shell Identification; and 


· Region and Office.
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Enhanced Service Facility (ESF)

1. Within three working days of receipt of the report from the QA Unit, the RQIC, or designated staff will: 

a. Review files to determine if the background check was completed and documented according to current SOP. 

b. Review subsequent visits by licensors or complaint investigators to determine whether the background checks in question have been reviewed since the visit subject to QA review.


i. If the background check review is not found in the file, is incomplete, and no subsequent visit has ensured the background check was completed, designated staff will send a complaint to the Complaint Resolution Unit within three working days. 

· The generated intake number will be sent to the RCS Quality Mailbox in the following format:  


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.


ii. If the background check documentation was located in the working paper file, designated staff must e-mail documentation to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.

iii. If the background check has been completed during another visit (e.g. licensing, follow-up, or complaint), that information should be provided to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.
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Certified Community Residential Services and Supports (CCRSS) 


(Supported Living)

1. Within three working days of receipt of the report from the QA Unit, the HQIC, or designated staff will: 

a. Review files to determine if the background check was completed and documented according to current SOP. 

b. Review subsequent visits by evaluators or complaint investigators to determine whether the background checks in question have been reviewed since the visit subject to QA review.


i. If the background check review is not found in the file, is incomplete, and no subsequent visit has ensured the background check was completed, designated staff will send a complaint to the Complaint Resolution Unit within three working days. 

· The generated intake number will be sent to the RCS Quality Mailbox in the following format:  


· Each provider’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Provider Name; and

· FMS Event Identification.

ii. If the background check documentation was located in the working paper file, designated staff must e-mail documentation to the RCS Quality Mailbox in the following format:


· Each provider’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Provider Name; and

· FMS Event Identification. 


iii. If the background check has been completed during another visit (e.g. certification evaluation, follow-up, or complaint), that information should be provided to the RCS Quality Mailbox in the following format:


· Each provider’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Provider Name; and

· FMS Event Identification.
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Adult Family Home (AFH)


1. Within three working days of receipt of the report from the QA Unit, the RQIC, or designated staff will: 

a. Review files to determine if the background check was completed and documented according to current SOP. 

b. Review subsequent visits by licensors or complaint investigators to determine whether the background checks in question have been reviewed since the visit subject to QA review.


i. If the background check review is not found in the file, is incomplete, and no subsequent visit has ensured the background check was completed, designated staff will send a complaint to the Complaint Resolution Unit within three working days. 

· The generated intake number will be sent to the RCS Quality Mailbox in the following format:  


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.


ii. If the background check documentation was located in the working paper file, designated staff must e-mail documentation to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.

iii. If the background check has been completed during another visit (e.g. licensing, follow-up, or complaint), that information should be provided to the RCS Quality Mailbox in the following format:


· Each facility’s scanned documentation must be sent in a separate e-mail. The e-mail subject line must contain:


· Facility Name;


· FMS Event Identification; and 


· Region and Office.


