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DEPARTMENT OF SOCTAL AND HEALTH SERVICES
Olympia, Washington

May 31, 1984

TO: ~ THOSE RECEIVING THE DIVISION OF CHILD AND FAMILY SERVICES MANUAL

FROM: Gerald E. Thomas, Assistant Secretary
Health and Rehabilitative Services

|~ ' f I
|IF NOT DELIVERABLE, RETURN TO:. MANUAL PRODUCTION UNIT — MS OB-16]
N ' . S . I

SUBJECT: Issuance‘of the Division of Children and.Family‘Services Manual

The DCFS Manual contains 565 sheets of paper.

INTRODUCTION

This manual is issued to provide policy and procedural guidelines for field
office staff of the new Division of Children and Family Services (DCFS).
Establishing a separate DCFS Manual at this time will ease -the Division's
task of reviewing service delivery of family and children's services and
issuing the revised text.

EFFECTIVE DATE

The effective date for this manual is July 1, 1984,

CHANGES FROM MANUAL G

There has been no attempt at this time to change policies and procedures
previously issued by Community Services. - Chapter 1, Social Service Policy
and Administration, and Chapter 2, Social Service Delivery System, have
been revised primarily to delete information that does not apply to DCFS
and to update terminology.. . o S '

All chapters except 1 and 2 retain the office and position titles used by
Community Services with one exception: The Social Service Random Moment
Time sample in Chapter 2. retains CSO terminology and will have joint CSO
and DCFS responsibility until further notice. Until chapters are revised,
use the following chart to convert Community Services terminology to DCFS
terminology: .

Regional Administrator (RA) or Children and Family Service
Regional Director (RD) and Center Director

Community Services Office

Administrator (CSOA)

!

Community Services Office (CSO) Children and Family Services

Center Area Office
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Other changes from Manual G are as follows:

1. Chapter 1, section 1.15, Social Service Policy and Administration, now
references a DSHS 5-186(X), Request for Clarification/Modification of
Policy or Procedure. The form is designed to be used to formally
request interpretation or changes to DCFS policies or procedures.

2. Chapter 3, Social Service Eligibility, is not included. Eligibility
.instructions are located in each program chapter.

3.. Social Services‘Payment System information is now issued in the new
SSPS Manual. The SSPS Manual will also be issued July 1, 1984.

4. Chapter 5 consists of an interim notice on social service overpay-
ments. This will be expanded later into a regular chapter.

5. Chapter 33, Maintenance Payment Funding Source Eligibility for Chil-
dren in Out-of-Home Placement, is a new chapter. A summary of the key
policy and procedural changes is located in front of the chapter.

6. Chapter 99, Forms, contains all DSHS forms used for DCFS field
: -offices. "Suggested formats" remain at the end of each chapter.

7. The section on.RCWs was not duplicated since RCWs are now located in
the departmental manual entitled "Laws Relating to DSHS."

MANUAL ASSEMBLY

Divide the chapters among the three volumes of binders as you see best. The
tab for Chapter 22 will be used when the Family Planning chapter is
rewritten.

INTERIM NOTICES

_Notices reproduced from Manual G are printed on gray paper. They will
retain their "G” prefix and their current number.

Interim notices for the DCFS Manual will be tan and will use a "T" prefix.
There will be several Tan Notices issued with your manual that will need to
be inserted.

Control sheets for interim notices are attached to T-1l.

CONTROL SHEETS

Control sheets for regular revisions and interim notices are located at the
end of the manual. :






TABLE OF CONTENTS e s

Chapter Ql '. Social Service Po]icy and Administratfop‘h_ﬂL ”.il»:fu
Chapter Oé Socié] Service De]ivgry Syétem o if

AChapter 03 | Backgrouﬁd Checks S

Chaﬁter 05 m‘mm\“Soc1a1 Service Overpayments )

Chapter 06 t;T:TL1cens1ng/Cert1f1cat1on

Chapter 20 Information and Referra]
'Chapter 22 Fam11y Planning

Chapter 23 "'“‘”dﬁveni]e Court Process

Chapter 24 o Fam11y Reconciliation Services

Chapter 25 ..: Home Based Services

Chapter 26 \ Ch11d Protective Services

Chapter 28 -~ Day Care Services for Children

Chapter 300 L}nterstate Compact on P]acement of Children- SRR A
Chapter 31 w'trisis Residential Center

Chapter 32 Child Foster Family Care -

Chapter 33 Maintenance Payment Funding Source E11g1b111ty fér CHH]dreﬁ

in Out-of-Home Placement

Chapter 34 Private Agency/Child Grdup Care ?
Chapter 36 Adoption Services

Chapter 38 Adoption Suppoft

Chapter 40 | Homemaker Services , "wfi'f
Chapter 48 Health Support Services

Chapter 49 Medicaid Personal Care Services for DCFS

Chapter 62~ Volunteer Services

Chapter 99 ..  General Forms

Revision Control Sheets

Revision Tover Mémorandum

'DCFS. -1 - | Rev. 42 - 10/93






B o T PR} .

PO

N
¥

S
sy, R
W

i
v
1
'

N






DCFS Manual
Chapter 01
Issued 07/84

CHAPTER 01

SOCIAL\SERVICE POLICY AND ADMINISTRATION
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CHAPTER 01
SOCTAL SERVICE POLICY AND ADMINISTRATION

01.00 INTRODUCTION

A.

The mission of the Department of Social and Health Services (DSHS) is
to promote the health and well-being of all citizens of the state and
to assist those who are dependent, ill, handicapped or committed to
correctional facilities in overcoming obstacles that interfere with

their becoming independent, self-sufficient, productive members of
society.

In addition to direct financial aid and medical assistance, the depart- .
ment is responsible for providing social services to its citizenry and
for enforcing licensing statutes regulating a variety of child care
agencies and health care facilities. Children and family social
services are funded by the Social Security Act of 1935: Title IV-B, .
Child Welfare Services, Title IV-E Adoption and AFDC Foster Care
Services, and Title XX, Social Service Block Grant. State General

Funds are also appropriated for the department to provide social
services. :

Each year the department prepares a Social Service Block Grant

Application which is submitted to the Federal Government for Title XX
funding.

The goals of the Division of Children and Family Services are:

- To provide leadership and expertise for program anﬂ budget
development. :

- To develop and interpret policy and to prepare policy materials
for service delivery usage.

- To provide technical assistance and professional consultation
to Children and Family Service Centers (CFSC), community groups,
child care agencies, and other administrative units in DSHS,

other state agencies, and the Department of Health and Human
Services.

To coordinate service planning and development with the regional.
offices, other DSHS administrative units, advisory committees,

special groups, consumers, providers, other public and private
agencies, and the public.

Major program service responsibilities fall into four major categories:

- Service to maintain children in their own homes, in the community,
or in the least restrictive residential alternative. Examples
of specific services which support this goal include homemaker
services, day care, and health maintenance.
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~ Placement in appropriate alternative care when an individual
cannot remain in his own home or community. These services
include the placement process itself and supervision and
monitoring of clients who are in foster care, group care, or
institutional placement.

- Services to protect individuals from abuse, neglect, or exploit-
ation. Examples of these services are protective services of
children, day care and licensing of a variety of private care
facilities and programs for children. These include foster
homes, group homes, day care centers and homes, institutions,
maternity homes, and child-placing agencies.

~ Support for increasing family self-sufficiency or employment.
Examples of specific services include day care and family

planning.

Family and children services are delivered through Children and Family

" Service Centers (CFSCs) administered by the Assistant Secretary for

Health and Rehabilitative Services. The department has determined that
the very young, the aged and the severely handicapped are the top
priority groups to receive social services. With respect to the
commitment of available resources, the department's service priorities
are: protection from physical abuse and neglect, crisis intervention,
and services that maintain community living and avoid institutionaliza-
tion. Priorities within and among services are described in each
service specific chapter of this manual.

Service Priorities

1. For several years the department has been faced with a demand for
services greater than the resources available for delivering those
services. One critical resource has been service worker time.

The following service priority list will be used as a guide for
use of service workers' time.

2. This overall service priority list was developed taking into
consideration statutory and regulatory mandates, response time
standards and service priorities described in each service chapter
of this manual. It is assumed that services will only be provided
to eligible applicants and that service workers will utilize
available resources within the CFSCs and the community (including
volunteer services) to respond to service requests.

3. Although the department has determined that the very young, the
aged and the severely handicapped are the top priority population
groups, each individual service request and situation must be
evaluated separately. Service requests dealing with life
threatening/life sustaining situations must always be handled

prior to any other type of service request, regardless of statutory

requirements to provide non-emergency services (such as employment
counseling).
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ces will be used to deliver services in the

Priority 1. Emergency situations where intervention is

required to protect or prevent abuse of individuals (regard-
less of age). This would include child protective services,
crisis intervention services (where there is threatened

violence) and supportive medical, shelter placement, or
homemaker service as required.

Priority 2. Emergency situations where persons require food,

shelter or medical assistance. This is an Information and

Referral (I&R) service (referrals to both DSHS and non-DSHS
resources.) '

Priority 3. Non-emergency situations where intervention is

required to protect individuals (regardless of age) such as
child neglect cases and crisis intervention services in
non-violent situations. This includes child protective
services, services to children in their own homes and
homemaker, day care and shelter placement services as required.

Priority 4. Situations where intervention is necessary to

prevent out-of-home placement or to facilitate the return of

a person to his/her own home or the least restrictive placement
possible. This includes: services to children in their own
homes, health support, homemaker services, services to

persons placed in family foster or group care, supportive
licensing and monitoring services, and when a return is not
possible, termination of parental rights, adoption and

adoption subsidy services.

Priority 5. Situations where services would permit maintenance

or improvement of the quality of life. This includes out-of-
home placement, interstate compact placement evaluation/super-
vision, health support (EPSDT, family planning), day care,

foster family and day care provider recruitment and licensing
and volunteer services.

01.01 GENERAL POLICIES

A.

The purpose of the Social Service Delivery System (SSDS) is to provide
agreed upon social services to children, families, and adults in
Washington State to help them develop physically and socially in a
positive manner, to enhance or sustain their productivity, to maintain
them as community members, and to reduce the impact of crisis in their
lives.

develop positive working relationships based upon mutual respect.

That purpose cannot be achieved unless staff and clients
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Any person has the right to request services and have an eligibility
determination made. Service requests may also be initiated by another
agency or person on behalf of an individual when the individual is not
capable of making a personal request. If the department has reason to
believe the person referred for services could make a direct service
application on his/her own behalf, we are not obligated to act on an
application initiated by another agency or person on behalf of the
individual. 'If the department feels the facts support a direct applica-
tion by the referred individual, this decision and our explanation
should be provided to the referring agency or individual with the

expectation that the person will make application on his/her own
behalf.

Any person requesting assistance has the right to a full explanation of
available services. Eligible individuals shall be provided requested
services based on stated service priorities and the availability of

- resources. Applicants or recipients may request a fair hearing concern-

ing the denial or termination of a service, or failure to act upon a
request for services with reasonable promptness.

SSDS is based on the following assumptions:

1. The client is usually able to identify his/her needs or specific’
service request.

2. The client is usually able to identify the solution or services
" needed.

3. The client is usually able to make choices regardiné his/her

situation. :
4, The client usually has thé’capacity to change.

5. The client may be unable to accomplish 1-4 above and therefore
require active intervention by the agency.

The client has a right to request service and also a responsibility for
participation in the agreed-upon service plan. The c¢lient will be
informed of his/her rights and responsibilities, including the right to
a fair hearing and the agency policy on confidentiality.

Social service staff are expected to respect client's rights and
presume that the client has the capabilities listed in C. above. Staff
will be aware of and sensitive to the different ethnic, cultural, and

social systems which clients may have and utilize this understanding
when providing services.

Staff will be knowledgeable of and be able to explain all DCFS services
available to the client. Staff will assist the client to state service

requests clearly, identify possible outcomes, and determine an appropriate
service plan to achieve the agreed-upon outcome. ‘
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01.02 PROFESSIONAL ETHICS

A.

Social service practice.is a public trust that requires integrity,
compassion, belief in the dignity and worth of human beings, respect
for cultural and individual differences, a commitment to service and a
dedication to truth. The end sought is the performance of service with
integrity and competence. Each service worker carries a ‘responsibility
to maintain certain standards of behavior, such as those outlined in
the following paragraphs.

Consistent with Title VI of the Civil Rights Act of 1964, Section 504
of the Rehabilitation Act of 1973, Washington State Laws Against
Discrimination, and the department's Nondiscrimination Plan, all
programs and activities of the department or any of its service agents
will be conducted without discrimination based on any person's race,
color, creed, national origin, sex, handicap or age. Furthermore,
staff should make every effort to become aware of cultural differences
and be sensitive to the needs of minority groups.

In accordance with the Revised Code of Washington (RCW), Chapter 42.22
"Code of Ethics for Public Officers and Employees”:

No officer or employee shall have any interest, financial

or otherwise, direct or indirect, or shall engage in any
business or transaction or professional activity, or shall
incur any obligation of any nature, which is in conflict with
the proper discharge of his duties in the public interest.

(See RCW 42.22.040 for enumeration of prohibited practices.)
Social service staff should respect the privacy of the people they
serve, use information gained through professiomnal relationships in a

responsible manner and hold themselves responsible for the timeliness
and quality of services they perform.

Merit System Rule (MSR) 356-34-010 states that:

‘"Appointing authorities may demote, suspend, reduce in salary, or

dismiss a permanent employee under their jurisdiction for any of the
following causes:

(1) Neglect of duty.

(2) Inefficiency.

(3) Incompetence.

(4) 1Insubordination.

(5) 1Indolence.

(6) Conviction of a crime involving moral turpitude.

(7) Malfeasance. '

(8) Gross misconduct. , :

(9) Willful violation of the published employing agency or Department
of Personnel rules or regulations.”
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DSHS Personnel Policy No. 540 states that "Employee misconduct is
construed to be that action or lack of action which has a detrimental

effect on the department's goals, objectives, programs and/or fellow
employees"”.

Social service staff should be familiar with the DSHS Personnel Policies
Manual and, in particular, familiar with Policy No. 506 "Departmental
Employees Holding Outside Employment” and Policy No. 541.3 "Alleged
Child Abuse or Neglect by DSHS Employees or Volunteers”.

01.03 POLICY ON CONFIDENTIALITY

A.

Confidentiality is a relationship between a client and the agency which
guarantees that the client is protected against improper disclosure of
information known to the agency. Confidentiality is not a bond of
secrecy between client and worker. '

All clients have the right to confidentiality in their contacts with
the agency. Confidentiality is the basis for the development of trust
between worker and client. Such trust is essential to the provision of
effective social services.

The agency will maintain procedures which: adequately safeguard the
client's right to confidentiality, provide for correction of erroneous
information, and which comply with all federal and state laws. In
general, confidential information should not be released outside the
department without the knowledge and consent of the client. In instances
where the department has an obligation to report data to another
governmental entity the client should be advised of this requirement at
the time he/she applies to DSHS for services.

The release of any data collected on clients or employees through a
research design which has not been approved by the department's Human
Research Review Committee is expressly prohibited. However, general
information not identified with any particular individual is not con~-
sidered to be confidential and may be released pursuant to Washington
Administrative Code (WAC) Chapter 388-320.

All information which identifies a client and is kept in his/her social
service file is considered confidential unless specific circumstances,
statutory or regulatory rules indicate otherwise.

01.04 INDIAN POLICY STATEMENT

A.

The department recognizes the unique cultural and legal status of American
‘Indians among other minority groups. Reference the Supremacy Clause and

Indian Commerce Clause of the U.S. Constitution, Federal Treaties, Execu-
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i tive Orders, the Indian Citizens' act of 1924, the Indian Child Welfare

; ' Act of 1978 (P.L. 95-608), statutes and state and federal court decisions.

l Indians retain the right to tribal self-govermment (Indian Self-
Determination Act of 1964) and hold dual status as citizens of the
state and citizens of tribal govermments. Reference the DSHS Indian
Affairs Policy Statement issued March 28, 1974 by Secretary Charles R.
Morris. CFSC staff will obtain consultation from the DSHS Office of
Indian Affairs in the SO when additional information or clarification
is needed on Indian affairs or issues pertaining to the delivery of
services to Indian clients. As one effort to improve the delivery of
services to Indian citizens, the department has established Indian
Child Welfare Advisory Committees.

B. The purpose of Indian child welfare advisory committees (ICWAC) is:
1. To promote relevant social service planning for Indién children.

2. To encourage the preservation of Indian families and tribes and
‘the heritage of each Indian child referred to DSHS.

3. _To assure that necessary assistance is provided to departmental
staff by Indian tribal representatives and urban Indian organiza-
tions in the social service planning for Indian children for whom
the department has a responsibility.

: C. A local ICWAC shall be established within each region. The number and

; locations of the local committees in each region shall be mutually

! determined by the CFSC Director, Indian tribal governments, and urban

{ Indian organizations in consultation with SO staff.
|
|
|

1. The committee shall consist of representatives designated by the
tribal governments and urban Indian organizations. The CFSC
’ ' Director shall appoint committee members from among those indi-
| viduals designated by Indian tribal governments and organizations.
Those members should be familiar with and knowledgeable about the
general needs of children as well as the particular needs of
Indian children residing in the service areas.

2. The committee also may include staff from the Bureau of Indian
Affairs (BIA) and/or Indian Health Service if participating tribal
councils and urban Indian organizations approve.

3. The Children and Family Services Center Director shall appoint, in
consultation with the tribal councils and urban Indian organizationms,
a member of the CFSC staff as a coordinator of the committee.

4. The local ICWAC is an ad hoc advisory committee not specificaily
authorized by statute. '






P

10

DCFS Manual
01.04 (cont.)
Issued 07/84

The functions of the local ICWAC to be performed by the full committee
or a sub-committee are:

1. To assure that necessary assistance is provided to DSHS staff

" regarding the provision of adoption, foster care, child protective
services and other social services to Indian children and their
families. ‘

2. To review the situation of each Indian child after necessary and
appropriate consents have been obtained.

3. To assist in the recruitment of foster and adoptive homes, to make
recommendations regarding the licensing of foster and adoptive
homes for Indian children. ‘

4. To'provide culturally relevant services to Indian children.
5. To recommend plans for each Indian child.
6. To assist in the implementation of recommended plans.

7. To act in an advisory capacity to the CFSC Director regarding the
department's implementation and monitoring of the rules relating
to. foster care, child protection, and adoption services to Indian
children and their families.

Members of the local ICWAC shall agree to abide by RCW 74.04.060 and
the rules of confidentiality binding DSHS, staff. The necessary consent
of the parents of the child concerned, or from the court if the child
is under the jurisdiction of the court, must be obtained and documented
if an individually identifiable situation is to be referred to the
committee. (See WAC 388-70-640(1).) Whenever it is not possible to
locate or obtain consent from parents of Indian children referred for
child protective, foster care or adoption services, the case shall be
reviewed by a designee of the CFSC Director and a DSHS Indian Community
Worker, DSHS Indian service worker or Indian consultant, appointed by
the CFSC Director in cooperation with the ICWAC. The Office of Indian
Affairs (OIA) will be available for case staffing consultation upon
request of the CFSC Director.

The designated reviewers will be responsible for documenting their
recommendations regarding the service plan and notifying, within five -
(5) working days, Indian Affairs, OB-44G, SCAN 234-1698, of these
recommendations. A listing of cases staffed should be maintained in
the CFSC. Quarterly reports of the number of children reviewed by this
process should be provided by the CFSC Director to the ICWAC.
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The CFSC Director and the local ICWAC shall mutually develop policies
where a potential "conflict-of-interest” may exist. In addition, each
region shall develop a working agreement with the local ICWAC(s) on the
procedures, locations, and scheduling of case staffings. The working
agreement is subject to amendment by mutual agreement of the CFSC
Director and the local committee.

All DSHS field services will be developed in a manner consistent with
this DSHS Indian Affairs Policy Statement. Service delivery staff
efforts to implement the policy will include but not be limited to the
following activities:

1. ‘Consultation by field administrative and service delivery staff
with tribal governments, Indian/Alaskan Native organizatioms,
tribal and off-reservation Indian/Alaskan Native program staff,
and the CFSC ICWAC when appropriate.

2. Maximum coordination with existing tribal and off-reservation
Indian/Alaskan Native social service programs and staff.

3. Joint planning and delivery of services by DSHS field administra-
tion and service delivery staff with existing tribal and off-
reservation Indian/Alaskan Native social service programs and
staff when appropriate. '

4. Assuring that Indian client caseloads will be carried by field
staff with demonstrated skill and acceptance in delivering
culturally and socially relevant services to Indian clients and
communities. ' '

5. Case planning and counseling techniques developed and delivered
with the goal of providing relevant services to Indian clients
based on their culture, values, social practices, community

- standards, and treaty rights. '

6. Placing more emphasis on the development of licensed Indian foster
homes, group homes, adoptive homes, and family homes for adults,
and the placement of Indian clients in those homes as necessary.

7. Maximizing the placement of Indian children in Indian homes
whenever out—of-home placements are necessary. :

01.05 PURCHASE OF SERVICE.POLICY

A.

It is the policy of DSHS to purchase selected services, not presently
provided by the department, when the services can be provided by the
vendor on a cost-effective basis meeting department performance and
program quality standards.

11






DCFS Manual |
01.05 (cont.) |
Issued 07/84

B. Services purchased shall be consistent with the goals and priorities of
DSHS, and with applicable plans, rules, regulations, and laws of the
state and federal government.

C. In deterﬁining whether services shall be purchased or provided directly,
the department shall consider whether:

1. The service is needed as a required responsibility of DSHS, either
through statute or program policy.

2. . The service is available in the private sector and not provided by
DSHS personnel.

3. The service duplicates or conflicts with existing DSHS or private
agency services. :

4. State provided or purchased service is more cost-effective.

D. The department shall not contract for services when such action would
lead to the elimination or supplanting of classified positions in state
service. .

E. Services may be purchased from public agencies, private non-profit
agencies, proprietary (for profit) agencies, or individuals, except as
prohibited by law; provided that such services are not available
without cost and are not already funded as mandatory functions of a
state agency.

F. ‘Services shall be purchased on the basis of a written agreement
“(contract) between DSHS and the provider of service which shall be
executed by persons legally authorized to do so. ©Purchasing practices
shall be consistent with established procedures and applicable laws.
Rates and methods of payment shall be those established by DSHS.

G. DSHS shall provide technical assistance to contractors, and shall

monitor and evaluate contract performance. Such activities will
involve DCFS staff at all levels. Requests for purchase agreements

shall be submitted and processed in the form and manner prescribed by
DSHS.

01.06 DEFINITION OF MANAGEMENT

A.  Management is the central point of authority and accountability for thé

effective and efficient use of resources to achieve the agency's goals
and objectives.

1. Lline management in this agency includes CFSC area office super-
visors, Children and Family Service Centers Directors and CFSC

supervisors, the Assistant Secretary for Health and Rehabilitative
~ and the Secretary of DSHS.

p. 12
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01.07 STATE OFFICE (SO) RESPONSIBILITIES

State Office staff are responsible for:

A.

Developing social service policies, program standards and budgets in
compliance with federal and state mandates. Plans, policies, standards

and budgets are developed in cooperation with regional staff, with the
advice of departmental advisory committees and with the approval of the -
Assistant Secretary for Health and Rehabilitative Services.

Reviewing and- interpreting federal and state statutes. Writing Washington '
Administrative Code (WAC) rules and guidelines. Writing and maintaining
the Division of Children and Family Services Manual.

Assuring statewide implementation of the state or federal statutes, WAC
rules applicable to DSHS service programs, and the DCFS Manual.
Providing uniform interpretation and clarification of program policies
and procedures.

Monitoring service programs on a statewide basis for compliance with
policy and procedures to maintain program integrity and to evaluate the
effectiveness of the Social Service Delivery System. .

Developing and designing with the regions and other department resources
the research projects, training plans, pamphlets and brochures and

other materials necessary to improve the quality of programs and

service delivery.

Prov1d1ng information and program consultatlon to non-DCFS SO staff
CFSCs, CFSC area offices, and community groups.

01.08 CHILDREN AND FAMILY SERVICE CENTER RESPONSIBILITIES

CFSC staff are responsible for:

A.

Developing program budget issues and service plans and providing input
to SO staff on social service plans, policies, standards and budgets.-

Disseminating SO program and policy information to field staff and
assuring uniform implementation of state programs and procedures in
compliance with established policies and procedures. Coordinating
training for field staff to accomplish this task.

Monitoring service delivery in the region and the CFSC area offices

for compliance with policy and procedures according to program monitoring
guidelines prepared by SO and the CFSC Directors.

p. 13
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D. Responding to inquiries and providing policy interpretation and clarifi-
cation for CFSC field office staff. Identifying, researching and
recommending solutions to problems affecting local service delivery in
consultation with SO staff and community resources.

E. Coordinating and arranging training for CFSC and CFSC area office
staff with state program offices and training centers.

F. Developing community resources to assist and complement service delivery
in the region. :

G. Appointing and providing suﬁport for regional committees as authorized
by the Secretary, such as the Indiam Child Welfare Advisory Services
Committee. : .

H. Providing information to SO staff for response to inquiries by the

media and the legislature about children and family services.

01.09 DCFS FIELD SERVICES OFFICE RESPONSIBILITIES

CFSC branch offices are administratively a part of the CFSCs. They have
area supervisors, but do not have office supervisors.

.CFSC branch office supervisor's administrative responsibilities include:

A. Managing the day-to-day operations of providing social services to
clients.

B. Assuring that area office operations are in compliance with SO and CFSC
policy and procedures.

c. Developing statements of training needs, submitting written requests
for training to the CFSC and SO, and providing training for staff and
service providers/vendors.

D. Providing information to and being the primary agency contact for
agencies, groups or individuals within the CFSC area office geographical
service area.

E. Maintaining an adequate number of receiving/shelter beds for children

needing emergency placement. (See WAC 388-70-044(3).)

01.10 COMMUNICATION POLICY

A. Interpretation of policy and pfocedures should be handled at the lowest

level of administration possible. That is, service workers should
first review the appropriate chapter of the DCFS manual or the WACs
(Manual A) and then seek the advice of their immediate supervisor.

Questipns should be addressed within the chain of command up to the
CFSC Director/designee.

p.‘l4






B.

DCFS Manual .
01.10 (cont.)
~ Issued 07/84

Issues which cannot be resolved and questions which cannot be answered
by the CFSC Director should be addressed to the SO. Direct telephone

contacts between CFSC area office staff and SO program managers are
discouraged. '

CFSC staff ought to be able to interpret all but the most complex issue
or policy questions. If a policy or procedure is so unclear as to
cause regionwide confusion about its interpretation, then the CFSC
Director should request action by appropriate SO staff to issue a
clarifying numbered memorandum or a revision of the DCFS Manual.

None of the above should be construed to prohibit direct CFSC branch
office-SO contact under the special conditions or special projects

_ described in numbered memoranda, delegation of authority documents or

program chapters which follow. Note that the policy and procedures for
a "request for exception to policy” are described in 01.13 and
Chapter 99, Forms.

Time permitting, field inquiries and SO responses to policy and proced-
ural matters should be in writing. This permits documentation of the
frequency or scope of the problem and speeds up the process of revising
the DCFS Manual. Responses should be made promptly.

State office~field contacts for meetings, technical assistance and
advice, general consultation and reviews may be initiated by the CFSC
and SO. Confirmation of the request will be in writing as a followup

to oral arrangements. The CFSC is the central coordination point for
these requests.

SO and CFSC staff seeking data about clients or services should first
assess what information is already available at SO by contacting the
Office of Information Systems, SSPS or the Office of Research and Data
Analysis. Data not presently available should be collected using
sampling techniques rather than by routine daily or monthly reports to
minimize the workload impact on social service staff.

SO and CFSC requests for reports or statistical data from field staff
will explain the purpose for the request, outline the data that is
desired, provide necessary forms and clear instructions as to how to
collect the data and complete forms, and provide a time frame for
response which recognizes mail and communication lags. The requestor

is also responsible for communicating results back to CFSCs for
dissemination to field staff.

p. 15
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0l.11 COMMUNITY COORDINATION

A.

p. 16

DCFS will actively involve the community in the planning for services.
Advisory committees will be a major vehicle for community input. The
community will be regularly informed of agency activity regarding
service delivery. Community resources and volunteers will be considered
as part of the total resources available to fulfill Individual Service
Plans (ISP).

The purpose of citizen participation in the Social Service Delivery
System is threefold:

1. To involve citizens in identifying community service needs and to
be advocates for those needs.

2. To involve citizens in the planning, development, budgeting and
evaluation of services.

3. To involve citizens as volunteers in providing services to the
consumers of agency services.

Citizen participation in agency planning and needs identification

should be at the most basic level possible. Grassroots involvement in
local communities shall be used as an input for regional planning.
Citizens who serve as volunteers complement and extend the work of

staff as special resources to the agency and the community. Volunteers
do not replace staff but extend the ability of the agency to respond to
special client needs. Citizen volunteers are important community '
interpreters of agency policy and program. '

DCFS advisory committees are the responsibility of the state office
managers and CFSCs, with the approval of the DCFS Director. Citizen
members of advisory committees shall be drawn from a broad representa-
tion of community interests, skills, groups, and needs. Active service
clients shall be encouraged to serve on committees, and CFSCs will
assist to assure their participation. Minority and other special
groups shall be included in the broad community representation of the
committee. )

Statutory citizen advisory groups shall use the DSHS Advisory Committee
Handbook as a guide for their activities. The department will provide.

reasonable staff support to citizen advisory committees according to

the availability of staff, the geographic location of committee activi-
ties, and other circumstances. The department will provide available
information about services to participating citizens in an understand-
able form; the information will be as relevant to the local area as is
possible to obtain.
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01.12 AGREEMENTS WITH NON-DCFS AGENCIES

A,

Do

The purpose of developing agreements with non-DCFS service agencies is
to ensure the delivery of appropriate services to clients and to create
better working relationships with non-DCFS agencies. There are two
typés of agreements: formal agreements and memoranda of understanding.
Although both types of agreements are in writing, they are not legal
contracts and therefore shall not be understood nor put forward as
legally binding on participants. Agreements may be initiated at any
appropriate administrative level.

A formal ‘agreement is a written statement which details responsibilities,
working relationships and procedures, is arrived at through negotiation,
and is considered binding by the parties until mutually agreed upon
changes are made. A formal agreement is appropriate when:

1. There is a need to clarify legal responsibility for actionmn.

- 2. -There is a mutually recognized need for clarification of policies

and procedures.
3. There are grant or funding requirements regarding such agreements.
be There is a question of service responsibility to the client.
A memo of understanding is a written explanation of agency policies and
procedures in relation to another organization. It may be developed
and changed unilaterally. It is not considered binding, but puts

generally agreed-upon interactions into writing for the purpose. of

clarification and consistency. A memo of understanding is appropriate
when:

1. There is frequent interaction between the parties around common
clients.

2. There is a demonstrated need for clarification of policies and
procedures.

All understandings and agreements should include the following:

1. Purpose of the agreement, including a description of the client
population, legal, or policy requirements.

2. A clear definition of the roles of the respective agencies.
3. A description of special éircumstances, if any.

4. The basic content of the agreement, including relevant policies
' and procedures.

5. Procedures for implementing and changing -the agreement.
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E. Authority to enter into formal agreements (whether initiated by the -
department or the community) rests with the CFSC Director and may be
delegated to the appropriate administrative level. However, agreements
may be initiated at the CFSC area office, CFSC, or state office level.
Any service worker may request the development of an agreement. The
written request is made to the service worker's immediate supervisor,
and a copy is sent to the CFSC Director. The request should include
all available information regarding the reason for the request,
suggestions for the content of the agreement, and the names of other
persons who may need to be involved. DCFS administration will respond
to the request within 10 working days and notify the initiator of the
decision. '

01.13 EXCEPTIONS TO DSHS RULES/WAIVER OF DIVISION POLICY

. A Exceptions to DSHS Rules

l. '-The department's policies, rules and regulations are based on
federal and state laws. The department does not have the authority
to waive provisions of the Revised Code of Washington (RCW), but
it does interpret these laws through rules and regulations published
in the Washington Administrative Code (WAC - Manual A). Individual
case exception to a rule or procedure not specifically enunciated
in the law can be authorized by the SO when it appears to be in
the best interest of overall economy and the individual's welfare
(see WAC 388-20-020).

2. A service worker believing the application of a rule will result
in undue hardship or will defeat its purpose in a specific case
may direct a written request for an exception through supervisory
channels to the CFSC Director. The CFSC Director or designee will

review the request within two working days and where approprlate,
submit it to the Secretary or designee.

3. In all cases, a DSHS 5-10(X), Policy Exception Request, shall be
completed. (See Chapter 99, Forms, for instructions.) A request
of an emergent nature (where delay would cause undue hardship) may
be telephoned into SO prior to or simultaneous with submission of
DSHS 5-10(X). The Secretary or designee will communicate the
decision to the appropriate staff immediately after a decision is

reached. Written confirmation will follow within 10 working
days.

B. Waiver of Division Policy

1. There are internal DCFS field office operations policies described
in the DCFS Manual which are not addressed in WACs (Manual A).

p- 18
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2. Staff seeking a waiver of DCFS operations policy should send a
memo. to the Director of the Division of Children and Family
Services. However, final authority for granting waivers rests
with the Assistant Secretary for Health and Rehabilitative Services
or designee. o :

01.14 FORMS CONTROL POLICY

A.

The purpose of a forms control policy is to prevent the proliferation
of new forms, to eliminate or to revise outdated or obsolete forms, to
promote the development of generic forms which more directly support
the provision and management of social services, and to involve the
users of forms in this process. All forms used to-authorize, provide
or record the delivery of social services, whether developed by the SO,
CFSC (including area offices) are subject to this policy.

A form is an administrative tool, printed or duplicated by any reproduc-
tion method, which has blank spaces for the insertion of predetermined
information. Form letters are to be listed as "forms". All SO required
social service forms have a number assigned by the Forms and Records

Management Unit (0B-22G) of the Division of Administration and Personnel.

A DSHS form is one which is created at the state office level for use
statewide throughout a program area. Generally, DSHS forms are used by
more than one office. A DSHS form is not necessarily a "stock form",
e.g. thousands of copies at the DSHS stockroom. Some DSHS forms are -
just printed as needed. However, if it is a stock form it will appear
on the Forms Stock List (issued quarterly) and have an (X) after the
form number to indicate its availability through the stockroom in
Olympia. A local form is one created by a specific field office

and is used exclusively within the originating office.

Forms review committees will be established at each CFSC field office.
All forms will be reviewed annually to determine the extent of their
use, whether they are still fulfilling the intended purpose and whether
they may be eliminated, revised or combined with another form. The
DCFS field office will not generate local social service forms which
are just slightly modified statewide required forms. The goal will
always be to reduce paperwork to the minimum.

Requests for new forms will be reviewed by the appropriate SO program
manager. The SO review process will permit analysis to determine
whether the proposed form would be more useful than the existing
statewlde required form. If it is, all field staff ought to benefit
from the suggested improvements. The state office approval process is
not intended to prohibit the development of forms which are necessary.
Requests for new social service forms may be initiated at the CFSC
(including CFSC area offices) or SO levels.
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01.15 MANUAL MAINTENANCE POLICY AND PROCEDURES

A. Changes in policies, forms and procedures occur frequently. To communi-
cate those changes, the DCFS Manual will be revised on a continuing
basis and within 30 days of issuance of a new WAC.

1. DNumbered memoranda, issued through the Office of Administrative
Regulations, are binding for all departmental staff.

2. Tan Notices, issued by SO DCFS have the same authority as numbered
memoranda except that their scope is limited to the policies,
forms and procedures used in CFSC and CFSC area offices and are
only binding for staff in those organizations.

a. Tan Notices will be 1dent1f1ed by chapter and filed at the
front of that chapter.

b. Tan Notices will be used to quickly communicate changes
. pending the revision of the DCFS Manual.

B. This manual is designed to be a useful tool for delivering services.
We need the help of all service delivery staff to periodically evaluate
it. Suggestions for changes in the format or content should be submitted
on a DSHS 5-186(X), Request for Clarification/Modification of Policy or
Procedure. See Chapter 99 for instructioms. '

c. Tan Notices (sequentially numbered) and manual revisions will be issued
with a cover memo outlining the changes and indicating which pages are
to be removed and/or inserted.. Staff will post the control sheets
(revision number and date inserted) and file notices/revisions within
two working days of their receipt.

D. Requests for additional copies to the DCFS Manual will be made to your
office Manual Coordinator.

.01.99 REQUIRED FORMS

See Chapter 99, Forms, for instructions on these forms:

DSHS 5-10(X), Policy Exceptioﬁ Request
DSHS 5-186(X), Request for Clarification/Modification of Policy or Procedure

Pe. 20
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. | ENEORCEMENT _
DCFS MANUAL: CHAPT} ~ 1=2r3%s8%2 -+ . -.RATION
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DEPARTMENT OF SOCIAL AND HEALTH. SERVICES
Olympia, Washington
TO: HOLDERS OF DCPS MANUAL| NOTICE NO.: T-8

Issued: 10/25/84

FROM: Shirley Goins, Director . : SECTIONS REVISED:
Div. of Children and Family Services N/A

EFFECTIVE: 11/05/84
FOR INFORMATION CALL:’
_Darby Brown

SCAN 234-0419 or
. Non-SCAN 753-0419

! — ’ |
|IF NOT DELIVERABLE, RETURN TQO: MANUAL PRODUCTION UNIT MS OB-16]
| ' . : . I

¥

SUBJECT: EXCEPTIONS TO POLICY

Place this notice in front of Chapter 1, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-8 was entered. '

Effective November 5, 1984, the Director of the Division of Children and
Family Services will approve/deny requests for Exception-to-Policy as the
Secretary's designee for:children and family services found in Title 388
WAC. Requests are to be directed from the Children and Family Services
Center Director to the Director, Division of Children and Family Setvices,
MS OB-41.

Requests requiring approval of Community Services' administered programs
will continue to be sent to the Community Services Policy Unit, MS 0B-41N.'.

Requests will be made on DSHS 5-10(X).
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

T0: Holders of DCFS Manual ' NOTICE NO.: T-86

ISSUED: 02/24/89

FROM: Joyce Hopson, Director SECTIONS REVISED:
Division of Children & Family Services Chapter 1.04 E

g EFFECTIVE: 02/24/89
; FOR INFORMATION CALL:
SCAN 234-4618 or
Non-SCAN 753-4618

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION
g CENTER, MG-13. FOR MANUAL DISTRIBUTION CHANGES, PLEASE
| NOTIFY: MANUAL PRODUCTION, MS 0B-16.

SUBJECT: PARENTAL CONSENT FOR LICWAC STAFFING

Place this notice in front of the DCFS Manual, Chapter 1, and note on the Tan
Notice Control Sheet the date Notice T7-86 was entered.

I. BACKGROUND

The department filed an emergency WAC 388-70-640 and WAC 388-73-044 to -
implement Senate Bill 6338, effective June 9, 1988. This rule removes :
the requirement of Parental Consent for staffing cases with the Local

Indian Child Welfare Advisory Committee (LICWAC).

Due to the request of the negotiating team for the Tribal/State
Agreement the Division of Children and Family Services has withheld all
WAC/DCFS Manual revisions until implementation of the DCFS Indian Child
Welfare Manual.

II. ACTION REQUIRED

Delete existing language in DCFS Chapter 1.04 E.

Add the following Tanguage: Members of the LICWAC agree to abide by RCW
74.04.060 Records, etc., Confidential--Exceptions--Penalty which

includes applicable rules regarding confidentiality binding on DSHS
staff.
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T0: Holders of DCFS Manuals NOTICE NO.: T-96
ISSUED: 10/02/91

FROM: Diana Roberts, Director ) SECTIONS REVISED:
Division of Children & Family Services Chapter 1.03

EFFECTIVE: 09/17/91
FOR INFORMATION CALL:
234-7153 or SCAN 753-7153

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION CENTER, 5807/

MG-13.  FOR DISTRIBUTION CHANGES, NOTIFY: MANUAL PRODUCTION,
MS:5806/0B-16.

SUBJECT: WORKING WITH FOREIGN NATIONALS/CONFIDENTIALITY

Place this notice in front of the DCFS Manual, Chapter 1, and note on the Tan
Notice Control Sheet the date Notice T-96 was entered.

BACKGROUND

Federal Civil Rights laws and regulations affect many aspects of DCFS
operations, including the hiring and training of staff, client access to
services, confidentiality, and informationa]_pub]ications and materials.

As a result of an investigation of DCFS practices by the U.S. Department of
Health and Human Services, Office of Civil Rights (OCR), DSHS/DCFS entered
into a voluntary compliance agreement with OCR on October 29, 1989. This Tan
Notice is intended to meet the requirements of that agreement in regard to

confidentiality for alien clients and the provision of services to foreign
nationals.

I. DEFINITIONS

Foreign National: Anyone in the boundaries of the USA who is not a
citizen of the USA.

Immigration and Naturalization Service (INS): The federal office
responsible for all policies and procedures relating to the presence of
foreign nationals in the USA. The INS is the only organization capable
of establishing an individual’s Tegal immigration status.

" The INS maintains offices at the borders of the USA and maintains
District Offices in Seattle and other major cities.

Lawfully Admitted Alien: Anyone admitted for permanent or temporary
visitation or residence that has not been granted citizenship.
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IT.

ITI.

Undocumented Individual: Anyone in the boundaries of the USA without a
visa, work permit, alien status documentation (such as status granted by
the Immigration, Reform and Control Act) that grants temporary or
extended visitation or residence.

Consulate: A foreign governmental office with a designated official
appointed to live in the host country, looking after that foreign
country’s citizen and business interests.

ACCESS TO SERVICES

Foreign national clients are entitled to the full range of DCFS services
subject to the same program eligibility criteria applied to all other
clients. DCFS staff shall not deviate from its usual practices and
procedures when providing services to undocumented individuals except
for the procedures stated in this memo.

Be sure to contact your Area Manager and/or your AAG or Prosecutor for
assistance on issues of foreign nationals’ access to services.

CONFIDENTIALITY

Existing Policy Applies

A. The current "Policy on Confidentiality" in Section 01.03 applies
to foreign national clients as well as all other clients. When in
doubt about confidentiality policy, contact your Area Manager.
DCFS Area Managers are your primary resource for confidentiality
and all other issues dealing with foreign national clients. Their
names, addresses, and telephone numbers are 1isted by Region in
the current DCFS Directory.

B. If you become aware that you are working with an undocumented
client, review with the client their rights to confidentiality.
If you need to obtain information on documentation status to
facilitate permanency planning or adoption, carefully explain to
the client the specific information you must disclose, and why you
must exchange this information. Assure the client that
information in their case record will not be disclosed (except as
provided by DCFS policy), and that their location and/or address
will not be disclosed (except as provided by DCFS policy).
Explain to the client the circumstances under which information

will be shared with INS and the information that may be shared.
See IV, B. below.
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IV.  INFORMATION EXCHANGE WITH THE INS

A.

General Policy

Only the DCFS Director, Regional Administrators or Area Managers
may contact the INS. The DCFS Director, Regional Administrators
or Area Managers may disclose information to an INS representative
only if:

1. The client has given his/her written informed consent
specifying the nature of the information to be released and
to whom it is to be released. Custodial parents may give
this permission on behalf of a child; or

2. The disclosure of information is necessary to establish a
permanent plan for a child. DCFS should initially work with
the client’s consulate to resolve any immigration issues
that affect a child’s permanent plan. Only after all other
resources and options have been exhausted should DCFS
contact the INS.

When contacting the INS to obtain immigration status
information, you may reveal only the minimum client
information necessary to determine immigration status. INS
will inform DCFS of the necessary information. Do not
reveal the Tocation of the client; or

3. You have received a written request from a officer of the
Taw or an immigration official with a felony warrant for the
arrest of an individual. DCFS staff shall require the
immigration official to provide proper identification. A
client’s current address and location may be released if
these requirements are met. (See RCW 74.04.062.)

Inquiries must be directed to the INS District Office in
Seattle, not to local INS offices.

Use of Immigration Status to Influence Client Behavior

Under no circumstances shall DCFS staff use the threat of release
of information to the INS to attempt to coerce or harass clients.

Confidentiality and Vendor Services

When accessing services of a DCFS-contracted vendor or other
service organizations, ensure that the client’s right to
confidentiality is maintained by following DCFS client procedures.

Report to your supervisor any organization that appears to violate
a client’s confidentiality.
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Always contact your Area Manager, and if necessary your AAG or
Prosecutor, for help with confidentiality issues related to
undocumented individuals.

V. INFORMATION ON IMMIGRATION STATUS

A.

General Policy

Caseworkers may receive information on a client’s immigration
status from the client, relatives of the client or from community
members. The accuracy of this information is often very poor.
The determination of a person’s immigration status is a technical
process involving information and expertise only available from
the INS. The INS is the only organization with the authority to
determine immigration status. . :

It is not crucial to determine a client’s immigration status when
providing short term DCFS services such as Family Reconciliation
Services (FRS) and Child Protective Service (CPS) intake. DCFS
staff shall ask clients about their immigration status only when
it is necessary to develop and execute a case plan.

Obtaining knowledge of immigration status is often necessary and
is permissible in the following circumstances:

1. Permanency planning for children in foster care, including
lTocating and/or reuniting them with parents or relatives;

2. Adoption of a foreign national;

3. Placement of children into care at the request of the INS;
and

4. Coordinating travel arrangements in support of number 1

(above), or to reunite children with parents.
Under the above circumstances, the DCFS Director, Regional
Administrator or Area Manager may contact the INS to determine a
person’s immigration status. (See Sec. IV. B.)
DCFS shall not contact INS to:

1. Provide information on a client’s delinquent activity or
mental health status; or

2. Report the presence of an individual that you have reason to
believe is here illegally; or

3. Obtain social security number information; or
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4. Obtain instruction on how to handle a child welfare case.
(Contact with INS is to occur only as outlined in Sections
10B and VB above.)

VI. APPROPRIATE CASE HANDLING OF FOREIGN NATIONALS, AND FAMILIES WITH
UNDOCUMENTED MEMBERS: Examples and Guidelines

A. Permanency Planning

Foreign national children have the same right to a permanent
placement that other DCFS clients have. Children’s rights in
permanency planning can be jeopardized by extended stays in foster
care. Since children tend to identify with the culture they live
in, long foster care stays may increase this identification and
may decrease identification with their culture of origin. Thus,
timely action to establish permanency is very important for
foreign nationals.

Natural family and relative placements can be made in the USA or
in foreign countries. Foreign consulates can assist with relative
searches, both in the child’s native country and in the USA.

B. Establishment of Immigration Status

The INS is the only organization that can establish an
individual’s immigration/citizen status. It is important to
investigate the child’s immigration status before arranging to
transport the child back to his/her country of origin or before
finalizing an adoption. DCFS shall complete the investigation
without releasing the client’s location. The nearest appropriate
consular resource should be the contact of first choice. The
decision about whether and how to contact INS is best made in
conjunction with the appropriate foreign consulate.

Follow carefully the guidelines in Sec. III and IV, informing the
client of current policy on release of information. Discuss fully
the Timits on disclosure with the client. Document that you have
provided this information in the client’s Service Episode Record.

C. Adoption of Foreign Nationals

When it is in the best interest of a foreign national child that

she/he be adopted by a US citizen, adoption finalization should
occur only when:

1. The social worker/private agency has completed a thorough
search for parents and/or relatives with the help of the
appropriate foreign consulate. If parents or relatives are
found, all issues relating to their rights must be resolved.

2. The social worker/private agency has conducted an
investigation of the child’s immigration status, and
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3. The social worker/private agency or attorney has thoroughly
informed the pre-adoptive parents about the legal and
cultural issues of adoption of a foreign national.

Given current US immigration taw, legalization of children adopted
after age 16 is significantly more difficult.

Child Protective Services And Risk Assessment

Foreign national families and children have the same right to
well-being, safety, protection and the assessment of risk that
other DCFS clients have. '

Law enforcement and the Juvenile Court system feature prominently
in CPS cases. This is likely to be of special, understandable
concern to foreign national clients/families. (See Sec. F.,
below, and Sec. VI. B., paragraph two.)

Family Reconciliation Services

Foreign national families and children have the same right to
services that other DCFS clients have.

Typically, FRS referrals deal with status offenses such as
runaway, or nonviolent parent and child conflict. FRS referrals
may involve law enforcement, increasing. or arousing foreign
national client/family concern. (See Sec. F., below, and Sec. VI.
B., paragraph two.)

In gll DCFS service delivery it shall be standard practice with
foreign national clients and their families to:

1. Disclose all aspects of confidentiality, informing, and
discussing with the client, DCFS policy on release of
information. Document this activity in the client’s Service
Episode Record.

2. Discuss thoroughly the conditions of disclosure with the
client.

It could occur at any time in the course of providing any DCFS
service to foreign nationals, that may detain a child’s parents
for deportation by INS officials

DCFS wi]] take prompt action to contact and engage the child’s
parents in planning for the child in these complex and stressful
circumstances. Such unique case dynamics and factors indicate the

need.for providing equal, yet specialized, case management
services to foreign nationals.
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VII. OTHER ISSUES REGARDING FOREIGN NATIONALS

A. Contacting Foreign Consulates

‘Foreign Consulates and Embassies are responsible for Tooking after
the best interests of citizens from their country residing in or
visiting the USA. Use appropriate consulates and embassies as
primary resources to obtain case planning information on parents,
relatives, and child placement services in the country of origin.

For example, the address of the Mexican Consulate is:

Consulado De Mexico

2132 3rd Avenue

Seattle, Washington 98121
ph. (206) 448-3526

DCFS social workers may contact consulates or embassies as
necessary to obtain and exchange information. Be sure to follow
up all requests in writing.

B. Requests From INS For Placement of Foreign Nationals

The INS may request temporary foster care placement for children
of detained individuals if there are no parental or relative
placements available. Legal jurisdiction, such as a shelter care
order or signed parental consent will be required to place the
children of detained individuals. 1In addition, detained
individuals may make appropriate alternative arrangements for the
temporary care of their children providing child abuse and neglect
is not an issue of placement. DSHS shall continue to work with
the INS to promote reunification, or Tong-term case planning.

C. Complaints About DCFS Staff Working With Foreign Nationals

Any complaints about DCFS staff regarding foreign nationals,
especially complaints regarding confidentiality, must be referred
to the DCFS Regional Administrator. The Administrator is
responsible for investigation and resolution of all such

complaints.

D. Transportation of Appropriate Foreign Nationals to The{r Country
of Origin '
1. When children require transportation to their country of

origin, use the following resources in listed order:
a. Natural family

b. Relative

C. Transportation arranged by Consulate or Embassy
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d. Transportation arranged by a licensed private child
placing agency '
e. DCFS arranged transportation
2. Before transporting any child to another country, confirm

their immigration status with the INS. The INS may be
contacted to coordinate travel arrangements.
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GRID FOR ACCESSING INFORMATION WHILE
WORKING WITH FOREIGN NATIONALS

The DCFS worker may contact the
consulate for the following
information.

DCFS worker must request the
assistance of the Area Manager.

1. Gaining case planning
information on parents,
relatives and child placement
services in county of origin.

2. To complete relative searches.
3. To determine immigration
status.

Anytime a written or verbal contact
with INS is necessary.
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CHAPTER 02
SOCIAL SERVICE DELIVERY SYSTEM

02.00 INTRODUCTION

This chapter describes the framework within which The Division of Family and
Children Services will deliver social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures and
paper. The purpose of the system is to organize the operations and resources
(people, paper, etc.) in about the same way across the state so that clients
and workers can know what to expect if they move from-one Children and

Family Services Center (CFSC) or CFSC area office to another.

Standardization of policy and procedures permits equal treatment regardless of
geographical location and permits a more fair method of measuring workloads
and performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY

A. Social services delivered by CFSCs will be goal-oriented, time-limited

- and have specifically defined outcomes. Both staff and clients will be
knowledgeable of the goals and objectives of the service(s) to be
provided. Unmet goals and objectives which are not achieved or only
partially achieved will be acknowledged.

B. Services will be provided in response to identified need and within
department priorities. Services will be provided directly by the
department or by purchase from the private sector. All appropriate
methods of service delivery will be utilized. The emphasis will be on
methods which enable the client to manage his/her situation with
appropriate independence and with the least restrictive alternatives
available. Services provided will be coordinated with co-existing
community agencies and systems, such as crisis clinics, schools and
health care organizations. :

c. The department will maintain the capacity to respdnd on a 24-hour basis
.to requests for short-term crisis intervention services and protec-
tive services.

D. Service will be provided according to an Individual Service Plan (ISP).
A service episode is defined as the planned-and time-limited delivery of
a.variable number of services to achieve a stated objective or outcome.
Service plans will be mutually determined by the client and the agency.
When a mutually determined plan is not possible and the service is
mandatory due to legal or program requirements (CPS, FRS, etc.), the

service plan will be developed by the department with the client's
knowledge.
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02.02 COMMUNITY SERVICES OFFICE ORGANIZATION

A.

All social service workers are responsible for determining eligibility,
authorizing needed services and developing and implementing the
Individual Service Plan for cases assigned to them.: Implementing the ISP
may include any combination of:

1. -Direct provision of service;’
2. Arranging for purchased services;
3. Referral to, or collaboration with, peers in other service: units;

4. Referral to, or collaboration with, non—DCFS service providers/
community agencies.

A1l service workers in the Family and Chlldren s Services Section will be
able to authorlze and provide or arrange for:

1. Child Protective Services. - : e Chapter 26
‘2. - -Family Reconciliation Services . Chapter 24
3. Juvenile Court Process - Chapter 23
4. Interstate Compact Placement Services Chapter 30
5. Day Care Services for Children Chapter 28
6. Child Foster Family Services T o Chapter 32
7. Private Agency/Child Group Care Serv1ces Chapter 34
-8 Crisis Residential Center ' co "Chapter 31
‘9.~ Adoption Services - : - Chapter 36
10. - Health Support Services ‘ - Chapter 48
" 11. Information and Referral Services . Chapter 20
12. Volunteer Services L : : o " Chapter 62

The department recognizes that not-all service workers have the: program

knowledge, training or experience necessary to provide this range
of service, but they should have suff1c1ent knowledge to arrange for the
full range of services.

'After assessing the quallfications of staff  and the complex1ty and
volume of service .requests, the Children.and Family Services Center

area office supervisor may designate specialists. - Functional specialists
may be designated based upon the nature and volume of the service

(e.g., APS/CPS) or the special expertise of the individual worker

(e.g., intake/assessment specialist). However, the need to adopt

~this second alternative must be carefully assessed because the goal is
for clients to see as few workers as possible.

For example, after the investigation phase, CPS workers ought to be
able to authorize, provide or arrange for other services (e:g., day
care) which-will stabilize or strengthen the far family while the children

-are still at home. Designating intake specialists guarantees that

some .clients will ‘have to be contacted by a second (continuing) service

worker. The goal is to reduce intra~-DCFS case transfers -and reduce
fragmentation in the ‘delivery of services to families.
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The expectation that all service workers eventually should be able to
authorize, provide or arrange for nultiple services does not ignore the
fact there are different levels of work to be assigned. The supervisor's

_judgment of the difficulty of the case and of the capabilities of service
workers in his/her unit is critical to the effective delivery of services.

It is important that supervisors take the time to make appropriate worker
to client assignments. Social service workers vary in skill and experi-
ence and are not interchangeable. The random assignment of workload
based upon which worker is on intake that day can result in inequitable
workload distribution, frustrated clients (shuttled among CFSC staff) and
unachieved objectives. : S :

02.03 RECEPTION/INTAKE AND ASSESSMENT

A.

Initial Contact/Reception

1. A client may come into contact with the agency through a variety
of means. The staff worker who has the initial contact is respon-
sible for ensuring that the client is referred to, and the referral
acknowledged by, the appropriate service unit. "It will be the
responsibility of the CFSC area office supervisor to ensure that
social service staff and clerical workers are advised of specific
procedures for referral to the appropriate social service unit.

2. Generally, the reception functions are performed by clerical staff.
The receptionist identifies the category of service requested and
immediately refers the person to the appropriate. service unit.
Clients who are obviously in a state of crisis or who request
emergency services will be seen by a social service worker as soon
as possible. All social service workers are responsible for provid-
ing information and referral services.

3. The intent of the SSDS model organization is to move the client
through -each step of the service delivery process as smoothly as

. possible. The client should have contact with as few staff workers
as possible. ) ~ . ) -

Intake and Assessment-

1. The determination of service eligibility, needs assessment and infor-
mation and referral functions are performed by all social service
workers. If the client is not eligible or if the services requested
are not available, the service worker is responsible for referring
the client to other agency or community resources.

2. For prdgram eligibility/intake and assessment procedures, see the

specific program/service chapters which follow. Eligibility or
need is documented on either the DSHS 4-114(X) (Rev. 12/82), Social
Service Intake Form; the DSHS 14-139(X) (Rev. 3/83), Social Service
Eligibility Document and Face Sheet; or the DSHS 14-140(X) (Rev.
6/84), Social Service Application - Child in Placement.
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3. Based on the size of the office and the volume of urgent service
requests, the CFSC area office supervisor may decide to" designate
some individual workers as intake specialists. These individuals
would not carry continuing service caseloads but may provide
short-term crisis intervention services. The need for quick
response must be weighed against the effect (on clients) of
transferring cases to other workers for continuing services. The
latter to be avoided when practical.

4. Intake/assessment specialists or others performing this function

should be prepared to:

a. Take complaints on alleged abuse, neglect or exploitation of
individuals;

b. Screen referrals for out-of-home placemeiit to determine if they
are appropriate for action;

C. Arrange for emergency out-of-home placements as appropriate;

d. Provide short-term crisis intervention-or family reconciliation
(see Chapter 24, Family Reconciliation Services and Chapter 26,
Child Protective Services).

5. Rotating the intake and assessment assignment among all service
workers in a section (excluding trainees) does not and should not
dictate random assignment of workers to clients. It is the respon-
sibility of social service: supervisors to evaluate the facts and
assign workers to clients based on the workers' skills and experience
as well as workload.

02.04 CASE ASSIGNMENT

A.

B.

Except for offices with designated intake/assessment specialists and the

urgent service requests described in Section 02.03, clients will be
referred to the section/unit which serves the target population to which
the client belongs. Obvious child protective service investigations and
requests for continuing or longer term services will be referred directly
from reception to the appropriate service unit.

Service workers should be assigned to clients by a superv1sor to ensure
the appropriate differential use of staff.

Intake, service planning and service delivery activities for a primary
recipient should be performed by the same (single) service worker whenever
possible. If more than one service worker is involved, one service

worker shall be assigned primary responsibility for case management .
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Clients returning for additional services shall be assigned to their
original service worker whenever possible. Exceptions to this policy
include: : ’

1. Referrals for protective services;

2. Clients no longer in the target population served by the initial
service worker,

3. Client/worker requests and their supervisor agrees to a change based
on a personality conflict; or

4. The service worker's workload is ‘too large to permit an adequate and
timely service response.

Requesting existing/new social service records.

- 1. The social service worker requests a new or any existing social

service record and file clearance by completing DSHS 2-128(X),
Application, Registration and Control, and routing it to Master File
or the designated clerical staff. Requests should specify names and
birth dates. ' o

2. If Master File (clerical staff) responds that no service record
exists, a case number will be obtained and a file folder (record)
established (see Section 02.13).

02.05: SOCIAL SERVICE ELIGIBILITY AND PLANNING

A.

No service (other than I&R) will be provided without the development of an
Individual Service Plan (ISP). The ISP has several parts. "The service

worker assigned to the case has the full responsibility for all- parts,
which are:

1.” Assessment of Need

The service worker is responsible for assuring that the client's serv-

ice needs are clearly stated and are understood by both the client and
the service worker.

2. Availability of Services

The service worker must determine if agency services are available

to meet the client's need. If agency services are not available,

the service worker will offer to refer the client to an agency,
community, or volunteer resource. The client may accept or reject
the offer of referral. For cases where a social service record
already exists, the non-availability of services should be documented
on DSHS 2-305(X), Service Episode Record.
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3. Eligibility

After-determining that agency services are available, the service
worker must determine the client's eligibility for the service.

If the client is ineligible, the service worker will offer to refer
the client to an agency, community,.professional practitioner or
volunteer resource. The client may accept or reject the offer of
referral. Service ineligibility should be documented on the

DSHS 14-139(X), Social Services Eligibility Document and Face Sheet
and retained by Master Files in a "denial” file.

4; Plan of Action

-a. . Problems as perceived by.the client ‘are explored and clarified
in the initial interview. Then the client and the service

worker mutually develop a plan of action--who will do what and
when. : . . :

- bs -The plan should.include specific objectives and describe the
steps to-be taken. to allev1ate the problem or meet the need
uidentified. -

Ce. The cllent and service worker must arrive at someé agreement
about the frequency of their contact and the duration of the
service(s). (See service priorities listed in Chapter 01,
Social Services Policy and Administration, and in Section 00.14
of each program/service chapter.) .

Individual service plans should be developed by the end of the second
interview with the principal client. - Without a service plan, additional
problem exploration or planning interviews require supervisory approval.

‘Mandatory- service .plans (CPS, etc.) will be developed with the: knowledge

of the clients. The ISP will be recorded on DSHS 2- 305(X), Service

. Episode. Record (SER) .

A service episode is defined as the time-limited delivery of a variable
number of services to achieve a stated goal or outcome. An ISP is
developed with certain tasks to be completed (by the client and the
worker) within that given time frame. This.planned time limit, the
service episode is recorded on the DSHS 2- 305 Serv1ce Episode Record.

Where there is a major change from the stated goals of the ISP, that
change initiates a new service episode and new narrative recording.
Changes in the time allowed to complete tasks or changes in the number of
tasks to be completed (as long as. the goal doesn't change) do not consti-

. tute a. new service episode..

.: A new ISP nay be developed at any point in-a service episode. In all

instances, the current, ISP, will be. evaluated and a disposition of the
previously planned action recorded on the DSHS 2- 305(X) SER.
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The. ISP must be renewed according to specific eligibility and program
requirements noted in the program or service Chapters 06-99. - The Service
Episode Record must also include other information (other than the ISP)
required by programs or services. Narrative recording requirements are
described in Section 02.11 and in the instructions to the SER described
in Chapter 99, General Forms.

02.06 CONTINUING SOCIAL ‘SERVICES

A.

Continuing social services are defined as all social services delivered
by CFSC staff which are . not emergent or short-term crisis intervention
services. Generally, continuing or long-term services are those which
require more than three work days to complete.

Services to be delivered will comply with'program standards and procedurés
indicated in each of the program/service chapters. (See Chapters 05
through 68.)

Indian Child Welfare Service Procedures:

1. With the consent of the -parent, or appropriate authority representing
the child, DSHS staff shall submit all Indian child welfare referrals
to the local Indian Child Welfare Advisory Committee (ICWAC) for its
review. ICWAC will recommend procedures for -staffing new cases and
planning with the appropriate service worker (see Chapter 32).

2. A case staffing may be initiated at the request of the service worker,

members of Tribal Councils and/or urban Indian organizations, or mem-
bers of the committee. :

3. Arrangements for staffing a case shall include serious consideration

of the appropriate participation of the child, his/her parents, rela-
tives and foster parents. When the committee and administration are
deadlocked, or when the committee is denied the review process by

the parent, guardian or court of jurisdiction, consultation shall be
obtained from the Indian Affairs state office staff. (See Chapter 01.04.)

02.07 CASE CONSULTATION

A.

In order .to avoid the transfer of active cases within CFSCs or CFSC area
offices, service workers may consult with one another about difficult

or unfamiliar functions. For example, if a service need arises which

is not usually part of the assigned service worker's -functions, the
service worker may discuss the service need and appropriate action with
service workers-who provide that service frequently.
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After such consultation, the assigned service worker then decides whether
to provide the service, request supervisory approval to transfer the

case, or request the continued assistance. of the consulting service
worker. ) -

During the consultation process, the assigned service worker maintains all
direct contact with the client. Case consultation does not replace super-
vision. Case consultation is a process for utilizing peer expertise and
ought to be used as needed and with the knowledge of the supervisor.

CFSC staff may also reach an agreement to consult with non-DCFS DSHS
service workers in their community such as Developmental Disabilities,
Vocational Rehabilitation and Juvenile Parole service staff (see -
Chapter 01.12). ‘

02.08 DENIAL/REDUCTION/TERMINATION OF SERVICE

A.

Pe

Denial

1. Social services are not provided to persons who do not meet applic-
able financial and program eligibility criteria. These criteria are
described in each program chapter. :

2. Service workers are responsible for making social service eligibility
determinations based on situational or behavioral criteria by
completing the DSHS 4-114(X), Social Services Intake form, or based
on income and/or resources by completing the DSHS 14-139(X), Social
Services Eligibility Document and Face Sheet, or the DSHS 14-140(X),
Social Service Application - Child in Placement. The program

eligibility criteria is described in each service chapter
(Section 00.15).

3. When sefvices.are denied for financial or program eligibility reasons,
the applicant will receive a copy of the DSHS 14-139(X) documenting

the denial and informing him/her of the right to request a fair
hearing.. . L , o .

4, If a service record already exists, a copy of the DSHS 14-139(X) will
be filed in that record. If the applicant does not already have a
service record, a copy of the DSHS 14-139(X) will be routed to the
appropriate clerical staff (i.e., Master File) for filing in a file
‘folder for denials. : '

5. DSHS 14-139s for persons denied .service (and who do not have service
records) will be retained for three months in case the applicant
requests a fair hearing. These applications may be filed alphabeti~-
cally in one folder, and older applications (four months or more)
should be purged from the file on a quarterly basis.,

10
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B. Reduction/Termination-

1.. Once the client and -the service worker have mutually developed a
time-limited service plan, the service worker will make every
attempt to keep within that time frame. Time frames and response
standards are. described in Section 00.21 of each service chapter.

2. The amount of service purchased or provided to a client by the
department may be reduced or termlnated

a. At the client's request (non—mandatory serv1ces)

b. When the service worker determines that a level of service is
no longer necessary or appropriate.

Coe When needed and authorized services must be reduced or termi-
nated because of program funding cutbacks.

3. Whenever possible, the service worker will terminate services
through mutual negotiation with the client in an exit interview.
The Individual Service Plan (ISP) should be evaluated with the
.client. Skill in conducting the termination process is-critical as
it may seriously impact the stability of goal or obJective attainment.

4. The service worker will enter on the DSHS 2-305(X), Service Episode
Record, the appropriate narrative recording to evaluate the ISP and
indicate case disposition at the earliest possible time after
contacting the client. The service worker will also complete the
DSHS 14-159, Change of Service Authorization, within two working
days of -the termination contact. Timeliness in completing this form

. 1s particularly important when a payment is involved.-

5. When all authorized services are terminated, the service worker will
review the service record for completeness (including court data, the
SER and other required service forms) and either send it to their
supervisor for review or to closed files clerk per CFSC area office policy.

02.09 FAIR HEARING PROCESS

A. Applicants or recipients of social services have a right to appeal any
action to deny, reduce, suspend or terminate social services and may
request a fair hearing. Applicants or recipients may also request a fair
hearing if the department fails to act upon a request for service within
30 days. Requests for a fair hearing must be made in writing within 90
days of the notification of decision by the department to deny, reduce,
suspend or terminate services. (See RCW 74.08.070 and’WACs 388-08-002
and 388-15-030.) S

B. A comparable right is also established in RCW 74.15.130 for any child
welfare agency legally defined as including a foster home or day care
home which believes its application for 1icense was 1mproper1y denied,
'suspended or revoked or not renewed.

p. 11 J
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The appellant in a fair hearing shall be afforded the ‘opportunity to
present his/her grievance or case to the fair hearing examiner or he/she

may seek the aid of others such as legal counsel. Departmental staff may
not represent ‘appellants.

A fair hearing request may be withdrawn by the appellant at any time
prior to the date of the fair hearing.

When an applicant/recipient (A/R) expresses dissatisfaction with an
action or decision of the department, the service worker will:

1. Explain the reasons for the action or decision in question, including
the facts upon which the decision is based.

2. Explain the criteria for initiating the fair hearing process.

3; Inform A/Rs of their right to héve counsel at a hearing.

4, Not coerce clients into applying for or withdrawing hearing requests.
Tﬁe Qofker will determine whether the client's expressed diséatisfaction
is intended to be a request for a fair hearing. If the client does

request -a fair hearing, the service worker will advise the client to put
the request in writing and submit it to the Office of Hearings, DSHS,

- P.0. Box 2465, Olympia, 98504, as soon as possible but within 30

days.

If the client hakes a verbal request for a fair hearing but does not

provide a written appeal at that time, the service worker will note in
the service recérd the date, the issue, and the client's expressed
intent. The service worker will also notify the .CFSC or CFSC area
office fair hearing coordinator of the client's name, case number and
date of verbal request. ’

If the service worker receives a written request for. a fair hearing, the

worker should note the date of the request in the sérvice record and

immediétely forward the written request to the fair hearing coordinator
or his/her designee.

If the client decides not to request a fair hearing, the service worker
will note in the service record the date, the topic of discussion, that
the fair hearing process has been explained, and the client's decision.

The CFSC or CFSC'area office field fair hearing coordinator or designee
will:

1. Be.responsibie for présenting the CFSC case tb the fair hearing
examiner.

2. Be the contact person between the Office of Hearings and ‘the CFSC.

3. (Have>overéllrrespgnsibiiity and authority in reviewing the CFSC
case, including but not limited to: contacting workers involved
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to be present at the hearing, reviewing what documents need to be

and/or their supervisor(s), notifying the CFSC witnesses who are '
available to present the department's case, etc. ‘

4, Provide instructions regarding fair hearing procedure. ' |
5. Determine if the attendance of an Attorney General is needed.

6. Notify the CFSC administrative secretary which supervisory unit has
the responsibility to do the fair hearing report and also when
hearings are withdrawn and/or rescheduled.

7. Prepare the DSHS 9-354(X), Fair Hearing Report, upon receipt of the
fair hearing request and route a copy to the service worker. The
service worker is responsible to see that the copy is filed in the
service record. (See Chapter 99, General Forms, for a copy of this
form and instructions.) ‘

02.10 SOCIAL SERVICE RECORDS

Purpose of Service Records

The purpose of social service records is to record essential information
concerning each individual for whom services are requested or provided
to document eligibility, to document progress toward service plan objec-
tives and to provide accountability for federal and state fund expendi-
tures (see WAC 388-73-054).

Service Documentation

Social service records are to be maintained for each person/family
receiving social services. Records provide the basic documentation for

federal and state audits of services provided and funds spent °

(RCW 74.04.060). State law requires records to be keépt for services to
children (see RCW 13.34.120, 13.50.010, 26.32.200, 26.36.20 and 74.13.133
and audits.(RCW 74.08.545). Adequate records must also be maintained on
licensed or approved vendors (providers) ‘and for persons who apply and
are subsequently denied licensure or approval for service (RCW 74.15).

Social service records are tools to be used by service workers to provide
readily accessible information concerning the results achieved through

the provision of services and document activities thereby providing
information for court reports.

Except for brief information and referral contacts and less than 30 -

minutes of crisis intervention or other social serv1ces, an individual/
family who applies for and receives social services will have a service
record opened and the appropriate paperwork completed. Records must be
maintained on all persons or providers licensed or approved by the
department. Persons or agencies from whom the department purchases

services must also maintain service records on service rec1p1ents (see
RCW 74.13.133).

P 13
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E. Service Record'Required Contents

1. The basic information required in a service record is documented on
the:

a. DSHS 2-305(X), Service Eplsode Record (Narrative recording),
b.  DSHS 4- 114(X), Social Service Intake

c. DSHS 14-139(X), Social Services E11g1b111ty Document and Face
. Sheet;

d. DSHS 14- 140(X), Source of Funds Appllcation and Face Sheet —-
Child in Placement;

e. DSHS 14-154(X), Social Services Authorization (serv1ce, objec-
tives, payment rates, client data); : .

f. DSHS 14-159, Change of Service Authorization (turnaround
document);

g DSHS 14-226(X), Service of Funds’ Ellgibility Determinatlon
Related to Foster Care; and

h.  DSHS 15-192(X), Child Placement and Legal Hlstory.

_Instructlons for the completlon and use of these forms are detailed

_in the Social Service Payment System Manual, and Chapter 99, General
Forms. :

2. The record must contain proof that the Person was eligible and that

eligibility was determined. A copy of DSHS 4- 114(X) DSHS 14-139(X)
or DSHS 14-140(X). will provide documentation..

3. _The record must 1ndicate which services were prov1ded and whether
services were agency provided (direct service) or vendor ‘provided
(purchased service). This information is entered on the
DSHS 14- =154(X)/159 by use of.the appropriate service codes. (See
Social Service Payment System Manual, Appendix C.)

P// 4, The record must contaln an Individual Serv1ce Plan (ISP). Service
plans and objectives are documented on the DSHS 14~ =154(X), which has

service and objective codes, and the DSHS 2- 305(X)(SER), which
contains narrative recording.

/ 02.11 NARRATIVE RECORDINGS

'vﬁf It is important that entries on the DSHS 2 305(X) (SER) be legible,
use appropriate headings and address all .of the follow1ng components

1. Identifled Problem(s) (IP)

A clear statement of the probiem or‘identified needs. -

p. 14
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Individual Service Plan (ISP)

A statement of the service plan including tasks and methods to
achieve the objective(s), who will ‘accomplish them and time frames.

Narrative ' (NARR) .

Information adequate for probable future uses of the record includ-
ing: dates of client contact; a brief description of specific
events and observable acts which have importance; additions or
changes to the plan; names and addressés of referrals and others
involved in providing services; and any supporting data needed for
court activity. ‘When more than one worker provides services to the
same individual/family, recording by both workers or a coordination
summary must be entered.

Evaluation (EVAL)

An evaluation of the ISP with a statement of the outcome. This
statement must relate back to the identified problem and must
indicate whether the objectives of the service weré achieved.
The summary should ‘indicate what factors influenced the outcome )
of the service plan and summarize major events in the course of
service delivery. It should be ‘brief, about one page or less.

Disposition (DISP) ' ‘

A statement of action and future plans, i.e., whether the case
is to be closed completely or continued for the same or different

services with an indication of why this is the plan'for the client.

Narrative Recording - Completeness and Accuracy

Most narrative recording is dome on the DSHS 2-305(X), SER; however,
other service recording or data forms which are required and samples
are shown in Chapter 99, Forms.

Records must contain statements of fact. - Service workers should
make non-judgmental entries. If the worker wishes to record
opinions or persondl inferences, these should be clearly labeled
as the worker's opinion or judgment of the situation.

Staccato recording, brief phrases describing key points, should be
used whenever possible.

The worker responsible for providing a service is responsible to
write the needed record narrative. Supervisors are responsible
to see that necessary recording is completed including accurate
completion of the DSHS 14-154(X) and 14-159 SSPS forms.

p. 15
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5. The length and completeness of the narrative depends on the type of
service and probable future need for the record. Protective and
substitute care services require extensive recording to allow
preparation of reports to Juvenile Court (see Chapter 23). For
details about what program or service information (in addition to
that described above) must be recorded in the service record, refer
to the service chapters, Chapters 05-40.

Recording Requirements for:Service Contractors (Purchased Services)

1. All social -service contractors must maintain records on each
person served. Providers who have contracts authorizing their staff
to make eligibility determinations must maintain records to substan-
tiate that eligibility decision.

2. Records must contain an entry for each service given, indicating how
the service relates to the goals and objectives stated in.the
contract. -

3. Records must contain copies of the quarterly progress reports
prepared by the contractor and sent to the CFSC or CFSC area
office, depending on where the contact was negotiated.

" 4.  Records must be maintained and stored in a professional manner

meeting all requirements of CFSC service records.

5. Child-placing agencies must maintain adoption records with the
safeguards required for CFSC adoption records (see Section 02.14).

6. For additional pfovider required documents or information, see the
appropriate service chapter (e.g., Chapter 34, Private Agency/
Child Group Care.) . . . . :

' 02.12 SERVICE RECORD MAKE-UP AND MANAGEMENT

A.

A consistent format for the make-up of service records is essential
because the record is:-

1. A tool for the service worker to use during service delivery.

2. The official documentation of all actions related to the client.

3. Subject to being subpeoned into court.

The original make-up of a service record, including assignment of a case
nunber, is. a clerical function. CFSC or CFSC area office procedures

for building, filing, storing, securing and transferring social service
records shall be consistent with Manual E and the following guidelines.

All non-active service records will be maintained in a central file
location under clerical control (see Manual E). Active service records
may be located with the assigned service worker.

pe 16
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Once a service record is made up, the service worker assigned to the case
is responsible for its content. When a service record is ready to be
closed, the service worker must review for both completeness of informa-
tion and conformity to the sequence described in the next paragraph.

(See Chapters 36 and 38 for instructions on closing adoption records.)

The service record will contain three separate sections placed in a
folder (but not attached to it) in the following order:

1.

Section 1. Narrative Recording Section: This section contains the
current Social Service Application - DSHS 4-114 or DSHS 14-139 or
14-140 and the DSHS 2-305(X), Service Episode Record. The Social
Service Application and SERs will be placed in this section in
chronological order with the most current social service application
on top serving as a face sheet. Slide fasteners will be inserted
from front to back.

Section 2. Service Authorization/Payment Section: This section

will contain all forms which document eligibility or authorize or

award services and service invoices. The DSHS 14-154(X), Social
Services Authorization, DSHS 14-159 and Change of Service Authorization

-forms award letters will be placed in chronological order with the

most current at the front. Slide fasteners will be inserted from
back to front.

Section 3. Document Section: This section will contain all legal,
medical, program specific forms, other general documents and corres-
pondence. For example:

DSHS 2-142(X) Child Abuse Registfy Reports

DSHS 2-306 Communication/Referral Forms

DSHS 2-220(X) Family Ancestry Chart

DSHS 9-04(X) Placement Authorization and Acknowledgment
DSHS 9-400 and 500 Court Related Forms

DSHS 10-145(X) Group Care Assessment and ISP

DSHS 13-18(X) Child's Health Record

DSHS 13-21 Medical Report

They will be placed in chronological order with the most current at
the front, except that the most recent court order will always be at
the front. Slide fasteners will be inserted from back to front.

The service worker determines the need for a Volume II service record.

1.

The service worker requests in writing on -the DSHS 1-01(X), Record
Transfer Notice, that a Volume II folder be created.

p. 17





DCFS Manual
02.12 (cont.)
Issued 07/84

2. All documents and forms that are more than one year old (except the
most recent court order) will be placed in the Volume I service
record in their original chronological order by the clerical support
person. Exceptions to the one-year time frame must be requested of

the CFSC area office supervisor or his designee in writing by the
service worker. A '

3. Unless it is being used, the Volume I service record will be kept in
© the-central file. If Volume II ‘is filled again, the purge process
must be repeated, moving material older than one year into Volume I
or create Volume III. :

G. . Any requests for combining or separating service records will be sent to
the clerical support person for action. The file clerk or other desig-
nated clerical support is responsible for ‘mainténance of the central file
location (see Manual E). No one, other than these designated persons,
will be permitted to remove or replace records from central files.

H. All non-adoption social service records (all volumes) which have been
closed (i.e., no service authorizations open) for: a minimum of one year
‘and which have no active financial service record (also closed for one
year) will be purged from central files and transferred to Records
Reference Center, Mailstop N 43-2, in Kent.

The Records Reference Center retains closed records for three (3) years.
After being closed for a total of four (4) years, and due notice to the
DCFS field office, the closed (inactive) service records are destroyed.
Closed adoptive records must be sent directly to SO adoptions staff who
will in turn forward them to State Archives (see Chapter 36).

I. For procedures and forms required to prepare, submit or fetrieve records

from the Records Reference Center, see the DSHS Records Management
Procedures Manual (3/83). : -

02.13 PRIVACY, SECURITY AND ACCURACY OF SOCIAL SERVICE RECORDS

A. Information in a social.service record is confidential.. In general,
confidential information should not 'be released outside the department
. without -the knowledge and written:consent of the client or guardian. In
instances where the department has an obligation to report or release
data, the client or guardian should be advised of this requirement.

B By law (Freedom of Information Act) clients with proper identification
have the right to look at their records if they réquest to do so. They
may also challenge the accuracy, completeness or relevance of statements.
Therefore, it is important to record factual statements and to label
opinion or hearsay if it is written in the service record. Sources of
CPS complaints must remain anonymous and their names should be purged
from the record prior to the client's review.

p. 18
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Information in social service records must be complete and accurate and

" can be shared only with authorized representatives of public or private

agencies having a legitimate need to be :informed concerning clients whom
they are actively serving.

Records are available to DSHS staff members who have an assigned respon-

sibility for the client or DSHS SO or CFSC. staff .who are engaged in offi-

cially sanctioned. and -authorized research or program monitoring.

T ALl material_presented at a fair hearing shall -be open to the examination

of the client and his/her representatives, even though such material
would ordinarily be considered confidential (see WAC 388-08 and 388-09).

_’Shering Information Outside the'Agency

1. 'AFor policy, forms and procedures.to be used for release of records,
see the DSHS Records Management Manual (3/83) and WAC 388-320. The

‘DSHS Records Manager is Troyce Warner, Office of Administrative
Regulatlons, 0B-33D, Olympia, Washington 98504..

2. A The following forms must be completed- when processing requests for
information or records:

a. Request for Disclosure of Records,-DSHS 17-41 (Revised 12/80).

_’b. Authorization to Disclose Personal Informatlon DSHS 17-63
(Revised. 12/80)

C. Denial of the Disclosure of Public Records, "DSHS. 17-62 (Revised
: -12/80). .- . .

3. Staff subpoenaed to appear in court do not take the social service
- record unless ‘it also is subpoenaed. 'If the record is ‘'subpoenaed,
the Assistant Attorney General assigned .to that program area should
be consulted in advance of the hearing (see Chapter 23, Juvenile
Court Process and. Chapter 32, Child Fostér Family Care). -

4. No individual shall be permitted to make any partial or complete

list of service recipient names or addresses, or amounts paid to any
person. (vendor) out of ‘DSHS offices. Social Service Payment

System reports (including DSHS 14-154s and 159s) are considered
confidential. .

AdOption Records

The records of a child in pre-adoption placement or for whom adoption
preparations are being made, are confidential- and not available for

' .dissemination. Before the Adoption Petition is filed, information can be

released as from any other DSHS record. After the petltion is filed,
information in the child's record (except medical reports) can be
released only by written order of a Superior Court (see RCW 26.32,
WAC 388-70-480) and Manual G, Chapter 36, Adoption Services).
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G. With respect to the service records of children and youth who -are under
the jurisdiction of the court, the requirements of the Washington State
Juvenile Justice Act of 1977 (RCW 13.04) must be followed.

1.

Under this law, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in .an investigation or providing service to a
client. For example, public/private agencies who provide services
to clients for DSHS are privileged to information from DSHS records
and are subject to the requirements of the law.

Each agency providing services for DSHS clients must be briefed on
the requirements of the law and their responsibility for the security,
privacy and completeness of records. It is the responsibility of

the office releasing the information to brief the receiving agency
on these requirements.

No duplicate records should be made if the whole record is requested,
as it should be checked out with the requirement that it be returned.
The record should be reviewed in the CFSC or CFSC area office.
Machine copying of information to be reviewed is prohibited.

Service records will be reviewed by supervisory personnel for
completeness and accuracy before the information is released. Care
and documentation must be employed in properly identifying the

- requestor of the record. Birth records and/or statements by parent,

guardian, or custodian are sufficient verification of identity. The
department shall not supply any record which is not complete, i.e.,
does not contain information as to all action taken to date with

respect to any incident, even if that action has been .taken by
another agency.

H. The service worker/supervisor will comply with the requirements of
RCW 13.04.270 through 13.04.276 and WAC 388-70-700, regarding the confi-
dentiality, sealing, accuracy, release to public, inquiry and challenge,
transfer and destruction of juvenile custody and child care records.

1.

p. 20

A juvenile, his or her parents or attorney, may upon written request
inquire to the department as to the existence and content of custody
or care records. The inquiry shall provide the name of the juvenile,
the approximate date the juvenile was in contact with the department,

the nature of the contact, the location of the contact, and the
purpose of the request.

14

The department will make written response to the inquiry within
ten working days after receipt. The department will give priority
to, and expedite processing of, inquiries which involve litigation.

 The department shall provide to the juvenile, his/her parents
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or attorney making the inquiry, information regarding the location,
nature and content of any records in the department's possession.
A juvenile, his/her parents or attorney, who wishes to challenge
the information contained in the department records shall notify
the department in writing. The notification shall provide:

a. The name of the juvenile;

b. If the records are alleged to be inaccurate; a statement
of those portions alleged to be inaccurate; and

Ce If the contained possession of the record is being challenged,
a statement as to the reason why the record should be destroyed.

The department will review the notification of challenge to the
record and make a written response within thirty calendar days.
The response shall indicate the corrections which have been or
will be made or indicate the basis for denial of any requested
corrections. If appropriate, the department's response will also
include a statement indicating whether the records have been

destroyed or transferred to another juvenile justice or child care
agency.

The juvenile, his/her parents or attorney will be notified that
if they dispute the department's response, they may seek an ‘
administrative review of the department's decision as provided in
Chapter 34.04 RCW.

1.

02.14 CASE TRANSFER POLICIES

A. Case Transfer

Every effort will be made to avoid transferring active clients from
one service worker to another within the CFSC or CFSC area office.
Exceptions to this policy require supervisory approval.

When a transfer is necessary, the two service workers and the
client when possible, will consult about: the reasons for the
transfer; responsibility for the continued service planning for the

client; and will document their decisions/actions in the service
record. ' :

Appropriate reasons for transferring an active case from one service
worker to another include: ‘

a. The client or worker requests a transfer based on a legitimate
personality conflict. )

b.  An evaluation by the supervisor and the service worker that the

service need extends beyond the knowledge or current skill
level of the assigned service worker.
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“Co Program guidelines require the intervention of a different

service work function such as a referral to Ch11d Protective
Services or Family Reconciliation Service.

d: The service worker transfers out of the section, CFSC,
or terminates employment.

Transfer Process Within CFSC or CFSC Area Office for Active Cases

i.

The transferring service workér must make certain that the service
record is complete and all documentation is current. -

‘The,transferring service worker will discuss the case with the

recelving service worker, or if unavailable, the appropriate service

. supervisor. The discussion will determine which services will be
‘terminated, when the transfer will occur and whether a joint confer-

ence with the client is appropriate. If there is no change in
purchased services and no change in provider, payments should not be .
interrupted (i.e., DSHS 14-159, Authorization’ Not Terminated) See
the Social Service Payment System Manual.

The transferring worker will complete DSHS 1-01(X), Records Transfer
Notice, attach it to the service record and forward them to the

‘receiving service worker.

The receiving service worker will review the service record and the

DSHS 1-01(X) for completeness and route the DSHS 1-01(X) to clerical
support/master file/central file.

The receiving service worker will authorize any new services. and
confirm the accuracy of any transferred services. The receiving
service worker will review the individual service plan with the’
client and make any required changes on the DSHS 2—305(X), Service

_ Episode Record.

Transfer Process,Between CFSC and/or CFSC Area Offices

Requests for transfers of closed cases.will be handled by clerical
support. The transfer-out must be made within five working days of the

- receipt of the request (see Manual E)

Transfer Process Between CFSC and/or CFSC Area Offices

1.

The request for transfer of active cases may be initiated by either
the receiving or sending office. When the request . for transfer is
made, the transferring service worker must review the service record
for completeness. All documentation and recording must be current.
However, the service record will not be held for more than five
working days after the request is made. Additional material will

be -forwarded to the receiving office at a later date. The service
worker should note in the record what material will be sent later.
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2. If the department is purchasing a service for this cliént and the
provider or payee will not change as a result of the transfer,
the transferring service worker will not terminate. payment on the
DSHS 14-159. See the SSPS Manual.

3. If the provider or payee will change, payment will be terminated on
the DSHS 14-159 prior. to the transfer out to the new DCFS field
- office. (See the Social Service Payment System Manual.)

4. If the client is receiving no purchased services, the sending
service worker will terminate all services on the DSHS 14-159
and submit it as a regular termination. The receiving worker must
then submit a new authorization to open services.

02.15 SOCIAL SERVICE INFORMATION AND REPORTING

A.

The social service reporting and payment information systems generate
output reports consisting of worker, management, payment and statistical
data. Statistical and payment reports provide a historical record of all
vendor or provider services. Management reports are used for management

of day-to-day CFSC and to monitor and develop statewide programs (see
the SSPS Manual).

Statistical and payment data is entered from the DSHS 14-154(X), Social
Services Authorization, and DSHS 14~159, Change of Service Authorization.
All social information on clients is maintained in individual social
service records on forms such as the DSHS 2-305(X), Service Episode
Record, and other forms described in service Chapters 06-62.

Oufput reports are provided at different levels of detail to all three
administrative levels -~ SO, Children and Family Service Centers and
CFSC area offices (see SSPS Manual).

02.16 SOCIAL SERVICE WORKLOAD STANDARDS

A.

Using the program standards (described in each chapter) functions, tasks
and activities which comprise each social service have been analyzed and
measured. Based on the standardized policies, procedures and forms
described in specific service chapters, the department has established
social service workload standards. '

An "average time to complete” time standard has been assigned to each
service. The count points for determining the volume of work is the
number of services authorized, changed.and terminated on the

DSHS 14-154(X), the DSHS 14-159, and DSHS 10-20, Licensing and Approval
of Homes forms. ’ '

Documentation of the volume of service requests and changes in workloads
1s used to develop budgets for staffing CFSCs and CFSC area offices.
Whenever program standards change or new services are developed,
measurement for those new standards or services will be conducted.
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02.17 SOCIAL SERVICES - RANDOM MOMENT TIME SAMPLE

A.

po

Introduction

The Social Services - Random Moment Time Sample (SS/RMTS) form col-

lects information on a random sample basis for allocation of staff

costs among service and eligibility categories. The sampling proce-

dure is designed to satisfy federal financial participation requirements,
provide an audit trail and management information for DSHS executives.

General Procedures

24

1. The CSO administrator shall appoint a CSO - SS/RMTS coordinator and
a backup person to serve in his/her absence.

a. The coordinator and his/her backup have the following responsi-

bilities:

(1) Receiving and filing the contact schedules;

(2) Completing items A~G on the DSHS 4-315 form for each
contact; '

(3) Distribution of forms to workers to be sampled;

(4) When appropriate, coﬂtacting branch or sub-offices,
to reach workers to be sampled;

(5) Keeping track of which contacts have been made and
which forms returned (on the contact schedules);

(6) Reminding unip supervisors when a DSHS 4-315 is over-
due; and ' '

(7) Overseeing the collection and submittal to SO of

SS/RMTS data, as specified in the procedures below.

b. The social service unit supervisor is responsible for veri-
fying the accuracy of Item G and the service worker entries
in Section II or III, researching and correcting inappro-
priate entries and overall quality control. This is docu-
mented by the supervisor's signature on the bottom of
the DSHS 4-315.

2. Prior to the first day of each week, CSO - SS/RMTS coordinators
receive a set of contact schedules; one for each working day of

the week.

These schedules are computer printed lists of randomly

selected social service worker positions and randomly selected
sampling times and dates during the standard work week (i.e.,
8:00 a.m. to.12:00 p.m. and 1:00 p.m. to 5:00 p.m., Monday through

Friday).
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Each contact schedule indicates which worker positions are to.
be sampled and what time they are to be sampled durlng one work
day. :

Certain positions are NOT sampled: Project employees, Homemakers,
Employment and Training and WIN workers, and Community Nurse.
Consultants. These positions are entirely state funded or are

tracked through a differeat system.

CSO - SS/RMTS coordinators copy the information from the contact
schedule on to the DSHS 4-315, Social Service -~ Random Moment
Time Sample forms (Items A-G) and give then .to. the workers at
the moment to be sampled.

The worker completes the rest of the form at the moment of the
sample and passes the form to his/her unit supervisor. The super-
visor reviews for accuracy and signs the form and passes it to the
coordinator who logs it on the contact schedule, batches the forms
for the day and sends them to the Data Support and Analy31s Sectlon,
MS OB-34F, in the State Office.

CSO - SS/RMTS coordinators should see that the contact schedules '
are maintained on file for at least three months after the sample
date. :

"Data from the sample forms are computer processed and a mounthly

report is produced. This report is used to estimate the propor—.
tion of total service worker time devoted to each federally
matchable program activity. These calculations are used to claim
federal reimbursement under Title IVA, IVB, IVE, XIX and XX of-
the Social Security Act (approximately $20 million per -year).

Detailed Procedures for CSO - SS/RMTS Coordinators

1.

A week's worth of contact schedules are mailed to each CSO together

in one envelope. The schedule for each day is stapled shut. File --

unopened schedules by date.

At the beginning of each day, open only the schedule that has the

current date printed on it. The persons and times to be sampled
must not be revealed to the workers before sampling time.

Note the social service workets' names and the time each is to be
sampled and contact each worker at the time indicated. It may be
useful to set an alarm for each time.

Note below there .are special procedures for workers in sub-offices -

(branch) or workers not in the office or those working non-standard-
work weeks.
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4.. Before making each contact, copy onto the DSHS 4-315 in Section I,
Worker Data, the information provided on the contact schedule

(i.e., Items A-F). See the instructions for the DSHS 315 in
Chapter -99. : '

L)

5. ..Sampling.Contact Guidelines
a. Sampling Employees on Standard Work Week (Day Shift)

All sample dates-and times on the contact schedules are
selected randomly, from during the' standard work week, 8:00
dem. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m., Monday through
Friday. 1If the service worker is sampled, simply copy the
- sample date and time from the contact schedule and enter them
-in Items E and F.- . » : :

‘ b.. $ampiing Employees in Branch or Sub-Offices-

If a person works in a branch or sub-office, the CSO - SS/RMTS
Coordinator must call the branch (unit) supervisor ten minutes
‘prior to sample time to inform the service worker to complete a
DSHS 4-315 at .the.correct time. Note the time of the call on
the schedule. The completed form must be reviewed and signed
by the unit supervisor and returned to the CSO = SS/RMTS
Coordinator within one working day. - ) '

c. Sampling Employees on 4/40 Work Week (Non-standard)

- If the service worker is on a 4/40 work week and the sample
date ‘is his/her day off, the coordinator calculates a substitute
contact date (Item E) only, so he/she is sampled at the same
time of day on the next work day. For example, if the scheduled
contact time was Monday and that was the worker's day off,
change the schedule contact day to Tuesday.

d. Sampling Full-Time Employees on -Night Shift

If: the service worker is in a full-time, permanent, 40-hour-
- a-week position and works a regular night shift- (same hours
« every day), the sample time only (Item F), on the contact
schedule will need to be lined out. Please substitute a
sample time which is the same number of hours/minutes into
-the night shift -as the original time was after 8:00 a.m.
(start of day shift)., :

. .. €. Gampling Intermittent or Part-Time Employees on Other Non-
standard Hours (Other than 4/40).
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If the service worker is on an intermittent or part-time
position and works non-standard work hours, the coordinator
calculates a substitute coutact time one~half hour (30 min-
utes) into the worker's mnext shift on duty. This must be

done first in order to determine whether the person is "on
the job” (see h. below) at the moment to be sampled.

Sampling Standard Employees on Non-standard Lunch Hours

If the service worker is on a full-time position and works
standard work hours but the worker is on a non-standard
lunch at the sdmple time, the coordinator calculates a sub-
stitute contact time one hour later, whea the lunch is
before noon, or one hour earlier, when the lunch is after

‘noon. -

Multiple Samples for the Same Worker

Occasionally the same service worker may appear more than
once on the same day's contact schedule. Such instances are
not duplications but occur because cvery worker has an equal
chance of entering the sample at any time, tvegardless of
whether selected ‘earlier. 1In this case, sample each time
the worker is listed.- '

On the Job (Item G-1)

(1) If the service worker filling a fegulér position 1is
working either standard or non-standard work hours and
is on the job in the office-or sub-office (branch) at
the moment to be sampled, check item G-1, contact him/her
at the specified (or substitute ~ see above) time and have
him/her complete Sections II or ITI.

(2) 1If the service worker is ‘on an intermittent position
and works either standard or non-standard work hours
and is on the job (not on standby) at the moment to
be sampled, check Item G-1, etc. ’

NOTE: Standby status is not considered: on the job for
purposes of this sample.

(3) 1If the service worker works part-time hours and is on
the job at the moment to be sampled, check Item G-1,

etc. ' o

(4) 1If the worker is not in the office but is on the job
elsewhere, hold the form for his/her return.
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For example: TIf the worker is in the field, in transit to
a client's home, have the worker complete the form for the
client towards whom he/she was traveling and check G-1, On
the job. The form should be completed by the end of the
next work day for that worker.

i. All Other Categories of Worker Status (Items G-2 through
G-6)

(1) Coordinator will complete Item G and sign the bottom
of the form instead of the unit supervisor (except where
service worker is in a branch or sub-office).

(2) For service workers not on the job and not on leave
at the moment to be sampled, check Item G-2 (work break).

(3) For service workers who are working part-time or inter-
mittent, and not on the job or are on standby (i.e.,
not on job) at the moment to be sampled, check Item
G-6.

NOTE: Use G-6 only after first determining the appro-
priate substitute sample time and that the
worker was not on the job at the moment of the
sample (see 5.e. above).

If the worker is contacted properly, note on the contact schedule
the time the DSHS 4-315 was given to the worker or the time the
sub-office was contacted. Ask the worker to give the completed
form to his unit supervisor for review and signature.

Register on the contact schedule, the date the DSHS 4-315 is completed
and returned to the SS/RMTS Coordinator. WNormally this should be

the date of contact. THE WORKER'S SUPERVISOR SHOULD BE .CONTACTED
WHEN A FORM FOR A WORKER ON THE JOB HAS NOT BEEN RETURNED TO THE
COORDINATOR BY THE END OF THE DAY.

When all DSHS 4-315 forms for the day have been completed (except
for those held for workers out of the office or where the child's’
eligibility is pending), mail them in the canary colored pre-
addressed envelopes provided, to DSHS, Data Support and Analysis
Section, MS OB-34F, Olympia, WA 98504.

Mail those forms held over for workers on the job but out -of the
office or pending information such as parental income/resources
to determine a child's eligibility, as soon as they can be com-

pleted, but no later than two working days after the moment of
the sample.

Should questions arise about correct procedures for collecting
SS/RMTS data, telephone or write:
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Department of Social and Health Services
Data Support and Analysis Section, MS OB-34F
Olympia, WA 98504

Attn: SS/RMTS Analyst

Telephone: 753-7501 or SCAN 234~7501

Procedures for Sampled Workers and Unit Supervisors

1. When the CSO - SS/RMTS Coordinator contacts a worker to-fill out’
Section II or III of the DSHS 4-315, the worker should note care-
fully what he/she is doing at the moment of contact (including any
case he/she is working on), promptly complete the form, and pass it
to his/her unit supervisor for his/her review and signature. '

2. The supervisor reviews the form for completeness and accuracy,
corrects ‘it as necesary (conferring with the worker), signs the
form, and returns it to the CSO - SS/RMTS Coordinator.

3. Special care should be taken with Items J, K and L which are the
"meat” of the data. Section II only is completed when there is.
a single primary recipient (client) identified. Section III -ouly .
is completed when there is NO single, specific client toward
which the service worker's activity is directed.

4. Completing these items will require serious study of the form
instructions and definitions by service workers and unit super-

visors. Forms should be returned promptly to the CSO - SS/RMTS
Coordinator for transmittal to the SO.

5. Questions about worker activity or eligibility category codes
should be directed to:

Community Services Policy Unit
MS OB-41N
SCAN 234-4652

02.18 SOCIAL SERVICE MONITORING AND VALIDATION

A.

DCFS program managers are responsible for monitoring statewide programs.
The eligibility of social service recipients is validated. In addition
to an eligibility validation process, the social service program managers
also review a random sample of service records to assess the quality of
narrative recording and the completeness of service records (e.g
required forms).

¢

To determine compliance with statewide program standards, policies and
procedures described in the DCFS manual, a random sample of social
service records will be read in each Children and Family Service Center
or CFSC area office by SO staff on a state office designed schedule.
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C. DCFS program managers are responsible for identifying: service delivery
system problems which require corrective actions; 'staff training needs;
and needed revisions for operating manuals.

02.19 PAYMENT OF FEES FOR VITAL -STATISTICS

A. When it is unecessary to pay advance fees to vital statistics agencies in
other states for records of birth, death, marriage, etc., the service
worker will: . - ' : ’

1. ‘iVerify.the amount of fee required for the information needed and
obtain the address of the state vital statistics ageoncy.

2. Prépare a letter to the agency for the CFS designee indicating:
a.. The type ofirecord/information being requested.

b. The name and case number (if applicable) of the party for
whom the record is being requested.

B., The RA ot the'CFSC,afea supervisor/desigunee will sign and forward the
letter along with a memorandum requesting that a check be issued for
the appropriate fee to:

Department of Social and Health Services
. Supervisor, Disbursements Section
Attn:  Administrative Revolving Fund . ...
M5 0B8-21C » L
Olympia, Washington 98504

C. Disburséméﬁts staff will issue a check on the DSHS .Administrative Revolv-

ing Fund and mail it with the requesting letter to the vital statistics
~agency indicated.

02.20 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS

A. DSHS 9-13(X), Affidavit of Lost or Destroyed Warrant, is the proper
form for requesting replacient of a vendor warrant. The top half of this
form should be completed in duplicate. When ‘completed, signed by the
vendér,.and,dotariged,_the original of the Affidavit should be returned
to Disbursements. -See Manual E, Chapter 31.

B, The copy of the Affidavit should be kept in the social service record

attached to the copy of the original payment authorization document
(DSHS 14-154/159). '

C.  The Disbursements .Office chécks with the State Treasurer's Office to see
‘if the warrant is outstanding. The replacement process takes ‘from one to
two, wonths. If they find that the warrant has been cashed.,, then the

process involves investigation before issuing another warrant and may
take longer.

p. 30
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CFSC or CFSC area offices are not authorized to initiate another
voucher. The only part CFSC or CFSC area offices play is to sece that
the proper Affidavit is completed and submitted to Disbursements.

E. This procedure applies to all vendor payments, which includes foster
home vouchers, day care vouchers, and special oue-time payments for "L"
program chore services, administrative payments, etc.

02.99 REQUIRED FORMS

’ See Chapter 99, General Forms, for instructions on these forms:

DSHS 2-305(X), Service Episode Record
DSHS 4-315(X), Social Services - Random lMoment Time Sample
DSHS 14-139(X), Social Services Eligibility Document and Face Sheet

p. 31
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CHAPTER 02 - - SOCIAL SERVICE DELIVERY SYSTEM - 02.00

02.00 INTRODUCTION

This chapter describes the framework within which the Division of Family and
Children Services (DCFS) delivers social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures, and
paper. The system organizes the operations and resources (people, paper,
etc.) in about the same way across the state so that clients and workers know
what to expect from one DCFS office to another.

Standardization of policy and procedures permits equal treatment regardless of
geographical location and permits a fairer method of measuring workloads and
performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY

A. Social services delivered by DCFS is goal-oriented, time-limited and with
specifically defined outcomes. Both staff and clients are knowledgeable
of the goals and objectives of the service(s) provided. Unmet goals and
objectives which are not achieved or only partially achieved are
acknowledged.

B. Services are provided in response to identified need and within .
department priorities. Services are provided directly by the department
or by purchase from the private sector. A1l appropriate methods of
service delivery are utilized. The emphasis is on methods enabling the
client to manage their situation with appropriate independence and with
the least restrictive alternatives available. Services provided are
coordinated with co-existing community agencies and systems, such as
crisis clinics, schools, and health care organizations.

C. The department maintains the capacity to respond on a 24-hour basis to

requests for short-term crisis intervention services and protective
services.

02.02 _DCES OFFICE_ORGANIZATION

A. A1l social service workers are responsible for determining eligibility,
authorizing needed services and developing and implementing the Service
Plan for cases assigned to them. Implementing the plan may include any
combination of:
1. Direct provision of service;
2. Arranging for purchased services;

3. Regerral to, or collaboration with, peers in other service units;
an
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY -SYSTEM. ' 02.02 (cont.);

4. Referral to, or collaboration with, non-DCFS service providers/
community agencies. A '

‘B.. Service workers authorize and provide or arrange for:

1. . Child Protective Services  (CPS)  Chapter 26

' 2. Family Reconciliation Services (FRS) . "Chapte'r 24
3. Juvenile Court Process - Chabter'23
4;, 'interstéfe Compéct-PﬂaEement Services T 5Chhbtef‘30
5. 1Danyaré<Seévices for Children o rChdptef§28
6. .Child‘Fo;tef Family Services Chapter 32
7.  Private Agency/Child Group Care Services. .Chapter 34
8. Crisis.Residential Center (CRC) ‘ A Chaptgr'31

" 9. :-Adoption.Servicés | , . o :Chapter136:
10;, Héaith Support Sérvices | Chapter 48
11.. Information and Referral Services (I'& R) Chapter‘zo
TN Voiuhteer Services : | Chapter:éz

C."  After assessing the qualifications of staff and ‘the. complexity and volume
~ of service requests, the DCFS social service supervisor or their
..superiors.may designate specialists or a specialized -unit. .. Functional
- specialists may be designated based upon the nature and volume of the
service or the special expertise of the individual worker (e.q.,
intake/assessment specialist). However, the need to adopt ‘this
alternative must be carefully assessed because the goal is for clients to
see as few workers as possible.

For example, after the investigation phase, CPS workers should be able to

authorize, provide, or arrange for other services (e.g., day care) which

stabilizes or strengthens the family while the children are still at

. home. -Designating intake.specialists guarantees that some. clients are

- contacted by .a_second (continuing) service worker. The-goal is to reduce

‘ intr?-DCFS case transfers and reduce fragmentation in. service delivery to
families. o o

D.  The expectation that service workers authorize, provide, or arrange for
multiple services does not ignore the fact that there are different
levels of work assigned. oK : ‘

DCFS . -4 - Rev.. 29, - 02/90





CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM - “ 02.02 (cont.)

Supervisors must take the time to make appropriate worker to client
assignments based on their judgment of the difficulty of the case and of
the capabilities of the service workers in their unit.

Service workers vary in skill and experience and are not interchangeable.
Therefore, the random assignment of workload based on rotating intake
worker can result in inequitable workload distribution, frustrated
clients (shuttled among DCFS staff), and unachieved objectives.

02.03 RECEPTION/INTAKE AND ASSESSMENT
A. Initial Contact/Reception

1. A client may come into contact with the agency through a variety of
means. The staff worker having the initial contact is responsible
for ensuring the client is referred to, and the referral
acknowledged by, the appropriate service unit. The DCFS office
supervisor ensures social service staff and clerical workers are
advised of specific procedures for referral to the appropriate
social service unit. '

2.  Generally, the reception functions are performed by clerical staff.
The receptionist identifies the category of service requested and
immediately refers the person to the appropriate service unit.
Clients who are obviously in a state of crisis or who request
emergency services are seen by a social service worker as soon as
possible. A1l social service workers are responsible for providing
information and referral services. ‘

3. The intent of the service delivery model is to move the client
through each step of the process as smoothly as possible. The

client contacts as few staff workers as possible.

B. Intake and Assessment

1. A1l social service workers determine service eligibility, needs
assessment and information and referral functions. If the client is
not eligible or if the services requested are not available, the
service worker refers the client to other agency or community
resources. ‘

2. For program eligibility/intake and assessment procedures, see the
specific program/service chapters. ’
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CHAPTER 02.- - SOCIAL SERVICE DELIVERY SYSTEM _ 02.03. (cont.)

o

3. . Based on the-size of the office and the volume.of urgent service
requests, the DCFS office, supervisor may decide to. designate
individual workers as intake specialists. These- individuals do not
carry ongoing service caseloads but may provide short-term crisis
-intervention services. The need for quick response is.weighed

- against the effect. (on clients) of transférring-cases.to other.
workers for ongoing services. Avoid the latter-when practical.

4. Intake/assessment specialists or others performing this function are
prepared to: - .

a. Take complaints on alleged abuse, neglect, or exploitation of .
individuals; -

“b. Screeh,réfefrals for. out-of-home placement detéﬁmihing if they
' .. are appropriate for action; .

.,tﬁ"'Arkéhge for emergency. out-of-home placements. as appropriate;

4 Provide éhort-term crisis intervention, FRS, or CPS.'

- »,9. - Rotating the intake and assessment assignment among all service.

workers in a section. (éxcluding trainees) does.not and should not
dictate randon assignment of workers to clients. Social:service
" supervisors ‘shall evaluate the facts and assign workers-to clients
.based on the workers’ skills and experience as well as workload.

02.04 CASE ASSIGNMENT

A.

The;réceptioniﬁtfrefers clients to the section/unit serving the target
population to which the client belongs or to the intake/assessment
specialist. Refer obvious CPS investigations.and requests for ongoing or:
Tong-term services directly from reception. to the appropriate service

unit.

. Supérvisdrsﬂaisign service workers fo clients by thé appropriate

differential use of .staff.

The same service worker performs intake, service planning, and service
delivery activities for a primary recipient whenever possible. If more
than one_service worker.is involved, one service worker is assigned

" primary responsibility for case management.

Whenever possible, assign clients returning for additioba] services to
their original service worker. Exceptions to this policy include:

1. Referrals for protective services;

2. Clients no longer in the target population served by the initial
service worker; '
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3. Client/worker requests and their supervisor agrees to a change based
on a personality conflict; or

4. The service worker’s workload is too large to permit an adequate and
timely service response.

E. Requesting Existing/New Social Service Records

1. The social service worker requests a new or any existing social
service record and file clearance by completing DSHS 2-128(X),
Application, Registration and Control, and routes it to Master File
gr the designated clerical staff. Requests specify names and birth

ates.

2. If Master File (clerical staff) responds that no service record
exists, the worker obtains a case number and a file folder (record)

- ]
: CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM .. - ~. 02.04 (cont.)
is established (see [Section 02.12]).

I

|

02.05 SOCIAL SERVICE PLANNING

A. No service (other than I&R) is provided without the development of a
Service Plan. The service worker assigned to the case has the full
responsibility for all parts of the service plan which are:

1. Assessment of Need

The service worker assures.that the client’s service needs are
c]ezr]y.stated and are understood by both the c¢lient and the service
worker.

2. Availability of Services

The service worker determines if agency services are available to
meet the client’s need. If agency services are not available, the
service worker offers to refer the client to an agency, community,
or volunteer resource. The client may accept or reject the offer of
referral. For cases where a social service record already exists,
the nonavailability of services is documented on DSHS 2-305(X),
Service Episode Record. -

3. Plan of Action

a. Problems as perceived by the client are explored and clarified
in the initial interview. Then the client and the service

wgrker mutually develop a plan of action--who will do what and
when.

b. The plan includes specific objectives and describes the steps
taken to alleviate the problem or meet the need identified.

DCFS | 27 - Rev. 29 - 02/90
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‘CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM R : © 02.05 {(cont.)

€. The client and service worker must arrive it some agreement
about the frequency of their contact and the duration of 'the
service(s). (See the following.service chapters for specific
program procedures and expectations.)

Service plans are developed within the time frames outlined in the
service :chapter. Workers develop mandatory service. plans (CPS, etc.)
with the knowledge of the clients. Record the service plan on DSHS
2-305(X), Service Episode Record (SER). : _

A service -episode is defined as the time-limited delivery of a variable
number of services achieving a stated goal or outcome. A service-plan is
developed with certain tasks to be completed (by the client and the
worker) within that given time frame. This planned time limited service

-episode is recorded on the SER.

Where there is a major change from the stated goals .of the service plan,
worker enters a new service episode and new narrative recording. Changes
in the time allowed to complete tasks or changes in the number of tasks
to be completed (as Tong as the goal doesn’t change) do not constitute ‘a
new service episode.

The wokker deve]ops‘a hew,sérvice plan at any point in a,sérvice épisode.
In all instances, the current plan is evaluated and a disposition of ‘the
previously planned action recorded on the DSHS SER.

The worker renews the service plan according to specific eligibility and

:program requirements noted in the program or service [Chapters 06-99].

The SER includes other information required by programs or services.

‘Narrative recording requirements are described in [Section 02.11] .and in

the instructions to the SER described in [Chapter 99] General Forms.

02.06 CONTINUING SOCIAL SERVICES

A.

Continuing social services are defined as all social-services delivered

by DCFS staff which are not emergent or shert-term crisis intervention

services.. Generally, continuing ongoing or Tong-term services are those
requiring more than three work days to complete. T

Delivered services comply with program standard§ and bfocedures indicated
in each of the program/service chapters. (See [Chapters 05 through 62].)

02.07 CASE CONSULTATION:

A.

In order to avoid the transfer of active cases withih”DCFS-offices,
service workers may consult with one another about difficult or

- unfamiliar functions. For example, if a service need arises which is not

DCES

usually-part-of the assigned service worker’s functions, the service
worker may discuss the service need and appropriate action with service
workers who frequently provide that service.

g - Rev. 29 - 02/90






CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.07 (Cont.)

B.  After such consultation, the assigned service worker decides to provide
: the service, request supervisory approval to transfer the case, or
request the continued assistance of the consulting service worker.

C. During the consultation process, the assigned service worker maintains
all direct contact with the client. Case consultation does not replace
supervision. Case consultation is a process for utilizing peer expertise
and shall be used as needed and with the knowledge of the supervisor.

D. DCFS staff may also reach an agreement to consult with non-DCFS DSHS

service workers in their community such as Developmental Disabilities,
Vocational Rehabilitation, and Juvenile Parole service staff.

02.08 DENIAI/REDUCTION/TERMINATION OF SERVICE
A. Denial
1. Social services are not provided to persons who do not meet

applicable program eligibility criteria. These criteria are
described in each program chapter.

2. Service workers make social service eligibility determinations based
on situational or behavioral criteria by completing the Social
Services Intake, DSHS 4-114(X); and the DSHS Family Face Sheet, DSHS
14-24(X). The program eligibility criteria is described in each
service chapter.

B. Reduction/Termination

1. Once the client and the service worker have mutually developed a
time-limited service plan, the service worker attempts to keep
within that time frame. Time frames and response standards are
described in each service chapter.

2. The amount of service purchased or provided to a client by the
department may be reduced or terminated:

a. At the client’s request (nonmandatory services).

b.  When the service worker determines that a level of service is
no longer necessary or appropriate. }
|

c. When needed and authorized services are reduced or terminated
because of program funding cutbacks.

3. Whenever possible, the service worker terminates services through
mutual negotiation with the client in an exit interview. The
service plan is evaluated with the client. Skill in conducting the |
termination process is critical as it may seriously impact the" |
stability of goal or objective attainment.
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CHAPTER 02 -- SOCIAL SERVICE :DELIVERY SYSTEM - ' 02.08 {cont.)

4. The service worker enters on the SER the appropriate narrative
recording to evaluate the service plan and indicate case disposition
at the earliest possible time after contacting the client. The
service worker will alse complete the Change of Service
Authorization, DSHS 14-159, withip two working days of the
termination contact. Timeliness in completing this form-is
particularly important when a payment is involved.

5. The service worker reviews the service record for completeness when
all authorized services are terminated (including court data, the
SER and other required service forms). The service ‘worker sends it
to their supervisor for review or to closed files clerk per DCFS
area office policy. % '

02.09 FAIR HEARING PROCESS

A.  Applicants or recipients (A/Rs) of social services have a right to appeal
any action to deny, reduce, suspend or terminate social services and may
request a fair hearing. A/Rs may also request a fair hearing if the A/R
feels the department failed to act upon a request for service within 30
days. Requests for a fair hearing are made in writing within 90 days of
the notification of decision by the department to deny, reduce, suspend
or terminate services. (See [RCW 74.08.070 and WACs 388-08-002 and
388-15-030].) . ' '

B. A comparable right is also established in [RCW 74.15.130] for any legally
defined child welfare .agency including a foster home or day care home
which believes its application for license was improperly denied,
suspended, or revoked or not renewed by the department.

C. The appellant in a fair hearing has the opportunity to present a
grievance or case to the fair hearing examiner or seek .the aid of others
such as legal counsel. Departmental staff shall not represent
appellants. g

D. A fair hearing request may be withdrawn by the appellant at any time
prior to the date of the fair hearing.

E. When an A/R expresses dissatisfaction with an action or decision of the
department, the service worker will: :

1. Explain the reasons for the action or decision in question,
including the facts upon which the decision is based.

2. Explain the criteria for initiating the fair hearing process.
3. Inform A/Rs of their right to have counsel at a hearing.

4. Not coerce clients into applying for or withdrawing hearing
requests. - :

k]

1
'
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM o 02.09 (cont.)

F.  The service worker determines whether the client’s expressed
dissatisfaction is intended to be a request for a fair hearing. If the
client does request a fair hearing, the service worker advises the client
to put the request in writing and submit it to the Office of Hearings,
DSHS, P.0. Box 2465, Olympia, WA 98504, as soon as possible but within

90 days.

G. If the client makes a verbal request for a fair hearing but does not
provide a written appeal at that time, the service worker notes in the
service record the date, the issue, and the client’s expressed intent.
The service worker also notifies the DCFS fair hearing coordinator of the
client’s name, case number, and date of verbal request.

H. If the service worker receives a written request for a fair hearing, the
worker notes the date of the request in the SER and immediately forwards
the written request to the fair hearing coordinator or designee.

I. If the client decides ngi to request a fair hearing, the service worker
notes the date in the SER, the topic of discussion, that the fair hearing
process has been explained, and the client’s decision.

J.  The DCFS office field fair hearing coordinator or designee will:

1.
2.
3.

DCFS

Present the DCFS case to the fair hearing examiner.

Be the contact person between the Office of Hearings and the DCFS.

Have overall responsibility and authority in reviewing the DCFS
case, including but not lTimited to: contacting workers involved
and/or their supervisor(s), notifying the DCFS witnesses who are to
be present at the hearing, reviewing what documents need to be
available to present the department’s case, etc.

Provide instructions regarding fair hearing procedure.

Determine if the attendance of an Attorney General is needed.

Notify the DCFS administrative secretary which supervisory unit does
the fair hearing report and also when hearings are withdrawn and/or

rescheduled.

Prepare the Fair Hearing Report, DSHS 9-354(X), upon receipt of the
fair hearing request and route a copy to the service worker. The
service worker files the copy in the service record. (See [Chapter

99], General Forms,

for a copy of this form and instructions.)
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02.10 SOCIAL SERVICE RECORDS

A.

Purpose of Service Rec S

The purpose of social service records is to.record essential information
concerning each individual for whom services are. requested or provided to
document eligibility, to document progress toward service plan objectives
and to provide accountability for federal and state fund‘expenditures
(see [WAC 388-73-0541).

Service Documentation

Service workers maintain social service records for each.person/family
receiving social services. Records provide the basic documentation for
federal and-state audits of services provided and funds spent [RCW
74.04.060]. State law requires records to be-kept for services to
children (see-[RCW 13.34.120,. 13.50.010, 26.32.200, 26.36.20 and
74.13.133] and adults [RCW 74.08.545]). Adequate.records must also be
maintained on.licensed or approved.vendors.(providers) and.for persons
?ho agply ?nd are subsequently denied Ticensure or approval for service-
RCW 74.15]. _ S '

Service workers use social service records as tools to provide readily
accessible information on the results achieved. through the:provision of
services and document activities for-court reports and social summaries.

Except for brief information and referral. contacts or other social
services of less than 30 minutes, the service worker opens a.record and
completes the appropriate paperwork for:each individual/family who
applies for and receives social services. Maintain records on all
persons or providers licensed or approved:by. the department. Persons or
agencies from whom the department purchases services must:also.maintain:
service records on service recipients (see [RCW-74.13.133]).

Service Record Required Contents

1. . DCFS requires the service worker. to document. basic.information in.a
service record on the:

a. Service Episode Record, DSHS.2-305(X) (Narrative recording);
b. Social Service Intake, DSHS.4-114(X);
¢. Family Face Sheet, DSHS.14-24(X);

d. Social Services Authorization, DSHS 14-154(X) (service, objec-
tives, payment rates, client data);

e. Change of Service Authorization, DSHS 14-159 (turnaround
document);

Rev. 29 - 02/90
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.10 (cont.)

f. Referral to Financial Services for Child in Placement, DSHS 14-
226(X); and

g. Child Placement and Legal History, DSHS 15-192(X).

Instructions for the Comp]etion and use of these forms are detailed
in the [Social Service Payment System Manual], and [Chapter 99]
General Forms.

2. The record contains proof that the person was eligible and that
eligibility was determined. A copy of DSHS 4-114(X) or DSHS 14-
24(X) provides documentation.

3. The record indicates which services are provided and if services are
agency provided (direct service) or vendor provided (purchased
service). Enter this information on the DSHS 14-154(X)/159 by use
of the appropriate service codes. (See [Social Service Payment
System Manual, Appendix C.])

4.  The record contains an service plan. Document service plans and

objectives on the DSHS 14-154(X), which has service and objective
codes, and the DSHS 15-209, ISP. .

02.11 NARRATIVE RECORDINGS

A. It is important that entries on the SER be legible. Use appropriate
headings and address all of the following components:

1. Identified Problem(s) (IP)

A clear statement of the problem or identified needs.

2. Narrative (NARR)

Information adequate for probable future uses of the record include:
(a) Dates of client contact;

(b) A brief description of specific events and observable acts
which have importance;

(c) Additions or changes to the plan;

(d) Names and addresses of referrals and others involved in
providing services; and

(e) Any supporting data needed for court activity.
When more than one worker provides services to the same

individual/family, both workers enter a recording or coordinate a
summary.
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DCFS

Evaluation (EVAL)

An evaluation of the service plan with a statement of the outcome.-
This statement relates back to the identified problem and indicates
whether the objectives of the service are achieved. The summary
indicates what factors influence the outcome of the service plan and
summarize major events in the course of service delivery. Make it
brief, about one page or less.

Disposition (DISP)

A statement of action and future plans, i.e., whether the case is to
be closed completely or continued for the same or different services
with a notation of why this is the plan for the client.

Narrative Recording - Completeness and Accuracy

1.

Most narrative recording is done on the SER; however, other required
service recording or data forms and samples are shown in [Chapter
99] Forms.

Records contain statements of fact. Service workers make
nonjudgmental entries. If wishing to record opinions or personal
inferences, label them clearly as opinion or judgment of the
situation. g

Brief phrases describing key points are used whenever possible.

The worker responsible for providing a service writes the needed
record narrative. Supervisors assure necessary -recording is
completed including accurate completion of the DSHS 14-154(X) and
14-159 SSPS forms.

The length and completeness of the narrative depends on the type of
service and probable future meed for the record. Protective and
substitute care services require extensive recording to allow
preparation of reports to Juvenile Court (see [Chapter 23]). For
details about what program or service information (in addition to
that described above) is recorded in the service record, refer to
the service chapters [Chapters 05-40].

Recording Requirements for Service Contractors (Purchased Services)

1.

AT1 social service contractors maintain records on each person
served. Providers having contracts authorizing their staff to make
eligibility determinations maintain records substantiating that

-----

€ligibility decision.
Contractor records contain an entry for each service given,

indicating how the service relates to the goals and objectives
stated in the contract.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM . 02.11 (cont.)

3. Contractor records must contain copies of the quarterly progress
reports prepared by the contractor and sent to the DCFS office,
depending on where the contract was negotiated.

4. Contractor maintains and stores records in a professional manner
meeting all requirements of DCFS service records.

5. Child-placing agencies maintain adoption records with the safeguards
required for DCFS adoption records (see [Section 02.14]).

6. For additional provider required documents or information, see the
appropriate service chapter (e.g., [Chapter 34], Private
Agency/Child Group Care).

02.12 SERVICE RECORD MAKE-UP AND MANAGEMENT

A.

DCFS

A consistent format for the make-up of service records is essential
because the record is:

1. A tool for the service worker to use during service delivery.
2. The official documentation of all actions related to the client.
3. Subject to being subpoenaed into court.

Clerical staff builds the original service record, and assigns a case
number.  DCFS office procedures for building, filing, storing, securing,
and transferring social service records are consistent with Manual E and
the following guidelines.

A11 nonactive service records are maintained in a central file location
under clerical control (see [Manual E}). Active service records may be
located with the assigned service worker.

Once a service record is made up, the service worker assigned to the case
maintains the contents in the manner described below. When a service
record is ready for closure, the service worker reviews for both
completeness of information and conformity to the sequence described in
the next paragraph. (See [Chapters 36 and 38] for instructions on
closing adoption records.) '

The service record contains four separate sections placed in a folder
(but not attached to it) in the following order:

1. Section 1. Narrative Recording Section: This section contains the
current Social Service Application - Family Face Sheet, DSHS 4-114
or 14-24, and the Service Episode Record, DSHS 2-305(X). The Social
Service Application and SERs are placed in this -section in
chronological order with the most current social service application
or Family Face Sheet on top. Slide fasteners are inserted from
front to back.

- 15 - Rev. 29.- 02/90
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CHAPTER 02 -~ SOCIAL SERVICE DELIVERY' SYSTEM. . 02.12 (cont.)

F.

DCFS

Section 2. Service Authorization/Payment Section: This section
contains all forms documenting eligibility or authoerizing or
awarding services and service invoices. The Social Services
Authorization, DSHS 14-154(X); Change of Service Authorization, DSHS
14-159; and. Notice of Funding Category for Placement, DSHS 2-501, is
placed in chronological order with the most current at the front.
Place the most recent DSHS 2-501 at the front or it may be stapled
to the inside left cover of the record. The most current DSHS. 14-
159 should be left loose- and. not stapled. Insert slide fasteners
from back to front.

Section 3. Document Section. This section contains all medical
reports, program specific forms, other documents and correspondence.
Place in chronological order with the most current at the front.
Insert fasteners from back to front.

Section 4. Permanency Planning: <Case-files that.have/have had
services from DCFS from September 1985 have a fourth section which
contains: :

a. Child Placement and Legal History Sheet, DSHS 15-192(X). File
this sheet at the front of the section.

b.  Legal/court documents (petitions/orders) relative to juvenile
custody matters.

C. Reports to the court fer hearings.

d.  Voluntary Consent to Place, DSHS 9-04.

e. Periodic Review Report/ISP,‘DSHS 15-209s, relevant to placement
interventions.

f. Administrative Review conclusions report.
g. Other case review recommendations. such as LICWAC, Adeption.

Planning, etc., constituting a review of permanent planning
activity.

.Place court orders in chronological order with the most current at

the front. Place the most recent court order at the front. Insert
slide fasteners from back to front.

The service worker determines the need for a Volume II service record.

1.

The service worker requests in writing on the Record Transfer

Notice, DSHS 1-01(X), that a Volume II folder be created.

The clerical support person places all documents and forms that are
more than one year old (except the most recent court order) in the

Volume I service record in their original chronological order. The

service worker requests-exceptions to the one-year time frame of the
DCES office supervisor or his designee in writing.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.12 (cont.)

3. Unless it is being used, The service worker keeps the Volume I
service record in the central file. If Volume II is filled again,
the purge process must be repeated, moving material older than one
year into Volume I or create Volume III.

Send any requests for combining or separating service records to the
clerical support person for action. The file clerk or other designated
clerical support maintains the central file location (see [Manual E]).
No one, other than these designated persons, are permitted to remove or
replace records from central files.

Purge all nonadoption social service records (a11'vo]umes) which have
been closed (i.e., no service authorizations open) for a minimum of one
year and which have no active financial service record (also closed for
one year) from central files and transfer to Records Reference Center,
Mailstop N 43-2, in Kent.

The Records Reference Center retains closed records for three (3) years.
After being closed for a total of four (4) years, and due notice to the
DCFS office, the closed (inactive) service records are destroyed. Closed
adoptive records are sent directly to SO adoptions staff who forward them
to State Archives (see [Chapter 36]).

For procedures and forms required to prepare, submit or retrieve records
from the Records Reference Center, see the [DSHS Records Management
Procedures Manual] (3/83).

02.13 PRIVACY., SECURITY AND ACCURACY OF SOCIAL SERVICE RECORDS

A.

DCFS

Information in a social service record is confidential. In general,
confidential information is not released outside the department without
the knowledge and written consent of the client or guardian. In
instances where the department has an obligation to report or release
data, the client or guardian is advised of this requirement.

By law (Freedom of Information Act) clients with proper identification
have the right to look at their records if they request to do so. They
may also challenge the accuracy, completeness or relevance of statements.
Therefore, it is important to record factual statements and to label
opinion or hearsay if it is written in the service record. Sources of
CPS complaints remain anonymous and their names are purged from the
record prior to the client’s review.

Information in social service records must be complete and accurate and

can be shared only with authorized representatives of public or private

agencies having a legitimate need to be informed concerning clients whom
they are actively serving.

Records are available to DCFS staff members having an assigned respon-

sibility for the client or DSHS SO or DCFS staff who are engaged in
officially sanctioned and authorized research or program monitoring.
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+.CHAPTER.02 -- SOCIALSSERVIECE:DELIVERYSSYSTEM £02713¢(cont:)

-E. +All. materialypresented:atzaffair-hearingiis-openttoithezexamination:6f
Ltherc1ient.andzhis/her'repnesentatives,Eevenztheughssuth:mate?ih1uwoﬂ1d
;ordinarilygbe-considered;coﬁfidentia]?(seeﬁ[wACi388§083and1388:09]).

~F. :Sharing. Information.Qutside:the:Aqenc

1
1. -For.po]dcy,vformszandwproceduresuusedeor‘ré1ease?dfrrecotds,ssee
-the [DSHS-Records Management -Manual]:.(3/83)xand: ‘[WAC%388:320]. jThe
12DSHS- Records“Manager:.isTTroyce“Warner, -0ffice. of:Administrative
+Regulations,.0B-33H,'0lympia, WA $98504. t

z2. Ihewworker_comp]etesntheﬁfol]owingfforms“when;pnocessingﬂrequests
«foriinformation :or:-records: i :

«a. nRequest:th‘Djsclosure;oﬁCRecoﬁds,&DSHSLl7éAi{(ReVisédL12/80),

. b. »Authorjzation?toIDisc]ose>PersonalTiﬁformatinn,ﬁDSH5117563
+ (Revised.12/80). - .

«C. IDenialwdf'thekDist]osurezdfﬁPhbiﬁcERecords,iDSHSbl7§BZ@¢ReVﬁséd
.12/80). ! : , .

+3.  Staff subpoenaed to.appear in court:do:notutake:thezsocialcservice
record.unless it-also.:is.subpoenaed. iIfitthexrecord:iszsubpoenaed,
“theiAssistanttAttorney:Generalzassignéd: touthat:programareaiis
-consulted insadvance.of:the-hearing; (seef[Chapter: 23] tJuvenilelCourt
fProceSSaand;{Chapter,32]LChﬁﬂd?foster?FamiﬂynCaré)n

+4. uNo:individual- iszpermitted-tosmake:azpartialsor;completeilistiof
~serviee-recjpjent«nameSQOrdaddresses,zoraamounts;péidutoyanxsperson
{vendor).out.of.«DSHS. offices. »SocialiServicetPayment .System reports
(incTuding.DSHS 14-154s-and’ 159s)zare-considered:confidential.

:G. _-Adoption Records

sIhe:recordSuofaa%chiﬂd!ﬁnFpreadoptiongbﬂacement:orfforﬁWhomvadpption
:preparations«are:being.-made,zare.confidentialzand .notzavailable. for
~dissemination. -Before.ithe:Adoption™Petition:is*filed,  information=may:be
. released-as* from-any. other.DSHS*record. *After:the:petition:istfiled,
,information;ﬁnhxheqchi]désrrecord;(except:médicé]areporté)mmaygbe
,re]eased,on]y:by'wrjttenaorder¢ofma55upehjor:Gourt&(see'IRCN&26332,¥WAC
:388-707480]xand,{Manuath,.Chapter536]*AdoptionTServiceS).

rH. “With respectito.the:service. records:of:childrenzandryouth-who .aresunder

the7jurisdictjon,of.the;court,;xhemrequinementscﬁfhtheJWash1ng¢onﬁState
JuvenidesJustice:Act of.1977; [RCW:13704])<shallkbeffol Towed.

L.DCFS -118-- “Rev.:29--302/90
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.13 (cont.)

1. Under this law, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in an investigation or providing service to a
client. For example, public/private agencies providing services to

DSHS clients are privileged to information from DSHS records and are

subject to the requirements of the law.

2.  Each agency providing services for DSHS clients are briefed on the
requirements of the Taw and their responsibility for the security,
privacy and completeness of records. The office releasing the
information briefs the receiving agency on these requirements.

3. No duplicate records may be made if the whole record is requested.
It should be checked out with the requirement that it be returned.
The record is reviewed in the DCFS office.

4.  Supervisory personnel review service records for completeness and
accuracy before the information is released. Care and documentation
is employed in properly identifying the requestor of the record.
Birth records and/or statements by parent, guardian, or custodian
are sufficient verification of identity. The department supplies no
record which is not complete, i.e., contains no information on
action taken to date on any incident, even if that action is taken
by another agency.

I.  The service worker/supervisor complies with the requirements of [RCW
13.04.270 through 13.04.276 and WAC 388-70-700], regarding the
confidential sealing, accuracy, release to public, inquiry and challenge,
transfer and destruction of juvenile custody and child care records.

1. A juvenile, their parents or their attorney, may make a written
request asking the department about the existence and content of
custody or care records. The inquiry provides the name of the
Juvenile, the approximate date of the juvenile’s contact with the
department, the nature of the contact, the Tocation of the contact,
and the purpose of the request.

2. The department makes written response to the inquiry within ten
working days after receipt. The department gives priority to, and
expedites processing of, inquiries involving litigation. The
department provides to the juvenile, their parents, or attorney
making the inquiry, information regarding the location, nature, and
content of any records in the department’s possession. A juvenile,
their parents, or attorney, wishing to challenge the information
-contained in the department records, notifies the department in
writing. The notification provides:

a. The name of the juvenile;

b. If the records are alleged to be inaccurate, a statement of
those portions alleged to be inaccurate; and
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.13 (cont.).

c. If the contained possession of the record is being challenged,
a statement as. to the reason why the record should be
destroyed.

3. The department reviews the notification of challenge:to: the record
and responds in writing within 30 calendar days. The response
indicates the corrections which have been or will .be made or states
the basis for denial of any requested corrections. If appropriate,
the department’s re5ﬁonse'a]so includes a statement indicating.
whether the records have been destroyed or transferred: to another

. Juvenile justice. or child care agency. ‘

4. The juvenile, their parents, or attorney are.notified that if they
dispute the department’s response, they may seek an administrative
review of the department’s decision as.provided.in: [Chapter 34.04
RCW].

02.14 CASE TRANSFER POLICIES

A.  Case Transfer

1. Service workers make every effort to avoid transferring active
clients from one worker to. another within-the DCFS office.
Exceptions to this policy require supervisory approval.

2. When a transfer is necessary, the. two. service workers and. the client
when possible consult about the reasons for the transfér and
responsibility for the continued service planning for the client:
The sgrvice worker documents their decisions/actions in the service
record.

3. Appropriate reasons for transferring an. active case from one. service
worker to another include: .

a. The client or worker requests a.transfer based on-a legitimate
personality conflict.

b.  An evaluation by the. supervisor and the service worker that the.
service need extends beyond the knowledge or current skill
level of the assigned service worker: :

c. Program guidelines require the intervention of a.different
service work function such as a referral to Child Protective
Services or Family Reconciliation- Service.

d. The service worker transfers out of the section, DCFS office,
or terminates employment.

B.  Transfer Process Within DCFS Office for Active:Cases

1. The transferring service worker makes certain that.the service
record is complete and all documentation is current.
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CHAPTER 02_;-~SOCIAL SERVICE DELIVERY SYSTEM . 02.14 (cont.)

2. The transferring service worker discusses the case with the
receiving service worker, or if unavailable, the appropriate service
supervisor. The discussion determines which services will be
terminated, when the transfer will occur and whether a joint confer-
ence with the client is appropriate. If there is no change in
purchased services and no change in provider, payments are not
interrupted (i.e., Authorization Not Terminated, DSHS 14-159). See
the [Social Service Payment System Manual].

3. The transferring worker completes Records Transfer Notice, DSHS
1-01(X), attaches it to the service record, and forwards them to the
receiving service worker.

4.  The receiving service worker reviews the service record and the DSHS
1-01(X) for completeness and routes the DSHS 1-01(X) to clerical
support/master file/central file.

5. The receiving service worker, within ten days, updates the current
DSHS 14-159 with the new worker ID, authorizes any new services, and
confirms the accuracy of any transferred services.

6. The receiving service worker reviews the service plan with the
client and makes any required changes on the Service Episode Record?
DSHS 2-305(X).

C. Transfer Process Between DCFS Offices (closed cases)

Requests for transfers of closed cases is handled by clerical support.
The transfer-out is made within five working days of the receipt of the
request (see [Manua] E]).

D. Transfer Process Between DCFS Offices (active cases)

1. The request for transfer of active cases may be initiated by either
the receiving or sending office. When the request for transfer is

completeness. A1l documentation and recording must be current.
However, the service record is not held for more than five working
days after the request is made. Additional material is forwarded to
the receiving office at a later date. The service worker notes in
the record what material will be sent later.

2. If the department purchases a service for this client and the
provider or payee does not change as a result of the transfer, the
transferring service worker does not terminate payment on the DSHS
14-159. See the SSPS Manual.

3. If the provider or payee changes, the service worker terminates
payment on the DSHS 14-159 prior to the transfer out to the new DCFS
officei (See the [SSPS Manuall.)
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‘CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.14 (cont.)

4. If the client receives no purchased services, the sending service
worker terminates all services on the DSHS 14-159 and submits it as
a regular termination. The receiving worker then submits a new
authorization to open services.

02.15 RANDOM MOMENT TIME STUDY INSTRUCTIONS FOR COORDINATORS AND OBSERVERS

A.

DCFS

Introduction

These instructions define the responsibilities of the coordinators and
the observers in carrying out ‘the Random Moment Time Study (RMTS). The
RMTS uses an Observer System to generate'statistically valid Statewide
estimates of the various activities performed by ‘the Division of -Children
and Family Senvices staff which are federally and state funded.

In this system, DCFS workers are grouped into clusters known .as a unit.
Each unit has an observer, who is usually the -supervisor.

Each unit worker is asked several times each-quarter-about their -activity
at that moment according to the RMTS definitions of the activities.
Coordinators and observers shall submit and update lists of workers
participating in this study and assure that .observations are carried out
at the appropriate moment.

PARTICIPANTS

A11 DCFS service workers shall participate in the time.study. Select
program managers, at state office, are also .included in the time study.

Students, interns, homemakers, clerical staff, intermittent staff, -after
hour staff, weekend staff, community resource.coordinators, social worker
5 (supervisors), service delivery coordinators, and other management
staff are not included in the RMTS. However, the federal reimbursement
for their salaries is based on the data from the :RMTS.

APPOINTMENT OF AN OBSERVER AND A COORDINATCR

1. Each DCFS Regional administrator.designates a primary observer for
each group. The observers may be.supervisors or clerical staff.
The primary observer ensures that-a backup is assigned in case the
primary observer is not available on the day of the observation.
The_primary and backup observers are responsible for-establishing a
,fai]—gafe backup system so that the scheduled observations are not
missed. S

2.  The Regional administrator .also assigns-a RMTS coordinator for each
. office. The name, 'phone number, :and mail stop.of the coordinators
and appropriate changes .are submitted to State Office,

3. The RMTS observer and the ‘coordinator ‘may be the .same person if this
is convenient for the offices.
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DCFS

.

Social workefs, or DCFS staff who may be observed as part of the
time study cannot be observers, backup observers, or coordinators.

COORDINATOR’S DUTIES

The RMTS coordinators have the following duties and responsibilities:

1.

Receive the Random Moment Sample Schedule and the computer generated
Observation Form, DSHS 4-315, for the office. (See [Chapter 99] for
sample of form DSHS 4-315.)

File each Observation Form chronologically by observation date.

Distribute the Observation Form to the group observer the afternoon
before the sample date,

or.

Observe the group at the time and date printed on the Observation
Form depending, on the sampling procedures for the office.

Ensure that the Observation Form is completed correctly, that an
RMTS code is entered for all workers, and that the worker list is
updated if necessary.

Ensure that there is an adequate supply of blank RMTS follow-up
forms, DSHS 4-315A, for the observer if needed.

GROUP SAMPLING PROCEDURES

1.

The state office randomly selects observation moments for each group
and sends the Random Moment Sample Schedule to the RMTS
coordinators. The schedule indicates the day, date, and time that
the observation occurs for all groups in the region. The schedule
covers a three-month period and is sent a month before the start of
the quarter. The same random moment time is assigned to all workers
in the same group.

The RMTS coordinator or the observer must not reveal the observation
moment to the workers in advance.

One day-before the scheduled observation moment, the RMTS
coordinator gives the Random Moment Time Study Observation Form to
the primary observer.

Checking the worker listing.

The observer checks the worker’s name which is preprinted on the
RMTS Observation Form ensuring a current listing of unit members.
Changing the worker 1listing.

a. If a worker leaves the unit, draw a line through the name.
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DCFS

b.. If a worker joins the unit, the coordinator/observer adds their
name at the bottom of the: RMTS Observation Form and includes
their primary service activity, i.e., CPS, CWS, Day Care
licensing.

Note: It may take up to three months for new'workers to be
~ preprinted on the Observation Form since changes to the worker
~listings are done quarterly.. '

C. If a worker is on a job rotation to some other unit or section,.
use Code L.

Training the workers on the RMTS system.

The supervisor ensures that the workers, especially new workers, in
their unit and/or RMTS group, are trained in the RMTS system and
knowledgeable of the RMTS code definitions. The State Office RMTS
staff is also available to provide consultation and training to
workers upon supervisor’s request.

Making the observations.

At the time of the observation moment, the observer is equipped with
the updated RMTS Observation Form and a supply of the Follow-up
Form.

Only workers whose. names are preprinted on the'RMTSKObservation Form
are sampled. Do not sample workers that have been added to the
list. .

a. The observer approaches each worker in the unit.

b. ~ The observer tells the worker that a RMTS observation is due.

c.. The worker tells the observer the RMTS code which best
describes their activity at that moment.

d.  The RMTS code is a single letter "A through L." (See the RMTS

definitions of the codes in the Instructioens for Participants.)

e.. The observer enters this code on the Observation Form. Enter
- only one RMTS code per worker. :

f.  The observer requests case numbers for specific RMTS codes
only. The Observation Form -indicates the RMTS codes for which
a case number is needed. If a case number is not available,
use a case name.

g. . The observer receives from the worker a capsule comment about

the type of activity performed if the specific RMTS code is C,
E, F, G, or H. This is entered in the Comments section on the
right side of the form. Examples cited for those codes listed
in Section 2.16 should be. used.
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DCFS

h.

The worker initials the Observation Form next to worker’s name
indicating their participation in the time study.

Unavailable workers

If the worker is on duty but unavailable at the time of the
observation:

a.

The observer completes Section I of the RMTS Follow-up Form by
indicating the worker, time, day, and date of the observation
and leaves it for the worker to complete.

The worker completes Section II of the Follow-up Form by noting

the RMTS code for the activity being provided at the time of

the observation moment and initials it. There should be

éppEopriaEe comﬂents regarding the activity if the RMTS code is
» E, F, G, or H.

The worker promptly returns the form to the observer.

The observer follows up with the worker and obtains the
completed RMTS Follow-up Form if the form is not returned
promptly.

When the RMTS Follow-up Form is received, the observer enters
the appropriate code on the RMTS Observation Form for that
worker. In this instance, the worker’s initials are not
required on the Observation Form.

Out stationed workers

If the workers are stationed at a different location from the

observer:

a. The observer calls each of the workers and tells them that an
RMTS observation is due.

b. The observer enters the worker’s response on the RMTS
Observation Form and notes that the observation was made by
telephone. The worker’s initials are not needed in this case.

c. The observer calls later or leaves a message if the worker is

not available at the moment of the observation. When the
worker is reached, the observer enters the appropriate code on
the Observation Form.

Workers on leave

If a worker is on Teave status including compensatory time at the
moment of an observation:

a.

b.

Enter Code "L" on the RMTS Observation Form.

The worker’s initials are not necessary in this case.
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SEND THE RMTS OBSERVATION FORM TO THE STATE ‘OFFICE -

When the observations have been .completed and noted for -all .of the
workers who were pre-printed on the RMTS Observation Form:

1. Send the original Observation Form and all Follow-up Forms to .the
State office address Tisted on the bottom of the -Observation Form.

2. The completed observations -are due in the state office :one week
after the observation_moment.

3.  The RMTS coordinators may ‘maintain ‘copies of the ‘compTeted RMTS
forms for up to six weeks, and then they can be destroyed.

‘MAKE UP OBSERVATION

If an RMTS group observation was missed and mot completed at ‘the
scheduled time or for any questions:

1. A make-up bbservation is available upon request.

2. TContact the State Office Federal Funding Unit at SCAN 321-5425.
VALIDATION OF WORKERS

Each quarter the State Office updates the RMTS group listings based ion
deletions and additions submitted when :the observation forms are
submitted. These lists are checked :against the central payroll registry
assuring that all workers who should be time-studied remain in the
sample.

02.16 RANDOM MOMENT TIME STUDY INSTRUCTIONS FOR SOCIAL WORKERS/PARTICIPANT

A.

DCFS

INSTRUCTIONS FOR PARTICIPANTS

‘The Random Moment Time Study (RMTS) is qa data collection tool used .by the

Department .of Social and Health Services to claim federal matching funds.
The RMTS satisfies federal financial participation requirements, provides

management. information to claim federal matching funds for staff salaries

and documents activities for state and federal audits.

It is important that DCFS social work staff have a clear understanding of
the concepts and the definitions used in the RMTS. These instructions
first describe the general procedures used in the RMTS. The instructions

describe ‘how to characterize the activity you are engaged in when an

observation is requested.
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B.

DCFS

GENERAL PROCEDURES

1. A unit or a group of workers, are sampled at the same time and date.
At the sample moment, a designated RMTS observer asks you to
- indicate the activity being performed. Refer to the RMTS
definitions and choose the one code best describing your activity.

2. The observer writes the code on the RMTS observation form, DSHS 4-
315. The service worker signs their initials next to their pre-
printed name on the RMTS log sheet. This records the observation
and your participation in the RMTS.

3. If you are out of the office or not available at the moment of the
sample, the observer leaves the Random Moment Follow-up Form, DSHS
4-315A on your desk. The DSHS 4-315A indicates the date and time of
the observation moment. As soon as possible complete the DSHS 4-
315A by entering the activity code best describing what you were
doing at the observation moment. Initial the DSHS 4-315A in the
space provided, and return the form to the observer.

4. Certain workers in remote locations or in small offices are
contacted by telephone. Those workers are expected to keep a copy
of the RMTS definitions near their telephone for review when they
are called for an observation.

RANDOM MOMENT TIME STUDY CODES

Code A - Health Related Service

Code B - Child Support Enforcement

Code C - IV-E Eligibility Determination

Code D - Training

Code E - Court Related Activity

Code F - Case Management and Administration of Placement Prevention
Services

Code G - Case Management and Administration of Foster Care

Code H - Case Management and Administration of Adoption Subsidy

Code I - Therapeutic Counseling and Treatment

Code J - Investigation of Reports of Abuse and Neglect

Code K - Other Service Activity

Code L - Non-program Related Activity

APPROACH TO CATEGORIZING THE RMTS ACTIVITIES

When an RMTS observation is requested, DCFS social workers use the
following steps to determine the appropriate code categorizing your
activity. Carefully read the definition of the RMTS codes. Report to
the observer the activity code best describing what you are doing at the
moment of the RMTS observation.

If the activity is not specific to a child, choose the code for the
program most supported by the activity.
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DCFS

1. First determine whether the activity meets the Health Related
Service definition, and if that activity is being provided to a
Medicaid eligible client. If this is the case, choose Code A.

2. If Code A is not appropriate, consider the four specialized codes,
B, C, D, and E, to-see if these accurately describe the scope or
purpose of your current activity.

3. If.codes A through E are not appropriate, examine the three case
management and administration codes, F, G, and H. If the examples
in these definitions fit the activity being performed, carefully
choose between the three codes based on the status of the child.

4. If none of the previous codes are appropriate, consider Codes I and
J. If these codes are inappropriate, but. you were engaged in a.
service/program activity, you use Code K.  If you were engaged in a

.-nonprogrammatic activity (on lunch, Teave, or break), use Code L.

RANDOM.MOMENT TIME STUDY DEFINITIONS
Code A. - Health Related Service

The worker uses Code A when engaged in activities helping clients gain
access to services covered by Title XIX medical coupons. HEALTH RELATED
SERVICE are activities designed to help clients attain and maintain a
favorable physical or mental health condition. Workers assist clients in
identifying and understanding their health needs, and securing and
utilizing necessary treatment and maintenance services. This also
includes Title XIX Personal Care Services.

Examples are:

- Arranging for medical or health services,

- Arranging for admission to hospitals or-medical facilities,

- Arranging for counseling covered by Title XIX medical coupons,

- Liaison with medical providers,

- Assistance in app]ying for or maintaining e]igibi]jty for Medipaid,
- Assistance in imp]ementfng health regimens, ' '

- Deve]opmenf of health plans,

- Assessment of personal care needs including meeting with foster
parent, child or parent regarding personal care services;

- - Recruitment, training and certification of personal care provider,
including screening of foster parents as personal care provider,

- Contacts and case consultations with the personal care oversight
nurses, _
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DCFS

E Paperwork related to any of the above activities including the

completion of the personal care initial assessment form, or
- Travel associated with any of the above activities.

Code B. - Child Support Enforcemenf

The worker uses code B when the activity is related to gaining or
collecting support from parents of children in foster care. This
includes assistance, collateral or written contacts with the Office of
Support Enforcement. Included are actions directed toward gathering
financial data from clients for support purposes.

Code C. - IV-E Eligijbility Determination

The worker uses Code C when they perform an activity contributing to the
determination of a child’s eligibility for the Title IV-E Foster Care or
Title IV-E Adoption Support funds. The following are examples of
Eligibility Determination activities:

- Collecting information from family or others which is used in the
determination, e.g., income, parental whereabouts, resources, social
security numbers, birth certificates, family living arrangements.

- Verifying the information above.

- Filling out and processing eligibility forms.

- Querying systemﬁ, records, and contacts with financial and other staff
to determine AFDC status.

- Redetermining Title IV-E eligibility, and

- Preparing for and participating in all fair hearings and appeals
related to IV-E eligibility.

Code D. - Training

The worker uses code D when

1. The worker is engaged in, or preparing for training, either as a
trainer of other agency staff, or as a trainee; and

2. The subject of the training is the development of skills utilized in
the department’s FRS, CWS, CPS, Day Care, or Adoption programs.

This includes the Academy, HRD training programs, conferences, and
training in unit meetings provided by supervisors or State Office Program
Managers. :

Do not use this code for training of foster care providers or training of
adoptive parents. Use code G.

- 29 - _ Rev. 29 - 02/90






CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM : 02.16 (éont.)

Code E. - Court Related Activity For Placements

The worker uses code E when engaged in:court-reTatedfactivity‘re]ated to
placement including preparing for or participating in a judicial
proceeding. Examples of activities which fit this code are:

- Preparing a report for court for placement or removél,

- Preparing a petition or making the determination to file a petition
seeking custody of a child, v

- Cburt épbearances where the agency seeks placement-of a child, or
the foster care status of a child is reviewed,

- Preparing for or participating in a court review or dispositional
hearing relating to foster care placement,

- 'Docﬁmenting for the court that DSHS has made a reasonable effort to
prevent placement, ;

- Working with the Assistant Attorney General (AAG) or prosecutor in
preparing a case for court,

- 4"Documéﬁtin§ for the court that continuation in the home is contrary
to the welfare of a child, and : '

- Travel associated with the above activities.

Code F. - Case Management and Administration of Placement Prevention Services

The worker uses code F when engaged in case management or administrative
activities preventing the placement of children in foster care. A child
is considered a placement prevention case if:

1. The pre]iminafy CPS, FRS or CWS case plan récording indicates that
without services a child is a candidate for an out of home
placement,

2. For FRS services, the case plan states that FRS Phase 2 counseling, -
homebuilders, or other services are authorized to prevent an out-of-
home placement,. or - -

3. A petition or court order is obtained indicating a need for
placement. - : : :

When using this code, the worker should differentiate this activity from
activities which would be more appropriate under Code J. The worker uses
this code even.if the activity is not related to a specific child but is
primarily supportive of the department’s prevention service programs.
Examples of Case Management and Administration of Placement Prevention
Services are: :

- Case plan development,
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DCFS

Contacts and communications with parents, children, and service
providers regarding the status of the case, the child or family
needs, and progress in meeting case plans and goals,

Referral to other services for placement prevention,

Arranging for the provision of preventive services,

Case and administrative reviews,

Case management and supervision,

Case conferences,

Routine supervisory contacts and consultations,

Public information for protecting children via placement preventicn
services, ,

Planning and paperwork contributing to the above activities, and

Trave]nassociated with the above activities.

Code G. - Case Management and Administration of Foster Care

The worker uses code G when engaged in the management or administration
of the department’s foster care program. Foster care includes placement
in receiving homes, foster homes, crisis residential centers, relative
placements, group homes, and private agency foster homes. The post-
placement activities listed below are included if it occurs within the

first six months of the child’s return home.

months with supervisory approval. Use this code also if the activity is
not related to a specific child, but is primarily supportive of the
department’s program of out-of-home care. Examples of Case Management
and Administration of Foster Care are:

Development of the case plan,

Case and administrative reviews,

Referral to services for family reunification,
Case management and supervision,

Public information about Foster Care, Adoption and other placement
programs,

Recruitment, training, completing a home study, and licensing of
foster, adoptive, and other placement resources,

Development of a voluntary placement agreement with parents,

Interstate compact activity,
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- . Case conferences,

- Contacts and communications with parents, children -and ‘service
providers about the status of the case, -the needs of the child or
family, and progress in meeting the case ‘plans .and goals,

- Planning and paperwork contributing ta the -above activities, ‘and

- Travel associated with the above activities.

The worker uses code H when engaged in the management ‘or.-administration
of the department’s program of Adoption Support. The activities
described in the two preceding codes are-applicable here .except that the
child is a recipient of adoption support.

Code I. - Thergpeutic Counseling and Treatment

The worker uses code I when providing treatment and counseling :in .order
to ameliorate or remedy personal problems, behaviors, or home conditions.

Lode J. -- Investigation of Reports of Abuse and- Neglect

The worker uses code J when receiving or investigating a report of abuse

‘or neglect. This includes public information related to CPS reporting

<and investigations.

’Whén'employing this code, the worker should be careful to differentiate

this activity from activities which .are more -appropriate under Codes E or
F. o :

" Code.-K. - Other -Service Activity

‘DCFS

The worker uses code K when engaged in programmatic or -service activity
not fitting any of the codes above. Examples are -FRS ‘intake, day care

licensing, parent participation day care activities, and completion of

initial risk assessment forms.

'Code L. - Nonprogram Related Activity

‘The worker uses code L when the worker is:

1. On a job rotation to some .other unit,
2. .At 1unch or on a break,
3. On any type of leave or not scheduled to work that :day, or

4.  Or when performing work unrelated to a specific service program of
DSHS. Examples of such activities -are:

a. Reviewing office procedures.

- 32 Rev. 29 -- 02/90






CHAbTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM . . . 02.16 (cont.)

b.  Performance appraisal/employee evaluation participation.

c. Attending training course on stress management .

02.17 SOCIAL SERVICE MONITORING AND VALIDATION SYSTEM

A.

DCFS

DCFS supervisors monitor services and expenditures authorized by their
staff. The Social Service Reading Schedule, DSHS 15-164(X), is used to
document: : :

1. Mandated services are authorized, provided, and closed in a timely
manner.

An adequate needs assessment is made.

Department policies and procedures are followed.
Eligibility and funding sources are correctly determined.
Appropriate permanency planning is done.

Case documentation is completed.

~N O o o scEWw N

Correct output and management information can be created from the
services authorized.

The supervisor reads a minimum of three records per month per service
worker. Records are selected in a manner ensuring an unbiased.cross
section is reviewed over a period of a few months.

Supervisors retain copies of all completed reading schedules for a
minimum of six months for use in preparing service worker performance
appraisals. Schedules are stored in a manner assuring the privacy of the
service worker. '

See [Chapter 99] for instructions in form completion.

DCFS program managers monitor statewide programs. The eligibility of
social S/Rs is validated. In addition to an eligibility validation
process, the social service program managers review a random sampling of
service records, assessing quality of narrative recording and
completeness of service records (e.g., required forms).

SO staff on a state office designed schedule determine compliance with

statewide program standards, policies, and procedures by reading a random

sample of social service records in each DCFS office.

DCFS program‘managers identify: service delivery system problems
requiring corrective actions; staff training needs; and operating manuals
needing revisions.
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02:18: PA¥MENI'0FiFEES'FORiVITAt STATISTICS

A.

When it is-necessary-to~pay advance:fees to'vital statistics:agencies:in
other states for records of birth; death, marriage;.etc:, the service-
worker:

1:. Verifies the amount of fee required for-the-inférmation .needed.-and.
obtains the -address of the state:vital statistics:.agency: The
Disbursements Section-of the Office. of ‘Accounting Services has-a.
catalog of statevital statistic agencies in the event the -address-
or: fee amount: are unknown.

2. Prepares a letter. in-duplicate to the agency- for the desighee’s:
signature-~indicating:

‘a. The type of:record/information requested.

b The name and case number (if applicable) of the:party:for whom
the record is requested.

c:  The-DCFS.(or CSO) address to:which the record is mailed..

The:DCES supervisor/designee signs and forwards both copies of.the.
Tetter; along. with .a:memorandum requesting a check: be-issued:-for: the.
appropriate. fee, to:

Department of "Social and Health Services:
Supervisor, Disbursements Section

Attn: Administrative Revolving Fund .
MS-0B-24B -

Olympia, Washington 98504

Disbursements staff:

1.. Issuesa. check on the. DSHS Administrative Revolving Fund and ‘mails
it with-the requesting letter to the vital statistics.agency.
indicated.

2:. Returns-the copy of letter to the originator notifying:them the
request has been forwarded to the-vital statistics-agency.

02:20 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS .

A.

DCES -

Affidavit of Lost or Destroyed Warrant, DSHS.9-13(X), is the:proper. form.
for requesting replacement of a vendor-warrant. The top-half of this-
form-is completed in duplicate. When.completed, signed by the.vendor,
and notarized, the original of the Affidavit is.returned to
Disbursements. See [Manual E; Chapter 31},

The copy of the affidavit is kept in the social service record attached

to the-copy of the-original payment authorization document (DSHS"
14-154/159).
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The Disbursements Office staff checks with the State Treasurer’s Office
finding if the warrant is outstanding. The replacement process takes
from one to two months. If staff finds that the warrant has been cashed,
then investigation is necessary before reissuing a warrant.

DCFS offices are not authorized to initiate another voucher. ODCFS
offices ensure only the proper affidavit is completed and submitted to
disbursements. :

This procedure applies to all vendor payments, including foster home
vouchers, day care vouchers, and special one-time payments for "L"
program chore services, administrative payments, etc.

02.99 REQUIRED FORMS

See [Chapter 99], General Forms, for instructions on these forms:

DCFS

Service Episode Record, DSHS 2-305(X)

DCFS - Random Moment Time Sample Observation form, DSHS 4-315
DCFS - Random Moment Time Study Follow-up form, DSHS 4-315A
Social Services Reading Schedule, DSHS 14-164(X)
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CHAPTER 02 - - SOCIAL SERVICE DELIVERY SYSTEM 02.00

02.00 INTRODUCTION

This chapter describes the framework within which the Division of Family and
Children Services (DCFS) delivers social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures, and
paper. The system organizes the operations and resources (people, paper,
etc.) in about the same way across the state so that clients and workers know
what to expect from one DCFS office to another.

Standardization of policy and procedures permits equal treatment regardless of
geographical location and permits a fairer method of measuring workloads and
performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY

A. Social services delivered by DCFS is goal-oriented, time-limited and
with specifically defined outcomes. Both staff and clients are
knowledgeable of the goals and objectives of the service(s) provided.
Unmet goals and objectives which are not achieved or only partially
achieved are acknowledged.

B. Services are provided in response to identified need and within
department priorities. Services are provided directly by the department
or by purchase from the private sector. All appropriate methods of
service delivery are utilized. The emphasis is on methods enabling the
client to manage their situation with appropriate independence and with
the least restrictive alternatives available. Services provided are
coordinated with co-existing community agencies and systems, such as
crisis clinics, schools, and health care organizations.

C. The department maintains the capacity to respond on a 24-hour basis to
requests for short-term crisis intervention services and protective
services.

02.02 DCFS OFFICE ORGANIZATION

A. A11 social service workers are responsible for determining eligibility,
authorizing needed services and developing and implementing the Service

Plan for cases assigned to them. Implementing the plan may include any
combination of:

1. Direct provision of service;

2. Arranging for purchased services;

3. Referral to, or collaboration with, peers in other service units;
and
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DCES

4, Referral to, or collaboration with, non-DCFS service providers/

community agencies.

Service workers authorize and provide or arrange for:

1. Child Protective Services (CPS) Chapter 26
2.: Family Reconciliation Services (FRS) Chapter 24
3. Juvenile Court Process ChaptefAZB
4, Interstate Compact Placement Services Chapter .30
5. Day ‘Care Services for Children Chapter 28
6. Child Foster Family Services Chapter 32
7. Private Agency/Child Group Care Services ‘Chapter.é4

Crisis Residential Center (CRC) Chapter 31
9. Adoption Services Chapter 36
'10.  Health Support Services Chapter 48
11. Information and Referral Services (I & R) Chapter 20
12. Volunteer Services Chapter 62

After assessing the qualifications of staff and the complexity and
volume of service requests, the DCFS social service supervisor or their
superiors may designate specialists or a specialized unit. Functional
specialists may be designated based upon the nature and volume of the
service or the special expertise of the individual worker {e.g.,
intake/assessment specialist). However, the need to adopt this
alternative must be carefully assessed because the goal is for clients
to see as few workers as possible. :

For example, after the investigation phase, CPS workers should be able
to authorize, provide, or arrange for other services (e.g., day care)
which stabilizes or strengthens the family while the children are still
at home. Designating intake specialists guarantees that some clients

~are contacted by a second (continuing) service worker. The goal is to

reduce intra-DCFS case transfers and reduce fragmentation in service
delivery to families.

The expectation that service workers authorize, provide, or arrange for

multiple services does not ignore the fact that there are different
levels of work assigned.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.02 (cont.)

Supervisors must take the time to make appropriate worker to client
assignments based on their judgment of the difficulty of the case and of
the capabilities of the service workers in their unit.

Service workers vary in skill and experience and are not
interchangeable. Therefore, the random assignment of workload based on
rotating intake worker can result in inequitable workload distribution,
frustrated clients (shuttled among DCFS staff), and unachieved
objectives.

RECEPTION/INTAKE AND ASSESSMENT

02.03
A.

Initial Contact/Reception

1.

1

A client may come into contact with the agency through a variety
of means. The staff worker having the initial contact is
responsible for ensuring the client is referred to, and the
referral acknowledged by, the appropriate service unit. The DCFS
office supervisor ensures social service staff and clerical
workers are advised of specific procedures for referral to the
appropriate social service unit.

Generally, the reception functions are performed by clerical
staff. The receptionist identifies the category of service
requested and immediately refers the person to the appropriate
service unit. Clients who are obviously in a state of crisis or
who request emergency services are seen by a social service worker
as soon as possible. Al1 social service workers are responsible
for providing information and referral services.

The intent of the service delivery model is to move the client
through each step of the process as smoothly as possible. The
client contacts as few staff workers as possible.

Intake and Assessment

|
B.
DCFS

T R R T PR SR FRERY - AT e e e h e e ama

A1l social service workers determine service eligibility, needs
assessment and information and referral functions. If the client
is not eligible or if the services requested are not available,

the service worker refers the client to other agency or community
resources,

For program eligibility/intake and assessment procedures, see the
specific program/service chapters.
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3. Based_on the size of the office and thevvolume.of,urbentAserv1ce

requests, the DCFS office supervisor may décide to designate .
jndividual workers as . intake specialists.  These indjviduals.do
not carry ongoing service caseloads bit may provide short-term
crisis intervention services. The need for aui¢k~réspbn59 is .|
weighed. dgainst the effect (on clients) of transferring, ¢ases to
other workers for ongoing services. Avoid the latter when

practical.
Z. Iﬁgake/ﬁéﬁessmgnt specialists or others pé;forhing this function
are prepared to: :
a. jake complaints on alleged abuse, neglect, or exploitation
of individuals;
b. Screen referrals for out-of-home placement detérmih%ﬁﬁ i%
they are appropriate for action;
c. Arrange for emergency out-of-home placements as ébbkéﬁ?iaf@;
d.  Provide short-term crisis interventioh, FRS, or CPS:
5. Rotating the intake and assessment assignment éﬁohg_aTI séf&fzé

workers in a section (excluding trainees) does riot and should,not
dictate random assignment of workers to clients. Social service,
supervisors shall evaluate the facts and assign workers to clients
based on the workers’ skills and experience as well as workload.

02-04--CASE ASSIGNMENT

A.

DCFS

- - . : Lo . W Lt et
The receptionist refers clients to the section/unit servinb_thé.;aFﬁét
population to which the client belongs or to the intake/éSSégsmeﬁt_ -
specialist. Refer obvious CPS investigations and requests for ongoing .
or long-term services directly from reception to the appropriate service
unit.

Supervisors assign service workers to clients by the appropriate
differential use of staff.

The same service worker performs intake, service planning,.and service,,
delivery activities for a primary recipient whenever possible., If more
than one service.worker is involved, one service worker is assigned
primary responsibility for case management.

Whenever possible, assign clients returning for additional services to
their original Service worker. Exceptions to this policy include:

1. Referrals for protective services;
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F-

Clients no Tonger in the target population served by the initial
service worker;

Client/worker requests and their supervisor agrees to a change
based on a personality conflict; or

The service worker’s workload is too large to permit an adequate
and timely service response.

Requesting Existing/New Social Service Records

The social service worker requests a new or any existing social
service record and file clearance by completing DSHS 02-128(X),
Application, Registration and Control, and routes it to Master 4
File or the designated clerical staff. Requests specify names and

If Mastér File (clerical staff) responds that no service record
exists, the worker obtains a case number and a file folder
(record) is established (see [Section 02.12]).

No service (other than I&R) is provided without the development of a
Service Plan. The service worker assigned to the case has the full
responsibility for all parts of the service plan which are:

The service worker assures that the client’s service needs are
clearly stated and are understood by both the client and the

The service worker determines if agency services are available to
meet the client’s need. If agency services are not available, the
service worker offers to refer the client to an agency, community,
or volunteer resource. The client may accept or reject the offer
of referral. For cases where a social service record already
exists, the nonavailability of services is documented on DSHS
02-305(X), Service Episode Record.

a. Problems as perceived by the client are explored and
clarified in the initial interview. Then the client and the
service worker mutually develop a plan of action--who will

E.
‘ 1.
birth dates.
2.
02.05 SOCIAL SERVICE PLANNING
A.
1. Assessment of Néed
service worker.
2. Availability of Services
3. Plan of Action
do what and when.
DCFS
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b. “The plan includes specific objectives and describes the
steps taken to alleviate the problem or meet the need
identified.

c. The client and service worker must arrive at some agreement

about the frequency of their contact and the duration of the
service(s). (See the following service chapters for
specific program procedures and expectations.)

Service plans are developed within the time frames outlined in -the
service chapter. Workers develop mandatory service plans (CPS, etc.)
with the knowledge of the clients. Record the service plan on DSHS
02-305(X)., Service Episode Record (SER).

A service episode is defined as the time-limited delivery of a variable
number of services achieving a stated goal or outcome. A service plan
is developed with certain tasks to be completed (by the client and the
worker) within that given time frame. This planned time limited service
episode is recorded on the SER.

Where there is a major change from the stated goals of the service plan,
worker enters a new service episode and new narrative recording.

Changes in the time allowed to complete tasks or changes in the number
of tasks to be completed (as long as the goal doesn’t change) do not
constitute a new service episode.

The worker develops a new service plan at any point in a service
episode. In all instances, the current plan is evaluated and a
disposition of the previously planned action recorded on the DSHS SER.

The worker renews the service plan according to specific eligibility and
program requirements noted in the program or service [Chapters 06-997.
The SER includes other information required by programs or services.
Narrative recording requirements are described in [Section 02.11] and in
the instructions to the SER described in [Chapter 99] General Forms.

CONTINUING SOCIAL SERVICES

02.06

DCES

Continuing social services are defined as all social services delivered
by DCFS staff which are not emergent or short-term crisis intervention
services. Generally, continuing ongoing or long-term services are those
requiring more than three work days to complete.

4
Delivered services comply with program standards and procedures
indicated in each of the program/service chapters. (See [Chapters 05
through 62].)
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02.07

CASE CONSULTATION

A.

02.08

In order to avoid the transfer of active cases within DCFS offices,
service workers may consult with one another about difficult or
unfamiliar functions. For example, if a service need arises which is
not usually part of the assigned service worker’s functions, the service
worker may discuss the service need and appropriate action with service
workers who frequently provide that service.

After such consultation, the assigned service worker decides to provide
the service, request supervisory approval to transfer the case, or
request the continued assistance of the consulting service worker.

During the consultation process, the assigned service worker maintains
all direct contact with the client. Case consultation does not replace
supervision. Case consultation is a process for utilizing peer
expertise and shall be used as needed and with the knowledge of the
supervisor,

DCFS staff may also reach an agreement to consult with non-DCFS DSHS

service workers in their community such as Developmental Disabilities,
Vocational Rehabilitation, and Juvenile Parole service staff.

DENIAL/REDUCTION/TERMINATION OF SERVICE

DCFS

Denial

1. Social services are not provided to persons who do not meet
applicable program eligibility criteria. These criteria are
described in each program chapter.

2. Service workers make social service eligibility determinations
based on situational or behavioral criteria by completing the
Social Services Intake, DSHS 04-114(X); and the DSHS Family Face
Sheet, DSHS 14-024(X). The program eligibility criteria is
described in each service chapter.

Reduction/Termination

1. Once the client and the service worker have mutually developed a
time-limited service plan, the service worker attempts to keep
within that time frame. Time frames and response standards are
described in each service chapter.

2. The amount of service purchased or provided to a client by the
department may be reduced or terminated:

a. At the client’s request (nonmandatory services).

b. When the service worker determines that a level of service
is no longer necessary or appropriate.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.08 (cont..)

c. When needed and authorized services are reduced or
terminated because of program funding cutbacks.

3. Whenever possible, the service worker terminates services through
mutual negotiation with the client in an exit interview. The
service plan is evaluated with the client. Skill in. conducting
the termination process is critical as it may -seriously impact .the
stability of goal or objective attainment. -

4. The service worker enters on the SER the appropriate narrative
recording to evaluate the service plan and indicate case
disposition at the earliest possible time after contacting the
client. The service worker will also complete the Change of
Service: Authorization, DSHS 14-159, within two working days of the
termination contact. Timeliness in completing this form is
particularly important when a payment is involved.

5. The service worker reviews the service record for completeness
when all authorized services are terminated (including court data,
the SER and other required service forms).  The service worker
sends it to their supervisor for review or to closed files clerk
per DCFS area office policy.

Applicants or recipients (A/Rs) of social services have a right to
appeal any action to deny, reduce, suspend or terminate social services
and may request a fair hearing. A/Rs may also request a fair hearing if
the A/R feels the department failed to act upon a request for service
within 30 days. Requests for a fair hearing are made in writing within
90 days of the notification of decision by the department to deny,
reduce, suspend or terminate services. (See [RCW 74.08.070 and WACs

A comparable right is also established in ‘[RCW 74.15.130] for any
Tegally defined child welfare agency including a foster home or day care
home which believes its application for license was improperly denied,
suspended, or revoked or not renewed by the department.

The appellant in a fair hearing has the opportunity to present a
grievance or case to the fair hearing examiner or seek the aid of others
such as legal counsel. Departmental staff shall not represent

A.fair hearing request may be withdrawn by the appellant at any time
prior to the date of the fair hearing. '

02.09 FAIR HEARING PROCESS
A.
388-08-002 and 388-15-030].)
B.
C.
appellants.
D.
DCFS
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x

DCFS

When an A/R expresses dissatisfaction with an action or decision of the
department, the service worker will:

1. Explain the reasons for the action or decision in question,

' including the facts upon which the decision is based.

2. Explain the‘criteria for initiating the fair hearing process.

3. Inform A/Rs of their right to have counsel at a hearing.

4, Not coerce clients into applying for or withdrawing hearing
requests.

The service worker determines whether the client’s expressed
dissatisfaction is intended to be a request for a fair hearing. If the
client does request a fair hearing, the service worker advises the
client to put the request in writing and submit it to the Office of
Hearings, DSHS, P.0. Box 2465, Olympia, WA 98504, as soon as possible
but within 90 days.

If the client makes a verbal request for a fair hearing but does not
provide a written appeal at that time, the service worker notes in the
service record the date, the issue, and the client’s expressed intent.
The service worker also notifies the DCFS fair hearing coordinator of
the client’s name, case number, and date of verbal request.

If the service worker receives a written request for a fair hearing, the
worker notes the date of the request in the SER and immediately forwards
the written request to the fair hearing coordinator or designee.

If the client decides not to request a fair hearing, the service worker
notes the date in the SER, the topic of discussion, that the fair
hearing process has been explained, and the client’s decision.

The DCFS office field fair hearing coordinator or designee will:

1. Present the DCFS case to the fair hearing examiner. .

2. Be the contact person between the Office of Hearings and the DCFS.

3. Have overall responsibility and authority in reviewing the DCFS
case, including but not limited to: contacting workers involved
and/or their supervisor(s), notifying the DCFS witnesses who are

to be present at the hearing, reviewing what documents need to be
available to present the department’s case, etc.

4. Provide instructions regarding fair hearing procedure.

5. Determine if the attendance of an Attorney General is needed.
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02.10

DCFS

6. Notify the DCFS administrative secretary which supervisory unit
does the fair hearing report and also when hearings. are withdrawn
and/or rescheduled.

7. Prepare the Fair Hearing Report, DSHS 09-354(X), upon receipt of
the fair hearing request and route a copy to the service worker.
The service worker files the copy in the service record. (See
[Chapter 99], General Forms, for a copy of this form and
instructions.)

SOCIAL SERVICE RECORDS

Purpose of Service Records

The purpose of social service records is to record essential information

concerning. each individual for whom services are requested or provided

to document eligibility, to document progress toward service plan objec-.

tives and to provide accountability for federal and state fund
expenditures (see [WAC 388-73-054]).

Service Documentation

Service workers maintain social service records for each person/family
receiving social services. Records provide the basic documentation for
federal and state audits of services provided and funds spent [RCW
74.04.060]. State law requires records to be kept for services to
children (see [RCW 13.34.120, 13.50.010, 26.32.200, 26.36.20 and
74.13.133] and adults [RCW 74.08.545]). Adequate records must also be
maintained on licensed or approved vendors (providers) and for persons

who apply and are subsequently denied licensure or approval for service
[RCW 74.15].

Service workers use social service records as tools to provide readily
accessible information on the results achieved through the provision of
services and document activities for court reports and social summaries.

Except for brief information and referral contacts or other sociat
services of less than 30 minutes, the service worker opens a record and
completes the appropriate paperwork for each individual/family who
applies for and receives social services. Maintain records on all
persons or providers licensed or approved by the department. Persons or
agencies from whom the department purchases services must also maintain
service records on service recipients (see [RCW 74.13.133]).

Service Record_Required Contents

1. DCFS requires the service worker to document basic information in
a-service record on the:

a. Service Episode Record, DSHS 02-305(X) (Narrative
recording);
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.10 (cont.)

b. Social Service Intake, DSHS 04-114(X);
c. Family Face Sheet, DSHS 14-024(X);

d. Social Services Authorization, DSHS 14-154(X) (service,
objectives, payment rates, client data);

e. Change of Service Authorization, DSHS 14-159 (turnaround
document);

f. Referral to Financial Services for Child in Placement, DSHS
14f226(X); and

g. Child Placement and Legal History, DSHS 15-192(X).

Instructions for the completion and use of these forms are
detailed in the [Social Service Payment System Manual], and
[Chapter 99] General Forms.

The record contains proof that the person was eligible and that
eligibility was determined. A copy of DSHS 04-114(X) or DSHS 14-
024(X) provides documentation.

The record indicates which services are Brovided and if services
are agency provided (direct service) or vendor provided (purchased
service). Enter this information on the DSHS 14-154(X)/159 by use
of the appropriate service codes. (See [Social Service Payment
System Manual, Appendix C.])

The record contains an service plan. Document service plans and
objectives on the DSHS 14-154(X), which has service and objective
codes, and the DSHS 15-209, ISP.

02.11 NARRATIVE RECORDINGS

A. It is important that entries on the SER be legible. Use appropriate
headings and address all of the following components:

1.

DCFS

Identified Problem(s) (IP)

A clear statement of the problem or identified needs.

Narrative (NARR)

Information adequate for probable future uses of the record
include:

(a) Dates of client contact;

(b) A brief description of specific events and observable acts
which have importance;
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DCFS -

(c) Additions or changes to the plan;

(d) Names and addresses of referrals and others involved in
providing services; and

(e) Any supporting‘data needed for court activity.

When more than one worker provides services to the same

individual/family, both workers enter a recording or coordinate a
summary.

Evaluation (EVAL)

‘An evaluation of the service plan with a statement of the .outcome.

This statement relates back to the identified problem and
indicates whether the objectives of the service are achieved. The
summary indicates what factors influence the outcome of the
service plan.and summarize major events in the course of service
delivery. Make it brief, about one page or less.

Disposition (DISP)

A statement of action and future plans, i.e., whether the case is
to be closed completely or continued for the same or different
services with a notation of why this is the plan for the client.

~Narrative Recording - Completeness and Accuracy

1.

Most narrative recording is done on the SER; however, other
required service recording or data forms and samples are shown in
[Chapter 99] Forms.

Records contain statements of fact. Service workers make
nonjudgmental entries. If wishing to record opinions or personal
inferences, label them clearly as opinion or judgment of the
situation.

Brief phrases describing key points are used whenever possible.

The worker responsible for providing a service writes the needed
record narrative. Supervisors assure necessary recording is
completed including accurate completion of the DSHS 14-154(X) -and
14-159 SSPS forms.

The length and completeness of the narrative depends on the type
of service and probable future need for the record. Protective
and substitute care services require extensive recording to allow
preparation of reports-to Juvenile Court (see [Chapter 23]). For
details about what program or service information (in addition to
that described above) is recorded in the service record, refer to
the service chapters [Chapters 05-40].
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C. Recording Requirements for Service Contractors (Purchased Services)

1. A1l social service contractors maintain records on each person
served. Providers having contracts authorizing their staff to
make eligibility determinations maintain records substantiating
that eligibility decision.

2. Contractor records contain an entry for each service given,
indicating how the service relates to the goals and objectives
stated in the contract.

3. Contractor records must contain copies of the quarterly progress
reports prepared by the contractor and sent to the DCFS office,
depending on where the contract was negotiated.

4. Contractor maintains and stores records in a professional manner
meeting all requirements of DCFS service records.

5. Child-placing agencies maintain adoption records with the
safeguards required for DCFS adoption records (see [Section
02.14]).

6. For additional provider required documents or information, see the

: appropriate service chapter (e.g., [Chapter 34], Private Agency/
Child Group Care).

02.12 SERVICE RECORD MAKE-UP AND MANAGEMENT

A. A consistent format for the make-up of service records is essential
because the record is:

1. A tool for the service worker to use during service delivery.

2. The official documentation of all actions related to the client.

3. Subject to being subpoenaed into court.

B. Clerical staff builds the original service record, and assigns a case
number. DCFS office procedures for building, filing, storing, securing,
and transferring social service records are consistent with Manual E and
the following guidelines.

C. A1l nonactive service records are maintained in a central file location
under clerical control (see [Manual E]). Active service records may be
located with the assigned service worker.

DCFS
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DCFS

Once a service record is made up, the service worker assigned to the

case maintains the contents in the manner described below. When a

service record is ready for closure, the service worker reviews for both
completeness of information and conformity to the sequence described in

- the next paragraph. (See [Chapters 36 and 38] for instructions on

closing adoption records.)

The service record contains four separate sections placed in a folder
{but not attached to it) in the following order:

1.

Section 1. Narrative Recording Section: This section contains
the current Social Service Application - Family Face Sheet, DSHS
04-114 or 14-024, and the Service Episode Record, DSHS 02-305(X).
The Social Service Application and SERs are placed in this section
in chronological order with the most current social service
application or Family Face Sheet on top. Slide fasteners are
inserted from front to back.

Section 2. Service Authorization/Payment Section: This section

contains all forms documenting eligibility or authorizing or
awarding services and service invoices. The Social Services
Authorization, DSHS 14-154(X); Change of Service Authorization,
DSHS 14-159; and Notice of Funding Category for Placement, DSHS
02-501, is placed in chronological order with the most current at
the front. Place the most recent DSHS 02-501 at the front or it
may be stapled to the inside left cover of the record. The most
current DSHS 14-159 should be Teft loose and not stapled. Insert
slide fasteners from back to front.

Section 3. Document Section. This section contains all medical
reports, program specific forms, other documents and
correspondence. Place in chronological order with the most
current at the front. Insert fasteners from back to front.

Section 4. Permanency Planning: Case files that have/have had
services from DCFS from September 1985 have a fourth section which
contains: :

a. Child Placement and Legal History Sheet, DSHS 15-192(X).
File this sheet at the front of the section.

b. Legal/court documents (petitions/orders) relative to
Jjuvenile custody matters.

c. Reports to the court for hearings.
d. Voluntary Consent to Place, DSHS 09-004.

e. Periodic Review Report/ISP, DSHS 15-209s, relevant to
placement interventions.

f. Administrative Review conclusions report.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.12 (cont.)

| g. Other case review recommendations such as LICWAC, Adoption
| Planning, etc., constituting a review of permanent planning
activity. '

Place court orders in chronological order with the most current at
the front. Place the most recent court order at the front.
Insert slide fasteners from back to front.

F. = The service worker determines the need for a Volume II service record.

1. The service worker requests in writing on the Record Transfer
Notice, DSHS 01-001(X), that a Volume II folder be created.

2. The clerical support person places all documents and forms that

- are more than one year old (except the most recent court order) in
the Volume I service record in their original chronological order.
The service worker requests exceptions to the one-year time frame
of the DCFS office supervisor or his designee in writing.

3. Unless it is being used, The service worker keeps the Volume I
service record in the central file. If Volume II is filled again,
the purge process must be repeated, moving material older than one
year into Volume I or create Volume III. ’

G. Send any requests for combining or separating service records to the
clerical support person for action. The file clerk or other designated
clerical support maintains the central file location (see [Manual E]).
No one, other than these designated persons, are permitted to remove or
replace records from central files.

been closed (i.e., no service authorizations open) for a minimum of one
year and which have no active financial service record (also closed for
one year) from central files and transfer to Records Reference Center,
Mailstop N 43-2, in Kent.

H. Purge all nonadoptijon social service records (all volumes) which have }

The Records Reference Center retains closed records for three (3) years.
After being closed for a total of four (4) years, and due notice to the
DCFS office, the closed (inactive) service records are destroyed.

Closed adoptive records are sent directly to SO adoptions staff who
forward them to State Archives (see [Chapter 36]).

I. For procedures and forms required to prepare, submit or retrieve records
from the Records Reference Center, see the [DSHS Records Management
Procedures Manual] (3/83).
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CHAPTER :02 -- SOCIAL SERVICE DELIVERY SYSTEM ‘ 02.13

02.13 PRIVACY. SECURITY AND ACCURACY OF SOCIAL .SERVICE RECORDS

A. Information in a social service record is confidential. In genéral,
confidential information is not released outside the department without
the knowledge and written consent of the client or guardian. In
instances where the department has an obligation to report .or velease
data, the client or guardian is advised of this requirement.

B. By Taw (Freedom of Information Act) clients with proper identification
‘have the right to look at their records if they request to do so. They
may also challenge the accuracy, completeness or relevance of
statements. Therefore, it is important to record factual statements -and
to label opinion or hearsay if it is written in the service record.
Sources of CPS complaints remain anonymous and their names are ‘purged
from the record prior to the client’s review.

C. Information in social service records must be complete and accurate and
can be shared only with authorized representatives of public or private
agencies having a Tegitimate need to be informed concerning clients whom
they are actively serving.

D. Records are available to DCFS staff members having an assigned respon=
sibility for the client or DSHS SO or DCFS staff who are engaged in
officially sanctioned and authorized research or program monitoring.

E. A1l material presented at a fair hearing is open to the examination of
the client and his/her representatives, even though such material would
ordinarily be considered confidential (see [WAC 388-08 and 388-09]).

F. Sharing Information Outside the Agency

1. For policy, forms and procedures used for release of records, see
the [DSHS Records Management Manual] (3/83) and [WAC 388-320].
The DSHS Records Manager is Troyce Warner, Office of
Administrative Regulations, 0B-33H, Olympia, WA 98504.

2. The worker completes the following forms when processing requests
for information or records:

a. Request for Disclosure of Records, DSHS 17-041 (Revised
12/80).

b. Authorization to Disclose Personal Information, DSHS 17-063
(Revised 12/80).

C. Denial of the Disclosure of Public Records, DSHS 17:062
(Revised 12/80).

3. Staff subpoenaed to appear in court do not take the social service
record unless it also is subpoenaed. If the record is subpoenaed,
the Assistant Attorney General assigned to that program area is
consulted in advance of the hearing (see [Chapter 23] Juvenile
Court Process and [Chapter 32] Child Foster Family Care).
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4, No individual is permitted to make a partial or complete 1ist of
service recipient names or addresses, or amounts paid to any
person (vendor) out of DSHS offices.. Social Service Payment
System reports (including DSHS 14-154s and 159s) are considered
confidential.

G. Adoption Records

The records of a child in preadoption placement or for whom adoption
preparations are being made, are confidential and not available for
dissemination. Before the Adoption Petition is filed, information may
be released as from any other DSHS record. After the petition is filed,
information in the child’s record (except medical reports) may be
released only by written order of a Superior Court (see [RCW 26.32, WAC
388-70-480] and [Manual G, Chapter 36] Adoption Services).

H. With respect to the service records of children and youth who are under
the jurisdiction of the court, the requirements of the Washington State
Juvenile Justice Act of 1977 [RCW 13.04] shall be followed.

1. Under this law, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in an investigation or providing service to a
client. For example, public/private agencies providing services
to DSHS clients are privileged to information from DSHS records
and are subject to the requirements of the law.

2. Each agency providing services for DSHS clients are briefed on the

requirements of the Taw and their responsibility for the security,
1 privacy and completeness of records. The office releasing the
| information briefs the receiving agency on these requirements.

3. No duplicate records may be made if the whole record is requested.
It should be checked out with the requirement that it be returned.
The record is reviewed in the DCFS office.

4. Supervisory personnel review service records for completeness and
accuracy before the information is released. Care and
documentation is employed in properly identifying the requestor of 1
the record. Birth records and/or statements by parent, guardian,
or custodian are sufficient verification of identity. The
department supplies no record which is not complete, i.e.,
contains no information on action taken to date on any incident,
even if that action is taken by another agency.

I. The service worker/supervisor complies with the requirements of [RCW
13.04.270 through 13.04.276 and WAC 388-70-700], regarding the
confidential sealing, accuracy, release to public, inquiry and

challenge, transfer and destruction of juvenile custody and child care
records.
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1.

rad

A juvenile, their parents.or their. attorney,. may make: a.written: _
request. asking. the department: about: the: existence: and: content. of;
custodyy or: care records. The inquiry provides: the: mame: of the:
Juvenile, the approximate date-of the juvenile’s contact.with:the:
department, the.nature of the contact, the location: of the:
contact,. and the purpose of the request.

The: department makes written response to the inquiry within tem:
working days after receipt. The department gives priority-to;. and’
expedites processing of, inquiries involving, litigation:. The:
department: provides to the juvenile, their parents, or attorney
making: the: inquiry, information regarding the location), nature;.
and: content' of any.records in the department’s possession. A
JjuveniTe, their parents, or attorney, wishing,to challenge. the
information- contained in the department records, notifies. the
department in writing. The notification provides:

a. The name of the juvenile;

b. [f the: records are alleged to be inaccurate, a statement: of/
those portions alleged to be inaccurate; and.

c. If the contained possession of the record is being-
challenged, a statement as to the reason why. the. record!
should be destroyed.

The department reviews the notification of challenge to:the record:
and. responds in writing within 30 calendar days. The response-
indicates the corrections which have been or will be made or
states the basis for denial of any requested corrections. If
appropriate, the department’s response also includes a statement
indicating whether the records have been destroyed:or transferred!
to another. juvenile justice or child care agency.

The juvenile, their parents, or attorney are notified, that if they,
dispute the department’s response, they may seek  an administrative.
review of the department’s decision as provided in [Chapter. 34.04:
RCW].

02.14. CASE TRANSFER POLICIES

A

DCES

Case

1.

Transfer

Service workers make every effort to avoid transferring.active
clients: from one-worker to another within the DCFS office.
Exceptions to this policy require supervisory approval.
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When a transfer is necessary, the two service workers and the
client when possible consult about the reasons for the transfer
and responsibility for the continued service planning for the
client. The service worker documents their decisions/actions in
the service record.

Appropriate reasons for transferring an active case from one
service worker to another include:

a. The client or worker requests a transfer based on a
legitimate personality conflict.

b. An evaluation by the supervisor and the service worker that
the service need extends beyond the knowledge or current
skill level of the assigned service worker.

c. Program guidelines require the intervention of a different
service work function such as a referral to Child Protective
Services or Family Reconciliation Service.

d. The service worker transfers out of the section, DCFS
office, or terminates employment.

i B. Transfer Process Within DCFS Office for Active Cases

1.

DCFS

The transferring service worker makes certain that the service
record is complete and all documentation is current.

The transferring service worker discusses the case with the
receiving service worker, or if unavailable, the appropriate
service supervisor. The discussion determines which services will
be terminated, when the transfer will occur and whether a joint
conference with the client is appropriate. If there is no change
in purchased services and no change in provider, payments are not
interrupted (i.e., Authorization Not Terminated, DSHS 14-159).

See the [Social Service Payment System Manual].

The transferring worker completes Records Transfer Notice, DSHS
01-001(X), attaches it to the service record, and forwards them to
the receiving service worker.

The receiving service worker reviews the service record and the
DSHS 01-001(X) for completeness and routes the DSHS 01-001(X) to
clerical support/master file/central file.

The receiving service worker, within ten days, updates the current
DSHS 14-159 with the new worker ID, authorizes any new services,
and confirms the accuracy of any transferred services.

The receiving service worker reviews the service plan with the

client and makes any required changes on the Service Episode
Record, DSHS 02-305(X).
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Transfer Process Between DCFS Offices (closed. cases)

Requests: for transfers of closed cases is. handled: by clerical support..
The transfer-out is made within five working days of the receipt of the
request (see [Manual E]). '

Transfer Process Between DCFS Offices (active cases)

1. The. request for transfer of active cases may be initiated. by
either the. receiving or sending office. When the request for
transfer is made, the transferring service worker reviews the
service record for completeness. All documentation and: recording,
must be current. However, the service record is. not held for more,
than. five working days after the request is made. Additional,
material is forwarded to the receiving office at a later date.

The service worker notes in the record what material will be sent
later. '

2. If the department purchases a service for this client and the
provider or payee does not change as a result of the transfer, the,
transferring service worker does not terminate payment on the: DSHS
14-159. See the SSPS Manual.

3. If the provider or payee changes, the service worker terminates
payment on the DSHS 14-159 prior to the transfer out to the new,
DCFS office. (See the [SSPS Manual].)

4, If the client receives no purchased services, the sending service.
worker terminates all services on the DSHS 14-159 and submits. it~
as a regular termination. The receiving worker then submits a. new,
authorization to open. services.

RANDOM MOMENT TIME STUDY INSTRUCTIONS

02.15

DCFS

Introduction

The Random Moment Time Sample (RMTS) is used to generate statistically
valid statewide estimates of various activities performed by Division. of
Children and Family Services (DCFS) staff which are federally and state
funded. The sampling procedure is designed to satisfy federal financial
participation requirements for claiming matching funds for social
service staff salaries and benefits and provide an audit trail for the
State Auditors.

Data from the samples is computer processed and a monthly report is
produced. This report is used to estimate the proportion of total
service worker time devoted to each federally matchable and state
program activity. These calculations are used to claim federal
reimbursement under Titles IV-E, IV-B, XIX, and XX of the Social
Security Act.
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DCFS

The RMTS sample will be conducted by headquarters data compilers who
will contact social workers by telephone to gather the necessary
case/program information. In the event that the social worker is
unavailable for the phone, the data compiler will fax an RMTS contact
log to the local RMTS coordinator who will leave it at the workers work
station. After the worker completes the contact log, it will be faxed
to state office by the RMTS coordinator. The contact logs indicating
case specific activities will be drop filed in the specific case record
by the RMTS coordinator. A copy of all completed contact logs will be
maintained in chronological order by the RMTS coordinator.

Each service worker is contacted several times each quarter about
his/her activities at that moment according to RMTS definitions of the
activities. Coordinators submit and update lists of workers
participating in this study and assure follow-up activities as needed.

Participants

A1l DCFS service workers participate in the time study. Adoption
Program Managers, at state office, are also included in the time study.
Students, interns, homemakers, clerical staff, intermittent staff, after
hour staff, weekend staff are excluded from the RMTS as are Community
Resource Coordinators, etc., Social Workers 4 (supervisors), Service
Delivery Coordinators, and other management staff. However, the federal
reimbursement for their salaries and benefits are based on data from the
RMTS.

State Office Responsibilities

1. The RMTS data compiler shall be responsible for the following
actions:

a. Every quarter the compiler generates an RMTS contact list
for each work day of the quarter. The contact list has
three variables:

- Random Starting Time
- Random Interval Time
- Random Employee List

b. Complete the telephone samples at the random moments. The
data compiler shall gather the following information from
the social worker or RMTS coordinator.

(1) Status of worker:
- on the job
- on work break
- position vacant
- on job rotation or temporary assignment
elsewhere

(2) If on the job, the compiler informs the worker that an
RMTS sample is being made.
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{3) The compiler asks the worker for the code best
describing the worker activity at that moment. If a
case specific activity is reported, the compiler asks
the worker for the following information:

' - case number
¢ - - case name :
- SSPS code (primary placement payment code)
- specific activity (brief)

The compiler completes the contact log with the information
reported by the worker, enters it into the database, and
mails a copy to the RMTS coordinator.

If a worker is unavailable for phone contact, the compiler
contacts the RMTS coordinator to determine the worker’s
status. If the worker is on the job, or if the RMTS
coordinator cannot determine the workers status, the
compiler faxes a contact log to the RMTS coordinator for
completion by the worker (see page 25, D-5).

The compiler logs uncompleted contacts and follows up with
the RMTS coordinators to ensure that contact logs are
returned in a timely manner. :

On a monthly and quarterly basis, the compiler generates a
survey data summary.

The compiler updates the service worker list as worker
employment status changes are reported by the regional
administrator or RMTS coordinator. The compiler checks the
service worker 1ist quarterly against the central payrolil
registry assuring that all workers who should be time
studied remain in the sample.

D. Region Responsibilities

1.

OCFS

A regional administrator shall appoint RMTS coordinators for each
field office. Ordinarily this is a clerical position assignment.
Social workers, or any DCFS staff person who may be observed as
part of the time study cannot be a coordinator.

A regional administrator shall be responsible for reporting any

changes in social service staff or RMTS coordinators to the RMTS
data compiler at:

Federal Funding Unit
Attention: RMTS Data Compiler
Mail Stop: 0B-41

FAX: 753-0727
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3.

Casework supervisors shall be responsible for training social
workers on the RMTS System - The supervisor ensures that the
workers, especially new workers, are trained in the RMTS system

--and knowledgeable of the RMTS code definitions. The state office

RMTS staff is also available to provide consultation and training
to workers upon the supervisor’s request.

The social worker shall be responsible for the following actions
upon contact: _

a. Report the appropriate code from the‘DCFS social worker
activity code descriptions attached.

b. Report the case number, case namé, specific activity and
primary SSPS placement payment code if the activity is case
specific. : :

The social worker shall be responsible for the following action if
unavailable when a RMTS telephone contact is attempted.

Upon return to the workstation, the worker completes the RMTS
contact log and promptly returns it to the RMTS coordinator. The
RMTS coordinator returns the contact log to state office (see page
26 7 b). The contact must be received by state office within 72"
hours of the sample time.

The RMTS coordinator shall be responsible for the following
actions:

a. Receive the data compiler’s phone contacts for workers not
at their work stations. Determine and report social worker
status (as information is available).

b. If the worker status is on the job, but unavailable to the
phone or worker status information is not readily available
the RMTS coordinator will be sent an RMTS contact Tog for
distribution and completion (see page 26 7 a-d).

C. Receive completed contact logs from state office, by fax or
mail.

d. Maintain a file for all completed RMTS contact logs. File
the RMTS contact logs in chronological order by date of
contact.

e. - Copy and drop file the completed RMTS contact logs into the
- specific case records for logs indicating case specific
activity.

f. Notify the state office data compiler of any change in the
employment status or contact telephone number of a worker
participating in the RMTS survey within five working days of
the change. _
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7. The RMTS coordinator shall be responsible for the following
actions if the social worker is unavailable or worker status is

not readily available upon contact:

a. Deliver the faxed contact log to the worker’s work station.

b. Return the completed log to state office by fax or telephone
the sample results to state office within 72 hours of  the
sample time.

c. File the completed log in the field office RMTS file.

d. File a copy of the completed Tog in the case record if case
specific activity is indicated. :

Random Moment Time Study Codes

Code A - Substitute Care Related Activity
Code B - Child Support Enforcement
Code C - IV-E Eligibility Determination
Code D - Training
Code E - Court Related Activity .
Code F - Case Management and Administration of Placement
Prevention Services
Code G - Targeted Case Management -
Foster Care/Adoption Support
Code H - Administration of Adoption Support Programs
Code I - Therapeutic Counseling and Treatment
Code J - Investigation of Reports of Abuse and Neglect
Code K - Other Service Activity
Code L - Non-program Related Activity

Approach to Cateqorizing the RMTS Activities

When an RMTS observation is requested, DCFS social workers report to the
data compiler the activity code which best describes their activities at
the moment of the contact.

If the activity is not specific to a child, choose from Codes A, D, H, K
or L; if the activity is specific to a child choose from Codes B, C, E,
F, G, I, J on the definitions for the codes and child’s status. )

Random Moment Time Study Definitions

Code A. - Substitute Care Related Activity

The worker uses this code when engaged in the general administration of
the department’s full spectrum of out of home care program. This
category covers those activities that are not child specific.

Examples include:
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1. Public information about foster care,‘recéiving care and other
placement programs.
2. Recruitment, training, completing a home study, and licensing of
foster care receiving homes.
3. Planning and paperwork contributing to the above activities.
4, Travel associated with the above activities.

DCFS

Code B. - Child Support Enforcement

The worker uses code B when the activity is related to gaining or
collecting support from parents of children in foster care. This
includes assistance or collateral or written contacts with the Office of
Support Enforcement. Included are any actions directed toward gathering
financial data from clients for support purposes.

Code C. - IV-E Eligibility Determination

The worker uses code C when performing an activity contributing to the
determination of a child’s eligibility for the Title IV-E Foster Care or
Title IV-E Adoption Support funds. The following are examples of
Eligibility Determination activities:

1. Collecting information from family or others which is used in the
determination, e.g., income, parental whereabouts, resources,
social security numbers, birth certificates, family living

arrangements.
2. Verifying the information above.
3. Filling out and processing eligibility forms.

4, Querying systems, records, and contacts with financial and other
staff to determine AFDC status.

5. Redetermining Title IV-E eligibility.

6. Preparing for and participating in all fair hearings and appeals
related to IV-E eligibility.

Code D. - Training

The worker uses code D when:

1. Engaged in (or preparing for) training, either as a trainer of
other department staff, or as a trainee; and

2. The training subject is the development of skills utilized in the
department’s FRS, CWS, CPS, Day Care, or Adoption programs.
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This includes the: Child Welfare Training-Academy, HRD training programs,
conferences and training in unit meetings provided by supervisors or
State: Office Program Managers.

Code E. - Court Related Activity for Placement

The worker uses code E when engaged in any court activity related to
placement, including preparing for or participating im a judicial.
proceeding. Examples of activities fitting this code. are:

1. Preparing a report for court recommending child for- placement or
removal ..
2. Preparing a petition or making the determination to file &

petition seeking custody of a child.

3. A court appearance where the department seeks placement ofiw
child, or the foster care status of a child is reviewed.

4, Documenting for the court that the department has made a
reasonable effort to prevent placement. :

‘5. Working with the Assistant Attorney General (AAG) or prosecutor in
preparing a case for court.

6. Documenting for the court that continuation in the home is
contrary to the welfare of a child.

7. Travel associated with the above activities.

Code F. - Case Management and Administration of Placement Prevention
Services '

The worker uses code F when engaged in case management or administrative
activities directed toward preventing the placement of children in
foster care. A child is considered a placement prevention case if:

1. The primary CPS, FRS or CWS case plan recording indicates that
without services a child is a candidate for an out of home
placement, or

2. A CPS referral has been received regarding the child, or

3. For FRS services, the case plan states that FRS Phase 2
counseling, homebuilders, or other services are authorized to
prevent an out-of-home placement, or

4. A petition or court order is obtained indicating a need for
placement, or

5. A chiﬁd is-in the first six months peribd following the child’s

return home from substitute care and the department seeks to
prevent a return to placement.
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The worker uses this code even if the activity is not related to a
specific child but is primarily supportive of the department’s
prevention service programs.

Examples of Case Management and Administration of Placement Prevention
Services are:

1. Case plan development.

2. Contacts and communications with parents, children, and service
providers regarding the status of the case, the child or family
needs, and progress in meeting case plans and goals.

3. Referral to other services for placement prevention.

4. Arranging for the provision of preventive services.

5. Completing Risk Assessment Summary Forms -for children remaining in
their own homes.

6. Post placement follow-up activities within the first six months,
or longer, with supervisory approval, of the child’s return home.

7. Case conferences.

8. Routine supervisory contacts and consultations.

9. Public information for protecting children via placement

prevention services.
10. Planning and paperwork contributing to the above activities.
11.  Travel associated with the above activities.

Code G. - Targeted Case Management - Foster Care/Adoption Support

The worker uses code G when engaged in activities aimed at assisting
children in substitute care or receiving adoption support and their

caretakers or families to develop and follow through with case plans

designed to enable a child and caretakers/family to utilize medical,

educational and social services necessary for maintaining the child’s
physical, psychological and developmental health.

Examples of Targeted Case Management:

1. Developing, monitoring, and updating of the case plan, including

maintaining the case file and completing Risk Assessment Summary
Forms for children in placement.

2. Case conferences related to planning for the provision of services

necessary for maximizing a child’s health and development.
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3. Contacts and communications with parents, .children and serviice
providers about the status of a case, child ior family’s needs, :and
progress in meeting the case plan and goals.

4. Referral and/or arrangements made. for medical/health :services or
evaluations. This includes mental health senvices.

5. Liaison with medical providers, including mental :health providers.

6. ‘Development of health plans.

7. Assistance in implementing health regimens.
8. Personal care assessments.
9. Case and administrative reviews. (These include :a ireview ©of a

child’s medical history.)

10.  Gathering medical and educational data during the process iof
freeing a child for adoption for the purpose of providing .adoptive
parents with a record so that continuity of a .child’s ihealth jplan
can .be sustained. .

11.  Completion of adoption support annual reviews. i(These include a
review of a child’s medical needs for the purpose of future
planning.)

12. Planning and paperwork contributing to the above activities.

13. Travel associated with the above activities.

Code H. - Administration of Adoption Support Program
(For State Office Staff Use Only) ,

The worker use this code when engaged in activities related to the
administration of the department’s Adoption Support Program other ithan

targeted case management services provided by DCFS staff to «children .and
their adoptive families who are recipients of adoption support.

Examples of Code H are:

1. Designing training regarding adoption support program for social
workers in the field.

2.' Interpreting and/or re-writing manuals, WACs, RCwsiand‘fédenaﬂ
_regulations relating to adoption program. i

3. Providing public information about adobtion prdgram,

DCFS

4. Providing adoption program education for Tegislature.
5. Serving on adoption related committees, task forces, .etc.
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6. Budget planning.

7. Planning and paperwork contributing to the above activities.

8. Travel associated with the above activitiés.

Code 1. - Therapeutic Counseling and Treatment

The worker uses code I when providing treatment and counseling in order
to ameliorate or remedy personal problems, behaviors, or home
conditions.

Code J. - Investigation of Abuse and Neqlect Reports

The worker uses code J when receiving or investigating a report of abuse
or neglect. This includes public information related to CPS reporting
and investigations.

When using this code, the worker should be careful to differentiate this
activity from activities which are more appropriate under codes E or F.

Code K. - Other Service Activity

The worker uses code K when engaged in a program or service activity not
fitting any of the codes above. Examples are FRS intake, day care
Ticensing, or parent participation day care activities, adoption home
studies, preparation for adoption orientations, etc.

ode L. - Non-program Related Actjvit
The worker uses code L when the worker is:

1. On a job rotation to some other unit.

2. At lunch or on break.

3. On any type of leave or not scheduled to work that day.

4. Or when performing work unrelated to a specific department service
program. Example activities are:
a. Reviewing office procedures,
b. Performance appraisal/employee evaluation participation, and
c. Attending a training course on stress management .
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‘CONTACT LOG

DIVISION OF CHILDREN AND FAMILY :SERVICES
DEPARTMENT OF SOCIAL AND HEALTH SERVICES

CONTACT LOG .
SECTION I: A Sample Time:
v B. Sample Date:
C. Position Number:
D. Worker Name:
E. Worker Phone:
F. Coordinator Name:
G.  Coordinator Phone: FAX:
SECTION Hi: A Worker status at moment of sample (check one box only).
1. On the job o
2 On work break D
3 On leave 0
4 On job rotation 8]
' 8. Position vacart 0
Note: If you checked a box other than *On the Job" skip the following sections, enter your
name at the bottom of this page and retum to the RMTS Coordinator.
SECTION 1li: A if worker status is *On the job* from Section Il compiste this section. Use RMTS
definitions to determine activity code best describing activity.
Activity Code:
From RMTS Activity Code Summary Sheet
SECTION (V: if working on a specific case (Activity Codes B, C, E, F, G, |, J) complste this section.
Case Number:
Case Name:

SSPS Payment Code (primary):

Explain Activity:

Completed by:
(initials)

FOR STATE OFFICE USE ONLY
COMPLETED BY TELEPHONE CONTACT ___ COMPLETED BY FAX:
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02.16 SOCIAL SERVICE MONITORING AND VALIDATION SYSTEM

A.

DCFS

DCFS supervisors monitor services and expenditures authorized by their
staff. The Social Service Reading Schedule, DSHS 15-164(X), is used to
document:

1. Mandated services are authorized, provided, and closed in a timely
manner.

2. An adequate needs assessment is made.

Department policies and procedures are followed.
Eligibility and funding sources are corréct]y determined.
Appropriate permanency planning is done.

Case documentation is completed.

~ (=] (3, ] L) w
. . . . .

Correct output and management information can be created from the
services authorized.

The supervisor reads a minimum of three records per month per service
worker. Records are selected in a manner ensuring an unbiased cross
section is reviewed over a period of a few months.

Supervisors retain copies of all completed reading schedules for a
minimum of six months for use in preparing service worker performance

appraisals. Schedules are stored in a manner assuring the privacy of
the service worker.

See [Chapter 99] for instructions in form completion.

DCFS program managers monitor statewide programs. The eligibility of
social S/Rs is validated. In addition to an eligibility validation
process, the social service program managers review a random sampling of
service records, assessing quality of narrative recording and
completeness of service records (e.g., required forms).

SO staff on a state office designed schedule determine compliance with
statewide program standards, policies, and procedures by reading a
random sample of social service records in each DCFS office.

OCFS program managers identify: service delivery system problems
requiring corrective actions; staff training needs; and operating
manuals needing revisions.
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02.17 PAYMENT. OF FEES FOR VITAL STATISTICS
A. When #t is necessary to pay advance fees to vital stawistiCS'agencieszihg
other states for records of birth, death, marriage, etc., the service
worker: o '
1. Verifies the amount of fee required for the information; needed: and
obtains the address of the state vital statistics agency. The
Disbursements Section of the Office of Accounting Services has a
catalog of state vital statistic agencies in the event the. address.
or fee amount are unknown.
2. Prepares a letter in duplicate to the agency for the designee’s
signature indicating: : '
a. The type of record/information requested. ¥
b.  The name and case number (if applicable) of the party for
whom the record is requested. ' |
_ , |
C. The DCFS (or CSO) address to which the record is mailed. §
B. The DCFS supervisor/designee signs and forwards both copies of the
letter, along with a memorandum requesting a check be issued for the
appropriate fee, to:
Department of Social and Health Services
Supervisor, Disbursements Section
Attn: Administrative Revolving Fund
MS 0B-248B
Olympia, Washington 98504
C. Disbursements staff:
1. Issues a check on the DSHS Administrative Revolving Fund and mails
it with the requesting letter to the vital statistics agency
indicated. )
2. Returns the copy of Tetter to the originator notifying them the
request has been forwarded to the vital statistics agency.
02.19 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS ‘ '
A. Affidavit of Lost or Destroyed Warrant, DSHS 09-013(X), is the proper
form for requesting replacement of a vendor warrant. The top half of
this form is completed in duplicate. When completed, signed by the
vendor, and notarized, the original of the Affidavit is returned to
Disbursements. See [Manual E, Chapter 31].
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02.99 REQUIRED FORMS

See [Chapter 99], General Forms, for instructions on these forms:

L

The copy of the affidavit is kept in the social service record attached
to the copy of the original payment authorization document (DSHS
14-154/159).

The Disbursements Office staff checks with the State Treasurer’s Office
finding if the warrant is outstanding. The replacement process takes
from one to two months. If staff finds that the warrant has been
cashed, then investigation is necessary before reissuing a warrant.
DCFS offices are not authorized to initiate another voucher. DCFS
offices ensure only the proper affidavit is completed and submitted to
disbursements.

This procedure applies to all vendor payments, including foster home

vouchers, day care vouchers, and special one-time payments for "L"
program chore services, administrative payments, etc.

Service Episode Record, DSHS 02-305(X)

DCFS - Random Moment Time Sample Observation form, DSHS 04-315
DCFS - Random Moment Time Study Follow-up form, DSHS 04-315A
Social Services Reading Schedule, DSHS 14-164(X)
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02.00 INTRODUCTION

This chapter describes the framework within which the Division of Family and
Children Services (DCFS) delivers social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures, and
“paper. The system organizes the operations and resources (people, paper,

etc.) in about the same way across the state so that clients and workers know
what to expect from one DCFS office to another. -

Standardization of policy and procedures permits equal treatment regardless of
geographical location and permits a fairer method of measuring workloads and
performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY

A. Social services delivered by DCFS is goal-oriented, time-limited and
' with specifically defined outcomes. Both staff and clients are .
knowledgeable of the goals and objectives of the service(s) provided.
Unmet goals and objectives which are not achieved or only partially
achieved are acknowledged. ' ,

B. Services are provided in response to identified need and within
department priorities. Services are provided directly by the department
or by purchase from the private sector. Al1 appropriate methods of
service delivery are utilized. The emphasis is on methods enabling the
client to manage their situation with appropriate independence and with
the least restrictive alternatives available. Services provided are
coordinated with co-existing community agencies and systems, such as
crisis clinics, schools, and health care organizations.

C. = The department maintains the capac{ty to respond on a 24-hour basis to
requests for short-term crisis intervention services and protective
services. ~

02.02 DCFS OFFICE ORGANIZATION

A A A R A A

A. A1l social service workers are responsible for determining eligibility,
authorizing needed services and developing and implementing the Service
Plan for cases assigned to them. Implementing the plan may include any
combination of: '

1. Direct provision of service;

2. Arranging for purchased services;
- 3. Referral to, or collaboration with, peers in other service units;
and
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4, Referral to, or collaboration with, non-DCFS service providers/
' community agencies. .

Service workers authorize and provide or arrange for:

1. Child Protective Services (CPS) Chapter 26
Family Reconci]iation Services (FRS) ' Chapter 24
Juvenile Court Process \ | Chapter 23

. Interstate Compact Placement Services Chapter 30
Day Care Services for:children Chapter 28

6. Child Foster Family Services ~ Chapter 32

7. Private Agency/Child Group Care Services - Chapter 34

8. Crisis Residential Center (CRC) | Chapter 31

9. Adoption‘Services 1 Chapter 36

10.  Health Support Services - ' Chapter 48

11.  Information and Referral Services (I & R) Chapter 20

12. Volunteer Services ' Chapter 62

After assessing the qualifications of staff and the complexity and

volume of service requests, the DCFS social service supervisor or their ,
superiors may designate specialists or a specialized unit. Functional
specialists may be designated based upon the nature and volume of the

'service or the special expertise of the individual worker (e.q.,

intake/assessment specialist). However, the need to adopt this
alternative must be carefully assessed because the goal is for clients
to see as few workers as possible.

For example, after the investigation phase, CPS workers should be able
to authorize, provide, or arrange for gther services (e.g., day care)
which stabilizes or strengthens the family while the children are still
at home. Designating intake specialists guarantees that some clients
are contacted by a second (continuing) service worker. The goal is to
reduce intra-DCFS case transfers and reduce fragmentation in service
delivery to families.

The expectation that service workers authorize, provide, or arrange for

multiple services does not ignore the fact that there are different
levels of work assigned. '
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Supervisors must take the time to make. appropriate worker to client
assignments based on their Judgment of the difficulty of the case and of
the capabilities of the service workers in their unit.

Service workers vary in skill and experience and are not
interchangeable. Therefore, the random assignment of workload based on
rotating intake worker can result in inequitable workload distribution,
frustrated clients (shuttled among DCFS staff), and unachieved
objectives. 4

02.03 RECEPTION/INTAKE AND ASSESSMENT
Initial Contact/Reception

A.

B.

DCFS

1.

A client may come into contact with the agency through a variety
of means. The staff worker having the initial contact is
responsible for ensuring the client is referred to, and the
referral acknowledged by, the appropriate service unit. The DCFS
office supervisor ensures social service staff and clerical
workers are advised of spec1f1c procedures for referral to the
appropriate social service unit.

Generally, the reception functions are performed by clerical
staff. The receptionist identifies the category of service
requested and immediately refers the person to the appropriate
service unit. Clients who are obviously in a state of crisis or
who request emergency services are seen by a social service worker
as soon as possible. A1l social service workers are responsible
for providing information and referral services. S

The intent of the service delivery model is to move the client
through each step of the process as smoothly as possible. The
client contacts as few staff workers as possible.

Intake and Assessment

1.

A1l social service workers determine service eligibility, needs
assessment and information and referral functions. If the client
is not e11g1b]e or if the services requested are not available,
the service worker refers the client to other agency or commun1ty
resources.

For program eligibility/intake and assessment procedures, see the
specific program/service chapters. :
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3. Based on the size of the office and the volume of urgent service
requests, the DCFS office supervisor may decide to designate
individual workers as intake specialists. These individuals do
not carry ongoing service caseloads but may provide short-term -
crisis intervention services. The need for quick response is
weighed against the effect (on clients) of transferring cases to
other workers for ongoing services. Avoid the latter when
practical.

4. Intake/assessment specialists or others performing this function
are prepared to:

a. Take complaints on alleged abuse, neglect, or exploitation
of individuals;

b. Screen referrals for out-of-home placement determining if
they are appropriate for action;

c. Arrange for emergency out-of-home placements as appropriate;
d. Provide short-term crisis intervention, FRS, or CPS.

5. Rotating the intake and assessment assignment among all service
- workers in a section (excluding trainees) does not and should not
dictate random assignment of workers to clients. Social service
supervisors shall evaluate the facts and assign workers to clients
based on the workers’ skills and experience as well as workload.

02.04 CASE ASSIGNMENT

A.

DCFS

The receptionist refers clients to the section/unit serving the target
population to which the client belongs or to the intake/assessment
specialist. Refer obvious CPS investigations and requests for ongoing
or long-term services directly from reception to the appropriate service
unit.

Supervisors assign service workers to clients by the appropriate
differential use of staff.

The same service worker performs intake, service planning, and service
delivery activities for a primary recipient whenever possible. If more
than one service worker is involved, one service worker is assigned
primary responsibility for case management.

Whenever possible, assign clients returning for additional services to
their original service worker. Exceptions to this policy include:

1. Referrals for protective services;
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E.

Clients no longer in the target population served by the initial
service worker;

Client/worker requests and their supervisor agrees to a change
based on a personality conflict; or

The service worker’s workload is too large to permit én'adequate
and timely.service response.

Requesting Existing/New Social Service Records

1.

The social service worker requests a new or any existing social
service record and file clearance by completing DSHS 02-128(X),
Application, Registration and Control, and routes it to Master
File or the des1gnated clerical staff. Requests specify names and
birth dates. .

If Master File (clerical staff) responds that no service record ,'t
exists, the worker obtains a case number and a file folder
(record) is established (see [Section 02.12]).

02.05 SOCIAL SERVICE PLANNING

A.

-DCFS

No service (other than I&R) is provided without the deve]opmeht of a
~ Service Plan. The service worker ass1gned to the case has the full
respons1b111ty for all parts of the service plan which are:

1.

Assessment of Need

The service worker assures that the client’s service needs are
c]early stated and are understood by both. the client and the
service worker.

Availability of Services

The service worker determines if agency services are available to
meet the client’s need. If agency services are not available, the
service worker offers to refer the client to an agency, community,
or volunteer resource. The client may accept or reject the offer
of referral. For cases where a social service record already
exists, the nonavailability of services is documented .on DSHS
02-305(X), Service Episode Record.

Plan of Action
a. Problems as.perceived by the client are explored and .
clarified in the initial interview. Then the client and the

service worker mutually develop a plan of action--who will.
do what and when.
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02.06

b. The plan includes specific objectives and describes the
steps taken to alleviate the problem or meet the need
identified.

c. The client and service worker must arrive at some agreement

about the frequency of their contact and the duration of the
service(s). (See the following service chapters for
specific program procedures and expectations.)

Service plans are developed within the time frames outlined in the
service chapter. Workers develop mandatory service plans (CPS, etc.)
with the knowledge of the clients. Record the service plan on DSHS
02-305(X), Service Episode Record (SER).

A service episode is defined as the time-limited delivery of a variable
number of services achieving a stated goal or outcome. A service plan
is developed with certain tasks to be completed (by the client and the
worker) within that given time frame. This planned time limited service
episode is recorded on the SER.

Where there is a major change from the stated goals of the service plan,
worker enters a new service episode and new narrative recording.

Changes in the time allowed to complete tasks or changes in the number
of tasks to be completed (as long as the goal doesn’t change) do not
constitute a new service episode. :

The worker develops a new service plan at any point in a service
episode. In all instances, the current plan is evaluated and a
disposition of the previously planned action recorded on the DSHS SER.

The worker renews the service plan according to specific eligibility and
program requirements noted in the program or service [Chapters 06-99].
The SER includes other information required by programs or services.
Narrative recording requirements are described in [Section 02.11] and in
the instructions to the SER described in [Chapter 99] General Forms.

CONTINUING SOCIAL SERVICES

DCFS

Continuing social services are defined as all social services delivered
by DCFS staff which are not emergent or short-term crisis intervention
services. Generally, continuing ongoing or long-term services are those
requiring more than three work days to complete.

Delivered services comply with program standards and procedures

indicated in each of the program/service chapters. (See [Chapters 05
through 62].)
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02.07

02.07 CASE CONSULTATION

A.

o

In order to avoid the.fransfer of active cases within DCFS offices,

service workers may consult with one another about difficult or

unfamiliar functions. For example, if a service need arises which is

not usually part of the assigned service worker’s functions, the service

worker may discuss the service need and appropriate action with service
workers who frequently provide that service.

After such consultation, the assigned service worker decides to provide
the service, request supervisory approval to transfer the case, or

request the continued assistance of the consulting service worker.

During the consultation process, the assigned service worker maintains
all direct contact with the c]ient., Case consultation does not replace

supervision. Case consultation is a process for utilizing peer

expert1se and shall be used as needed and with the know]edge of . the

supervisor.

DCFS staff may also reach an agreement to consult with noh DCFS DSHS
service workers in their community such as Developmental Disabilities, -

Vocational Rehabilijtation, and Juven11e Parole service staff.

02.08 DENIAL/REDUCTION/TERMINATION OF SERVICE

A.

B.

DCFS

Denial

1. Social services are not provided to persons who do not meet

applicable program eligibility criteria. These criteria are

described in each program chapter.

2. Service workers make social service eligibility determinations
based on situational or behavioral criteria by completing the

Social Services Intake, DSHS 04-114(X); and the DSHS Fam11y
Sheet, DSHS 14-024(X). The program eligibility cr1ter1a is
descr1bed in each service chapter. .

Reduction/Termination

Face

1. Once the client and the service worker have mutually developed a-
time-Timited service plan, the service worker attempts to keep

within that time frame. Time frames and response standards
described in each service chapter.

are

2. The amount of service purChased.or provided to a client by the

department may be reduced or terminated:

a. At the client’s request (nonmandatory services).

b. When the service worker determines that a 1eve1 of serv1ce 4

is no longer necessary or appropr1ate
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02.09

A.

DCFS -

c. When needed and authorized services are reduced or
. terminated because of program funding cutbacks.

3. Whenever possible, the service worker terminates services through
mutual negotiation with the client in an exit interview. The
service plan is evaluated with the client. Skill in conducting
the termination process is critical as it may seriously impact the
stability of goal or objective attainment.

4, The service worker enters on the SER the appropriate narrative
recording to evaluate the service plan and indicate case
disposition at the earliest possible time after contacting the
client. The service worker will also complete the Change of

Service Authorization, DSHS 14-159, within two working days of thé

termination contact. Timeliness in completing this form is
particularly important when a payment is involved. '

-5, The service worker reviews the service record for completeness

when all authorized services are terminated (including court data,
the SER and other required service forms). The service worker
sends it to their supervisor for review or to closed files clerk
per DCFS area office policy.

IR HEARING PROCESS

Applicants or recipients (A/Rs) of social services have a right to
appeal any action to deny, reduce, suspend or terminate social services
and may request a fair hearing. A/Rs may also request a fair hearing if
the A/R feels the department failed to act upon a request for service
within 30 days. Requests for a fair hearing are made in writing within
90 days of the notification of decision by the department to deny,
reduce, suspend or terminate services. (See [RCW 74.08.070 and WACs
388-08-002 and 388-15-030].)

A comparable right is also established in [RCW 74.15.130] for any

legally defined child welfare agency including a foster home or day care

home which believes its application for license was improperly denied,
suspended, or revoked or not renewed by the department.

The appellant in a fair hearing has the opportunity to present a
grievance or case to the fair hearing examiner or seek the aid of others
such as legal counsel. Departmental staff shall not represent
appellants.

A fair hearing request may be withdrawn by the appellant at any time
prior to the date of the fair hearing.
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DCFS

When an A/R expresses dissatisfaction with an action or decision of the
department, the service worker will:

1. Explain the reasons for the -action or decision in question,
including the facts upon which the decision is based.

2. Explain the criteria for initiating the fair hearing process.
3. Inform A/Rs of thei} right to have counsel at a hearing.

4. Not coerce clients into applying for or withdrawing hearihg
requests.

The service worker determines whether the client’s expressed :
dissatisfaction is intended to be a request for a fair hearing. If the
client does request a fair hearing, the service worker advises the '
client to put the request in writing and submit it to the Office of
Hearings, DSHS, P.0. Box 2465, Olympia, WA 98504, as soon as possible-
but within 90 days. :

If the client makes a verbal request for a fair hearing but does not
provide a written appeal at that time, the service worker notes in the
service record the date, the issue, and the client’s expressed intent.
The service worker also notifies the DCFS fair hearing coordinator of -

“the client’s name, case number, and date of verbal request.

If the service worker receives a written request for a fair hearing, the

worker notes the date of the request in the SER and immediately forwards

the written request to the fair hearing coordinator or designee.

If thé client decides not to request a fair hearing, the service worker -

notes the date in the SER, the topic of discussion, that the fair

hearing process has been explained, -and the client’s decision.

The DCFS office field fair hearing coordinator or designee will:

1. Present the DCFS case to the fair hearing examiner.

2. Be the contact person between the Office of Hearings and the DCFS.

3. Have overall responsibility and authority in reviewing the DCFS
case, including but not limited to: contacting workers involved
and/or their supervisor(s), notifying the DCFS witnesses who are
to be present at the hearing, reviewing what documents need to be
available to present the department’s case, etc. '

4. Provide instructions regarding fair hearing procedure.

5. Determine if the attendance of an Attorney General is needed.
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DCFS

6. Notify the DCFS administrative secretary which supervisory unit
does the fair hearing report and also when hearings are withdrawn
and/or rescheduled.

7. Prepare the Fair Hearing Report, DSHS 09-354(X), upon receipt of
the fair hearing request and route a copy to the service worker.
The service worker files the copy in the service record. (See
[Chapter 99], General Forms, for a copy of this form and
instructions.)

0 SERVICE RECORDS
Purpose of Service Records

The purpose of social service records is to record essential information
concerning each individual for whom services are requested or provided
to document eligibility, to document progress toward service plan objec-
tives and to provide accountability for federal and state fund
expenditures (see [WAC 388-73-054]).

Service Documentation

Service workers maintain social service records for each person/family
receiving social services. Records provide the basic documentation for
federal and state audits of services provided and funds spent [RCW
74.04.060]. State law requires records to be kept for services to
children (see [RCW 13.34.120, 13.50.010, 26.32.200, 26.36.20 and
74.13.133] and adults [RCW 74.08.545]). Adequate records must also be
maintained on licensed or approved vendors (providers) and for persons
Yho apply §nd are subsequently denied licensure or approval for service
RCW 74.15].

Service workers use social service records as tools to provide readily
accessible information on the results achieved through the provision of
services and document activities for court reports and social summaries.

Except for brief information and referral contacts or other social
services of less than 30 minutes, the service worker opens a record and
completes the appropriate paperwork for each individual/family who
applies for and receives social services. Maintain records on all
persons or providers licensed or approved by the department. Persons or
agencies from whom the department purchases services must also maintain
service records on service recipients (see [RCW 74.13.133]).

Service Record Required Contents

1. DCFS requires the service worker to document basic information in
a service record on the:

a. Service Episode Record, DSHS 02-305(X) (Narrative
recording); .

-12 - o Rev. 40 - 08/93





"~ CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM : | 02.10 (cont.)

b.  Social Service Intake, DSHS 04-114(X);
c. Family Face Sheet, DSHS 14-024(X);

- d. Social Services Authorization, DSHS 14-154(X) (service,

objectives, payment rates, client data);

e. Change of Service Authorization, DSHS 14-159 (turnaround '

document);

f. Referral to Financial Services for Child in Placement, DSHS

14-226(X); and |
g.  Child Placement and Legal History, DSHS 15-192(X).

Instructions for the completion and use of these forms are’
detailed in the [Social Service Payment System Manual], and

[Chapter 99] General Forms.

The record contains proof that the person was eligible and that
eligibility was determined. A copy of DSHS 04-114(X) or DSHS 14-
024(X) provides documentation. : .

The record indicates which services are provided and if services
are agency provided (direct service) or vendor provided (purchased
service). Enter this information on the DSHS 14-154(X)/159 by use
of the appropriate service codes. (See [Social Service Payment
System Manual, Appendix C.])

The record contains an service p]aﬁ. Document service plans and
objectives on the DSHS 14-154(X), which has service and objective
codes,.and the DSHS 15-209, ISP.

02.11 NARRATIVE RECORDINGS

A.

DCFS

It is important that entries on the SER be legible. Use appropriate
headings and address all of the following components:

1.

Identified Prob]em(s) (IP)

A clear statement of the problem or identified needs.

Narrative (NARR}

Information adequate for probab]é future uses of the record
include: .
(a) Dates of client contact;

(b) A brief description of specific events and observable acts
which have importance; .
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DCFS

‘(c) Additions or changes to the plan;

{(d) Names and addresses of referrals and others involved in
"~ providing services; and

(e) Any supporting data needed for court activity.

When more than one worker provides services to the same
individual/family, both workers enter a recording or coordinate a
summary.

Evaluation (EVAL)

An evaluation of the service plan with a statement of the outcome.
This statement relates back to the identified problem and
indicates whether the objectives of the service are achieved. The
summary indicates what factors influence the outcome of the
service plan and summarize major events in the course of service
delivery. Make it brief, about one page or less.

Disposition (DISP)

A statement of action and future plans, i.e., whether the case is
to be closed completely or continued for the same or different
services with a notation of why this is the plan for the client.

Narrative Recording - Completeness and Accuracy

1.

Most narrative recording is done on the SER; however, other
required service recording or data forms and samples are shown in
[Chapter 99] Forms. | o

Records contain‘statemenfs of fact. Service workers make
nonjudgmental entries. If wishing to record opinions or personal
inferences, label them clearly as opinion or judgment of the
situation.

Brief phrases describing key points ére used whenever possible.

The worker responsible for providing a service writes the needed
record narrative. Supervisors assure necessary recording is
completed including accurate completion of the DSHS 14-154(X) and
14-159 SSPS forms. :

The length and completeness of the narrative depends on the type
of service and probable future need for the record. Protective
and substitute care services require extensive recording to allow
preparation of reports to Juvenile Court (see [Chapter 23]). For
details about what program or service information (in addition to
that described above) is recorded in the service record, refer to
the service.chapters [Chapters 05-40].
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C.

02.12

Recording Requirements for Service Contractors (Purchased Services)

1. A11 social service contractors maintain records on each person
served. Providers having contracts authorizing their staff to
make eligibility determinations maintain records substantiating
that eligibility decision.

2. Contractor records contain an entry for each service given,
1nd1cat1ng how the service relates to the goals and objectives
stated in the contract. :

3. Contractor records must contain copies of the quarterly progress
reports prepared by the contractor and sent to the DCFS office, .
depending on where the contract was negotiated

4. Contractor maintains and stores records in a profe531ona1 manner
meeting all requirements of DCFS service records.

5. Child-placing agencies maintain adoption records with the
safeguards required for DCFS adoption records (see [Section
02.14]).

6. For additional provider requ1red documents'or'1nformat1on, see the
appropriate service chapter (e.g., [Chapter 34], Private Agency/
Child Group Care).

.12 SERVICE RECORD MAKE-UP.AND MANAGEMENT

DCFS

A consistent format for the make- -up of service records is essent1a1
because the record is:

1. A tool for the service worker to use during service delivery.

2. . The official documentation of all actions related to the client."
3. Subject to being subpoenaed into court.

Clerical staff builds the original service record, and assigns a case
number. - DCFS office procedures for building, f111ng, storing, securing,
and transferring social service records are consistent with Manual E and
the following guidelines. ‘

A1l nonactive service records are maintained in a central file location -

under clerical control (see [Manual E]). Active service records may be

located with the assigned service worker.
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DCFS

Once a service record is made up, the service worker assigned to the
case maintains the contents in the manner described below. When a
service record is ready for closure, the service worker reviews for both
completeness of information and conformity to the sequence described in
the next paragraph. (See [Chapters 36 and 38] for instructions on
closing adoption records.)

The service record contains four separate sections placed in a folder
(but not attached to it) in the following order:

1.

Section 1. Narrative Recording Sectjon: This section contains

the current Social Service Application - Family Face Sheet, DSHS
04-114 or 14-024, and the Service Episode Record, DSHS 02-305(X).
The Social Service Application and SERs are placed in this section
in chronological order with the most current social service
application or Family Face Sheet on top. Slide fasteners are
inserted from front to back.

Section 2. Service Authorization/Payment Section: This section

contains all forms documenting eligibility or authorizing or
awarding services and service invoices. The Social Services ,
Authorization, DSHS 14-154(X); Change of Service Authorization,
DSHS 14-159; and Notice of Funding Category for Placement, DSHS
02-501, is placed in chronological order with the most current at
the front. Place the most recent DSHS 02-501 at the front or it
may be stapled to the inside left cover of the record. The most
current DSHS 14-159 should be left loose and not stapled. Insert
slide fasteners from back to front. '

Section 3. Document Section. This section contains all medical
reports, program specific forms, other documents and
correspondence. Place in chronological order with the most
current at the front. Insert fasteners from back to front.
Section 4. Permanency Planning: Case files that. have/have had
services from DCFS from September 1985 have a fourth section which
contains: :

a. Child Placement and Legal History Sheet, DSHS 15-192(X).
File this sheet at the front of the section.

b. Legal/court documents (petitions/orders) relative to
Jjuvenile custody matters.

c. Reports to the court for hearings.
d.  Voluntary Consent to Place, DSHS 09-004.

e. Periodic Review Report/ISP, DSHS 15-209s, relevant to
placement interventions.

f. Administrative Review conclusions report.
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DCFS

- g. Other case review recommendations such as LICWAC, Adoption
Planning, etc., constituting a review of permanent planning
activity. .

Place court orders in chronological order with the most current at

the front. Place the most recent court order at the front
Insert slide fasteners from back to front.

The service worker determines the need for a Volume II service record.

1. The service worker requests in writing on the Record Transfer
Notice, DSHS 01-001(X), that a Volume II folder be created.

2. The clerical support person places all documents and forms that

are more than one year old (except the most recent court order) in

the Volume I service record in their original chronological order.
The service worker requests exceptions to the one-year time frame
of the DCFS office 'supervisor or his designee in writing.

3. Unless it is being used, The service worker keeps the Vo]dme I
service record in the central file. If Volume II is filled again,

the purge process must be repeated, moving material older than one

-year into Volume I or create Volume III.

Send any requests for combining or separating service records to the
clerical support person for action. The file clerk or other designated
clerical support maintains the central file location (see [Manual E]).

No one, ' other than these designated persons, are permitted to remove or

replace records from central files.

Purge all nonadoption social service records (all vo]umes) which have
been closed (i.e., no service authorizations open) for a minimum of one
year and which have no active financial service record (also closed for
one year) from central files and transfer to Records Reference Center,
Mailstop N 43-2, in Kent.

The Records Reference Center retains closed records for three (3) years.
After being closed for a total of four (4) years, and due notice to the
DCFS office, the closed (inactive) service records are destroyed.

Closed adoptive records are sent directly to SO adoptions staff who
forward them to State Archives (see [Chapter 36]).

For procedures and forms requ1red to prepare, submit or retrieve records

from the Records Reference Center, see the [DSHS Records Management

‘Procedures Manual] (3/83).
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02.13 PRIVACY, SECURITY AND ACCURACY OF SOCIAL SERVICE RECORDS

A.

DCFS

Information in a social service record is confidential. In general,
confidential information is not released outside the department without
the knowledge and written consent of the client or guardian. In
instances where the department has an obligation to report or release
data, the client or guardian is advised of this requirement.

By law (Freedom of Information Act) clients with proper identification
have the right to look at their records if they request to do so. They
may also challenge the accuracy, completeness or relevance of
statements. Therefore, it is important to record factual statements and
to label opinion or hearsay if it is written in the service record.

- Sources of CPS complaints remain anonymous and their names are purged

from the record prior to the client’s review.

Information in social service records must be complete and accurate and
can be shared only with authorized representatives of public or private
agencies having a legitimate need to be informed concerning clients whom
they are actively serving.

Records are available to DCFS staff members having an assigned respon-
sibility for the client or DSHS SO or DCFS staff who are engaged in
officially sanctioned and authorized research or program monitoring.

A1l material presented at a fair hearing is open to the examination of
the client and his/her representatives, even though such material would
ordinarily be considered confidential (see [WAC 388-08 and 388-09]).

Sharing Information Outside the'Agency '

1. For policy, forms and procedures used for release of records, see
the [DSHS Records Management Manual] (3/83) and [WAC 388-320].
The DSHS Records Manager is Troyce Warner, Office of '
Administrative Regulations, 0B-33H, Olympia, WA 98504.

2. The worker completes the following forms when processing requests
for information or records:

a. Re?uest for Disclosure of Records, DSHS 17-041 (Revised
12/80).

b. Authorization to Disclose Personal Information, DSHS 17-063
(Revised 12/80).

c. Denial of the Disclosure of Public Records, DSHS 17-062
(Revised 12/80). -

3. Staff subpoenaed to appear in court do not take the social service
record unless it also is subpoenaed. If the record is subpoenaed,
the Assistant Attorney General assigned to that program area is
consulted in advance of the hearing (see [Chapter 23] Juvenile
Court Process and [Chapter 32] Child Foster Family Care).
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DCFS

4, No individual is permitted to make a partial or complete list of
service recipient names or addresses, or amounts paid to any
person (vendor) out of DSHS offices. Social Service Payment
System reports (including DSHS 14-154s and 159s) are considered
confidential.

Adoption Records

The records of a child in preadoption placement or for whom adoption
preparations are being made, are confidential and not available for
dissemination. Before the Adoption Petition is filed, information may
be released as from any other DSHS record. After the petition is filed,
information in the child’s record (except medical reports) may be
released only by written order of a Superior Court (see [RCW 26.32, WAC
388-70-480] and [Manual G, Chapter 36] Adoption Services). '

With respect to the service records of children and youth who are under
the jurisdiction of the court, the requirements of the Washington State
Juvenile Justice Act of 1977 [RCW 13.04] shall be followed. :

1. Under this law, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in an investigation or providing service to a
client. For example, public/private agencies providing services
to DSHS clients are privileged to information from DSHS records
and are subject to the requirements of the law.

2. Each agency providing services for DSHS clients are briefed on the
requirements of the law-and their responsibility for the security,
privacy and completeness of records. The office releasing the
information briefs the receiving agency on these requirements.

3.  No duplicate records may be made if the whole record is requested.
It should be checked out with the requirement that it be returned.
The record is reviewed in the DCFS office.

4. Supervisory personnel review service records for completeness and
accuracy before the information is released. Care and
documentation is employed in properly identifying the requestor of
the record. Birth records and/or statements by parent, guardian,
or custodian are sufficient verification of identity. The
department supplies no record which is not complete, i.e.,
contains no information on action taken to date on any incident,
even if that action is taken by another agency.

The service worker/supervisor complies with the requirements of [RCW
13.04.270 through 13.04.276 and WAC 388-70-700], regarding the
confidential sealing, accuracy, release to public, inquiry and
challenge, transfer and destruction of juvenile custody and child care
records. '
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1. A juvenile, their parents or their attorney, may make a written
- request asking the department about the existence and content of
custody or care records. The inquiry provides the name of the
‘Juvenile, the approximate date of the juvenile’s contact with the
department, the nature of the contact, the location of the
contact, and the purpose of the request.

2. The department makes written response to the inquiry within ten
working days after receipt. The department gives priority to, and
expedites processing of, inquiries involving litigation. The
department provides to the juvenile, their parents, or attorney
making the inquiry, information regarding the location, nature,
and content of any records in the department’s possession. A
juvenile, their parents, or attorney, wishing to challenge the
information contained in the department records, notifies the
department in writing. The notification provides:

a. The name of the juvenile;

b. If the records are alleged to be inaccurate, a statement of
those portions alleged to be inaccurate; and

c. If the contained possession of the record is being
challenged, a statement as to the reason why the record
should be destroyed.

3.. The department reviews the notification of challenge to the record
and responds in writing within 30 calendar days. The response
indicates the corrections which have been or will be made or
states the basis for denial of any requested corrections. If
appropriate, the department’s response also includes a statement
indicating whether the records have been destroyed or transferred
to another juvenile justice or child care agency.

4, The .juvenile, their parents, or attorney are notified that if they
dispute the department’s response, they may seek an administrative

review of the department’s decision as provided in [Chapter 34.04
RCW].

02.14 CASE TRANSFER POLICIES

A. Case Transfer.
1. Service workers make every effort to avoid transferring active

clients from one worker to another within the DCFS office.
Exceptions to this policy require supervisory approval.
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2.

3.

When a transfer is necessary, the two service workers and the
client when possible consult about the reasons for the transfer
and responsibility for the continued service planning for the
client. The service worker documents their decisions/actions in
the service record.

Appropriate reasons for transferring an active case from one
service worker to another include:

a. The client or worker requests a transfer based on a '
legitimate personality conflict.

b. An evaluation by the supervisor and the service worker that.
the service need extends beyond the knowledge or current
skill level of the assigned service worker.

c. Program guidelines require the intervention of a different
service work function such as a referral to Child Protective
Services or Family Reconciliation Service.

d. The service worker transfers out of the section, DCFS
office, or terminates emp]oyment.

Transfer Process Within DCFS Office for Active Cases‘

L

The transferring service worker makes certain that the service
record is complete and all documentation is current.

The transferring service worker discusses the case with the
receiving service worker, or if unavailable, the appropriate
service supervisor. The discussion determines which services will
be terminated, when the transfer will occur and whether a joint
conference with the client is appropriate. If there is no change
in purchased services and no change in provider, payments are not
interrupted (i.e., Authorization Not Terminated, DSHS 14-159).

See the [Social Service Payment System Manual]. "

The transferring worker completes Records Tranéfer Notice, DSHS
01-001(X), attaches it to the service record, and forwards them to
the receiving service worker.

The receiving service worker reviews the service record and the
DSHS 01-001(X) for completeness and routes the DSHS 01-001(X) to

~ clerical support/master file/central file.

The receiving service worker, within ten days, updates the current
DSHS 14-159 with the new.worker ID, authorizes any new services,
and confirms the accuracy of any transferred services.

The receiving service worker reviews the service plan with the
client and makes any required changes on the Service Episode
Record, DSHS 02-305(X).

- 21 - Rev. 40 - 08/93





CHAPTER 02 -- SOCIAL SERVICE DELIVERY-SYSTEM A 02.14 (cont.)

C. Transfer Process Between DCFS Offices (closed cases)

Requests for transfers of closed cases is handled by clerical support.
The transfer-out is made within five working days of the receipt of the
request (see [Manual EJ).

D. Transfer Process Between DCFS Offices (active cases)

1.

The request for transfer of active cases may be initiated by
either the receiving or sending office. When the request for
transfer is made, the transferring service worker reviews the

service record for completeness. A1l documentation and recording

must be current. However, the service record is not held for more
than five working days after the request is made. Additional
material is forwarded to the receiving office at a later date.

The service worker notes in the record what material will be sent
later. ‘

If the department purchases a service for this client and the
provider or payee does not change as a result of the transfer, the
transferring service worker does not terminate payment on the DSHS
14-159. See the SSPS Manual.

If the provider or payee changes, the service worker terminates
payment on the DSHS 14-159 prior to the transfer out to the new
DCFS office. (See the [SSPS Manual].) :

If the client receives no purchased services, the sending service
worker terminates all services on the DSHS 14-159 and submits it
as a regular termination. The receiving worker then submits a new
authorization to open services.

02.15 RANDOM MOMENT TIME STUDY INSTRUCTIONS
“A. Introduction

The Random Moment Time Sample (RMTS) is used to generate statistically
valid statewide estimates of various activities performed by Division of
Children and Family Services (DCFS) staff which are federally and state
funded. The sampling procedure is designed to satisfy federal financial
participation requirements for claiming matching funds for social
service staff salaries -and benefits and provide audit documentation for
state or federal review . ‘

Data from the samples is computer processed and a monthly report is
produced. This report is used to estimate the proportion of total
service worker time devoted to each federally matchable program
activity. These calculations are used to claim federal reimbursement
under Titles IV-A, IV-B, IV-E, XIX, and XX of the Social Security Act.

OCFS
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The RMTS sample will be conducted by headquarters data compilers who’
will contact social workers by telephone to gather the necessary .
case/program information. In the event that the social worker is
unavailable by phone, the data compiler will fax an RMTS contact Tog to

~ the local RMTS coordinator who will leave it at the worker’s work
station. After the worker completes the contact log, it will be faxed
to headquarters by the RMTS coordinator. The contact logs indicating

" case specific activities will be drop filed in the specific case record
by the RMTS coordinator. A copy of all completed contact logs will be
maintained in chronological order by the RMTS coordinator. The local

. office shall be required to retain only the present and previous quarter
completed logs. -

Each service worker is contacted several times each quarter about .
his/her activities at that moment according to RMTS definitions of the
activities. Coordinators submit and update Tists of workers
participating in this study and assure follow-up activities as needed.

B. Participants

. A11 DCFS service workers participate in the time study. Adoption
Program Managers, at Headquarters, are also included in the time study.
Students, interns, homemakers, clerical staff, intermittent staff, after
hour staff, weekend staff are excluded from the RMTS as are Community
Resource Coordinators, etc., Social Workers 4 (supervisors), Service:
Delivery Coordinators, and other management staff. However, the federal
reimbursement for their salaries and benefits are based on data from the
RMTS. ‘

C. State Office Responsibilities

1. The RMTS data compiler shall be responsible for the following
actions: : ‘

a. Every quarter the compiler genefates an RMTS contact list
for each work day of the quarter. The contact list has
three variables: '

- Random Starting Time
- Random Interval Time
- Random Empioyee List

b. Complete the telephone samples at the randdm moments. The
data compiler shall gather the following information from
the social worker or RMTS coordinator. '

(1)  Status of worker:

- on the job

- on work break

- position vacant

- on job rotation or temporary assignment
elsewhere
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(2) If on the job, the compiler informs the worker that an
RMTS sample is being made.

(3) The compiler asks the worker for the code best

: describing the worker activity at that moment. If a
case specific activity is reported, the compiler asks
the worker for the following information:

- case number

case name . :

SSPS code (primary placement payment code)

legally free status of the child

specific activity (brief)

c. The combw]er completes the contact log with the information
reported by the worker, enters it into the database, and
mails a copy to the RMTS coord1nator

d. If a worker is unavailable for phone contact, the compiler
contacts the RMTS coordinator to determine the worker’s
status. If the worker is on the job, or if the RMTS
coordinator cannot determine the worker’s status, the
compiler faxes a contact log to the RMTS coordinator for
completion by the worker (see page 25, D-5).

e. - The compiler 10@5 uncompleted contacts and follows up with
- the RMTS coordinators to ensure that contact logs are
returned in a timely manner. :

f.  On a monthly and quarterly basis, the compiler generates a
survey data summary.

g. The compiler updates the service worker 1list as worker
employment status changes are reported by the regional
administrator or RMTS coordinator.

Regijon Responsibilities

L

‘A regional -administrator shall appoint RMTS coordinators for each

field office. Ordinarily this is a clerical position assignment.
Social workers, or any DCFS staff person who may be sampled as
part of the time study cannot be a coord1nator .

’,A reg1ona1 administrator shall be responsible for reporting any

changes in soc1a1 service staff or RMTS coord1nators to the RMTS
data compiler at:

Financia] Resource Unit .
Attention: RMTS Data Compiler
Mail Stop: 5710/0B-41

" FAX: : 753-0727
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Casework supervisors shall be responsible for training social
workers on ‘the RMTS System - The supervisor ensures that the
workers, especially new workers, are trained in the RMTS system
and knowledgeable of the RMTS code definitions. The Headquarters
RMTS staff is also available to provide consultation and training .
to workers upon the supervisor’s request.

The social worker shall be responsible for the following actions
upon contact: : .

-a. Report the appropriate code from the DCFS social worker

activity code descriptions attached. -

b. Report the case numbef, case name, épecific activity,
- primary SSPS placement payment code if the activity.is case
specific, and, if the child is legally free for adoption or
not. :

The social worker shall be responsible for the following action if
unavailable when a RMTS telephone contact is_attempted.

Upon return to the work station, the worker completes the RMTS
contact log and promptly returns it to the RMTS coordinator. The
RMTS coordinator returns the contact log to state office (see page
26, 7, b). The contact must be received by state office within 72
hours of the sample time. : : ,

The RMTS coordinator shall be responsible for the fo]lowihg
actions: '

-a.  Receive the data compiler’s phone contacts for workers not

at their work stations. Determine and report social worker
status (as information is available). '

b. If the worker status is on the job, but unavailable to the
phone or worker status information is not readily available
the RMTS coordinator will be sent an RMTS contact log for
distribution and completion (see page 26, 7 a-d). '

c. ° Receive completed contact logs from Headquarters, by fax or
mail. S ' '

d. Maintain a file for all completed RMTS contact logs. File

the RMTS contact logs in chronological order by date of
contact. The local office shall be required to retain.only
the present.and previous quarter completed logs.

e. Copy and drop file the completed RMTS contact logs into the

specific case records for logs indicating case specific
activity. S
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f.

Notify the state office data compiler of any change in the
employment status or contact telephone.number of a worker
participating in the RMTS survey within five working days of
the change.

The RMTS coordinator shall be'responsib1e for-the following
actions if the social worker is unavailable or worker status is
not readily available upon contact:

a.

b.

Deliver the faxed contact log to the worker’s work station.

Return the completed log to Headquarters by fax or telephone
the sample results to state office within 72 hours of the
sample time.

File the completed log in the field office RMTS file. The
local office shall be required to retain only the present
and previous quarter completed logs.

File a cdpy of the completed log in the case record if case
specific activity is indicated.

E. Random Moment Time Study Codes
Code A

Code
Code
Code
Code
Code

Code

Code
Code

Code

Code

Code

MmO O

T &5

—xXa

Substitute Care Related Activity
Child Support Enforcement
IV-E Eligibility Determination
Training
Court Related Activity
Case Management and Administration of Placement
Prevention Services
- Targeted Case Management -
Foster Care/Adoption Support
- Administration of Adoption Support Programs
- Therapeutic Counseling and Treatment

- " Emergency Assistance Services
- Other Service Activity
- Non-program Related Activity

F. Approach to Categorizing the RMTS Activities

When an RMTS observation is requested, DCFS social workers report to the
data compiler the activity code which best describes their activities at
the moment of the contact. :

If the activity is not specific to a child, choose from Codes A, D, H, K
or L; if the activity is specific to a child choose from Codes B, C, E,
F, G, I, J based on the definitions for the codes and child’s status.

DCFS
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G.

DCFS

Random Moment Time Study Definitions

Code A. - Substitute.Care Re]gted'Activity

The worker uses this code when engaged in the general administration of

the department’s full spectrum of out of home care program. This

category covers those activities that are not child specific.

Examples include:

1. Public information about foster care, receiving care and other

placement programs.

2. Recrhitmeht, training, completing a home study, and licensing of
foster care receiving homes.

3. Planning .and paperwork contributing to the above activities.

4, Travel associated with the above activities.

Code B. - Child Support Enforcement

The worker uses code B when the activity is related to gaining or
collecting support from parents of children in foster care. This
includes assistance or collateral or written contacts with the Office of
Support Enforcement. Included are any actions directed toward gathering
financial data from clients for support purposes.

Code C. - IV-E Eligibility Determination

The worker uses code C when performing an activity contributing to the
determination of a child’s eligibility for the Title IV-E Foster Care or
Title IV-E Adoption Support funds. The following are examples of

. Eligibility Determination activities:

1. Collecting information from family or others which is used in the
determination, e.g., income, parental whereabouts, resources,
social security numbers, birth certificates, family living
arrangements.

2. Verifying the jnformation above.

3. Filling out and processing eligibility forms.

4. Querying systems, records, and contacts with financial and other
staff to determine AFDC status.

5. Redetermining Title IV-E eligibility.

6. Preparing for and participating in all fair hearings and appeals
related to IV-E eligibility. '
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Code D. - Training

The worker uses code D when:

1. Engaged in (or preparing for) training, either as a trainer of
other department staff,.or as a trainee; and

2. The training subject is the development of skills utilized in the
department’s FRS, CWS, CPS, Day Care, or Adoption programs,
including preparations for adoption orientations.

This includes the Child Welfare Training Academy, HRD training programs,
conferences and training in unit meetings provided by supervisors or

 State Office Program Managers.

The worker uses code E when engaged in any court activity related to
placement, including preparing reports for or participating in a

-judicial proceeding. Examples of activities fitting this code are:

1. Preparing a report for court recommending child for placement or
removal.

2. Preparing a petition or making the determination to file a
‘petition seeking custody of a child.

3. A court appearance where the department seeks placement of a
child, or the foster care status of a child is reviewed.

4. Documenting for the court that the department has made a
reasonable effort to prevent placement.

5. Working with the Assistant Attorney General (AAG) or prosecutor in
preparing a case for court.

6. Documenting for the court that cont1nuat1on in the home is
contrary to the welfare of a child.

7.  Travel associated with the above activities.

Code F. - Case Management and Administration of Placement Prevention

Services

The worker uses code F when engaged in case management or administrative
activities directed toward preventing the placement of children in
foster care. A child is considered a placement prevention case if:

1. The primary CPS, FRS, or CWS case plan recording indicates that

without services a child is a ¢candidate for an out of home
placement, or '
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2. For FRS services, the case plan states that FRS Phase 2
counseling, homebuilders, or other services are authorized to
prevent an out-of-home placement, or

3. A petition or court order is obtained indicating a need for
placement, or

4. A child is in the first six months period following the child’s
. return home from substitute care and the case plan indicates that
without services the child is a candidate for a return to
placement.
The worker uses this code even if the activity is not related to a
specific child but .is primarily supportive of the department’s
prevention service programs.

Examples of Case Management and Administration of Placement Prevent1on
Services are:

1. Case plan development.

2. Contacts and communications with parents, children, and service
providers regarding the status of the case, the child or fam11y
needs, and progress in meeting case plans and goals.

3. Referral to other services for placement prevention.

4. Arranging for the provision of preventive services.

5. Completing Risk Assessment Summary Forms for ch11dren remaining 1n'
their own homes.

7. Case conferences
8. Routine supervisory contacts and consultations.

g. Public information for protecting children via p]acement
prevention services.

10.  Planning and paperwork contributing to the above activities.

11. Travel associated with the above activifies;

Code G. - Targeted Case Management - Foster Care/Adoption Support

The worker uses code G when engaged in activities aimed at assisting
children in substitute care or receiving adoption support and their
caretakers or families to develop and follow through with case plans.
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Examples of Targeted Case Management:

1. ~ Developing, monitoring, and updating of the case plan, including
maintaining the case file and completing Risk Assessment Summary
Forms for children in placement.

2.  Case conferences related to planning for'the provision of services
necessary for maximizing a child’s health and development.

3. Contracts and communications with parents, children and service

providers about the status of a case, child or family’s needs, and
progress in meeting the case plan and goals.

Referra] and/or arrangements made for services or evaluations.
Development of Health and Education Form (DSHS 15-209A).

Case and administrative reviews.

~ S ;N -+
. . o .

Gathering medical and educational data dur1ng the process of
freeing a child for adoption for the purpose of prov1d1ng adoptive
parents with a record so that continuity of a child’s health p]an
can be sustained.

8. Comp]etion of adoptfon support annual reviews.

9, Planning and paperwork contributing to the above activities.

10.  Travel associated with the above activities.

Code H. - Administration of Adoption Support Program
(For State Office Staff Use Only)

The worker uses this code when engaged in activities related to the
administration of the department’s Adoption Support Program other than
targeted case management services provided by DCFS staff to children and
their adoptive families who are recipients of adoption support.

Examples of Code H are: .
1. Des1gn1ng training regarding adopt1on support program for social
workers in the field. .

2. Interpreting and/or re-writing manuals, WACs, RCWs and federal
regulations relating to adoption program.

3. Providing public information about adoption progrém.
4. Providing adoption program education for legislature.

5. Serving on adoption related committees, task forces, etc.

" 6. Budget'plannihgq
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7. - Planning and paperwork'coﬁtributing to the above activities.
8. Travel associated with the above activities.

" Code I. - Therapeutic Counseling and Treatment

The worker uses code I when providing treatment and counseling in order
to ameliorate or remedy personal problems, behaviors, or home
conditions. -

Code J. - Emergency Assistance Services

The worker uses code J when performing any activity related to
investigating/evaluating a child’s or family’s need for emergency
services. An emergency is defined as actual, suspected or potential
inability to provide needed care or supervision. In the case of older
children, parent/child conflict which may result in separation of the
child from-the family home is also defined as an emergency.

When using this code, the worker should be careful to differentiate this
activity from activities which are more appropriate under codes E or F. -

Exampleé of Code J include:

1. Receiving, invéstigation or evaluating reports of child abuse
and/or neglect. :

2. Completing an Emergency Assistance Services application, including
collecting information from the family which is used in the
determination of IV-A eligibility, e.g., social security numbers,
resources, citizenship, signatures, etc.

3. Working with support staff to determine a client’s Title IV-A
Emergency Assistance eligibility.

4. Coordinating or cooperaiing with police or other public service -
officials during the initial response to neglect or abuse of a
child. g

5. Providing immediate visitation to the family home, services, or
other assistance to a child or family in order to prevent or
evaluate an emergency.

6. F.R.S. intake for the first four hours.

7. Arranging for services, shelter, food, clothing, or other
necessities in an emergent situation. ‘ '

8. Arranging for on-site counseling, case management or other
services in an emergency. , '

9. Travel related to the'investigation/eva1uation phase.
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10.  Paperwork related to the investigation/evaluation phase.

LCode K. - Other Service Activity

The worker uses code K when engaged in ia program or service activity not
fitting any of the codes above. {Examples are day care licensing, or
parent participation day care activities, :adoption home studies,
implementation of health regimes, personal care assessments, unit
meetings. ‘

Code L. ?'Non-nroqram'Rel ted . ctiWit;

The worker uses code L when ‘the worker is:

1. ° On a job rotation to some other wunit.

2. At lunch or on break.
I 3. On any type of leave or not scheduled to work that day.
| :
4., Or when performing work unrelated to a specific department service

program. Example activities are:
a. Reviewing office procedures,
b. Performance appraisal/employee evaluation participation, and

c. . Attending a training course on stress management.
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CONTACT LOG

Date: . . .
To: Return to: FAX 234-0727 (206 753 0727)
Office: . ) Voice No: 234 5093 or 5095
Page 1 of 1 T Off SCAN 753 5093 or 5095
DIVISION OF CHILDREN AND FAMILY SERVICES ' '
, " DIVISION OF JUVENILE REHABILITATION
- : DEPARTMENT OF SOCIAL AND HEALTH SERVICES
] : - CONTACT LOG
This form must be returned by at ' ' ,
* SECTION |
A. Sample Time:
B. Sample Date:
C. RMTS Control #:
D. Worker Name:
E. Worker Phone: ( )
F. Coordinator Name: Office
G. Coordinator Phone: ( ) . FAX: ()
SECTION It :
- A. Worker status at the moment of sample (check one box only)
o 1. On the job (1 '
2. On work break [}
3. On leave {1}
4. On job rotation (]
5. Position vacant 1
NOTE: If you checked a box OTHER than On The Job skip the following sections, enter your name at the . .
bottom of this page and return to the RMTS coordinator.
SECTION ) . : :
A. If worker status is On The Job from section I} complete this section. Use RMTS definition to determine
activity code best describing activity.
Activity Code:____ N
(From RMTS Activity Code Summary Sheet)
SECTION IV : . ) .
- If working on a specific case (Activity Codes B, C, E, F, G, |, J) complete this section.
Case Number:
Case Name:
SSPS Payment Code (primary):
Child is legally free for adoption: [ ] [ ]
YES NO
Explain Activity:
Completsd by:
FOR STATE OFFICE USE ONLY
COMPLETED BY TELEPHONE CONTACT. COMPLETED BY FAX_
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02.16 SOCIAL SERVICE MONITORING AND.VALIDATION SYSTEM

A,

DCFS

DCFS supervisors monitor services and expenditures authorized by their
staff. The Social Service Reading Schedule, DSHS 15-164(X), is used to
document: : '

1. Mandated services are authofized, provided, and closed in a timely
manner. 4

An adequate needs assessment is made.
Department policies and procedures are followed.
Eligibility and funding sources are correctly determined.

Appropriate permanency planning is done.

[« ) IS B

Case documentation is completed.

7. Correct output and management information can be created from the
services authorized. '

The supervisor reads a minimum of three records per month per service
worker. Records are selected in a manner ensuring an unbiased cross
section is reviewed over a period of a few months.

Supervisors retain copies of all completed reading schedules for a .
minimum of six months for use in preparing service worker performance
appraisals. Schedules are stored in a manner assuring the privacy of
the service worker. :

See [Chapter 99] for instructions in form completion.

DCFS program managers monitor statewide programs. The eligibility of
social S/Rs is validated. In addition to an eligibility validation
process, the social service program managers review a random sampling of
service records, assessing quality of narrative recording and
completeness of service records (e.g., required forms). '

SO staff on a state office designed schedule determine compliance with
statewide program standards, policies, and procedures by reading a
random sample of social service records in each DCFS office.

DCFS program managers identify: service delivery system problems

requiring corrective actions; staff training needs; and operating
manuals needing revisions.
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02.17 PAYMENT OF FEES FOR VITAL STATISTICS

A.

When it is necessary td pay advance fees to vital statistics agencies in
other states for records of birth, death, marriage, etc., the service
worker:

1.. . Verifies the amount of fee required for the information needed and
obtains the address of the state vital statistics agency. The
Disbursements Section of the Office of Accounting Services has a
catalog of state vital statistic agencies in the event the address
or fee amount are unknown.

2. Prepares a letter in duplicate to the agency for the designee’s
signature indicating:

~a. The type of record/information requested.

b. The name and case number (if applicable) of the party for
whom the record is requested.

" C. The DCFS (or CSO) address to which the record is mailed.

The DCF$ sdpervisor/designee signs and forwards both copies of the
letter, along with a memorandum requesting a check be issued for the
appropriate fee, to:

Department of Social and Health Services -
Supervisor, Disbursements Section

Attn: Administrative Revolving Fund

MS 0B-24B

Olympia, -Washington 98504

Disbursements §taff:

1. Issues a check onAthe DSHS Adm1h1strat1ve Revolving Fund and mails
it with the requesting letter to the v1ta1 statistics agency
indicated.

2. Returns the copy of letter to the originator notifying them the
request has been forwarded to the vital statistics agency.

.19 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS

02.19

DCFS

Affidavit of Lost or Destroyed Warrant, DSHS 09-013(X), is the proper
form for requesting rep]acement of a vendor warrant. The top half of
this form is completed in duplicate. When completed, signed by the
vendor, and notarized, the original of the Affldav1t is returned to
Disbursements. See [Manual E, Chapter 31].
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B. The copy of the affidavit is kept in the social service record attached
to the copy of the original payment authorization document (DSHS :
" 14-154/159).

C. The Disbursements Office staff checks with the State Treasurer’s Office
finding if the warrant is outstanding. The replacement process takes
from one to two months. If staff finds that the warrant has been
cashed, then investigation is necessary before reissuing.a warrant.

D. DCFS offices are not authorized to initiate another voucher. DCFS
' offices ensure only the proper affidavit is completed and submitted to
disbursements.
‘E. This procedure applies to all vendor payments, 1nc1ud1ng foster home

vouchers, day care vouchers, and special one-time payments for "L"
program chore services, administrative payments, etc.

02.99 REQUIRED FORMS

See [Chapter 99], General Forms, for instructions on these forms:
Service Episode Record, DSHS 02-305(X)
Social Services Reading Sthedu]e, DSHS 14-164(X)

-~
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CHAPTER 02 - - SOCIAL SERVICE DELIVERY SYSTEM

02.00 INTRODUCTION

This chapter describes the framework within which the Division of Family and
Children Services (DCFS) delivers social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures, and
paper. The system organizes the operations and resources (people, paper,
etc.) in about the same way across the state so that clients and workers know
what to expect from one DCFS office to another.

Standardization of policy and procedures permits equal treatment regardless of
geographical location and permits a fairer method of measuring workloads and
performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY \

A. Social services delivered by DCFS is goal-oriented, time-limited and
with specifically defined outcomes. Both staff and clients are
knowledgeable of the goals and objectives of the service(s) provided.
Unmet goals and objectives which are not achieved or only partially
achieved are acknowledged.

B. Services are provided in response to identified need and within
department priorities. Services are provided directly by the department
or by purchase from the private sector. A1l appropriate methods of
service delivery are utilized. The emphasis is on methods enabling the
client to manage their situation with appropriate independence and with
the Teast restrictive alternatives available. Services provided are
coordinated with co-existing community agencies and systems, such as
crisis clinics, schools, and health care organizations.

C. The department maintains the capacity to respond on a 24-hour basis to
requests for short-term crisis intervention services and protective
services.

02.02 DCFS OFFICE ORGANIZATION

A. AT1 social service workers are responsible for determining eligibility, =
authorizing needed services and developing and implementing the Service

Plan for cases assigned to them. Implementing the plan may include any
combination of: :

1. Direct provision of service;
2.” Arranging for purchased services;
3. Referral to, or collaboration with, peers in other service units;
and
DCFS -3 - Rev. 34 - 03/91
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CHAPTER 102 -~ :SOCIAL SERVICE DELIVERY :SYSTEM "02.02 (cont.))

DCFS

4. Referral to, or collaboration with, non-DCFS service providers/

‘community agencies.

Service workers authorize and provide or arrange for:

1. Chilld Protective Services (CPS) {Chapter 26
2. Family Reconciliation Services (FRS) Chapter 24
3. Juvenile Court Process | Chapter 23
q, Interstate Compact Placement Services Chapter 30
5. Day Care Services for Children Chapter 28
6. Child Foster Family Services Chapter 32
7. Private Agency/Child Group Care Services Chapter 34

Crisis Residential Center (CRC) Chapter 31
9. Adoption Services | Chapter 36
10.  Health Support Services Chapter 48
11.  Information and Referral Services (I & R) Chapter 20
12.  Volunteer Services Chapter 62

After assessing the qualifications of staff and the complexity and
volume of service requests, the DCFS social service supervisor or their
superiors may designate specialists or a specialized unit. Functional
specialists may be designated based upon the nature and volume of the
service or the special expertise of the individual worker (e.g.,
intake/assessment specialist). However, the need to adopt this
alternative must be carefully assessed because the goal is for clients
to see as few workers as possible.

For example, after the investigation phase, CPS workers should be able
to authorize, provide, or arrange for other services (e.g., day care)
which stabilizes or strengthens the family while the children are still
at home. Designating intake specialists guarantees that some clients
are contacted by a second (continuing) service worker. The goal is to
reduce intra-DCFS case transfers and reduce fragmentation in service
delivery to families. -

The expectation that service workers authorize, provide, or arrange for
multiple services does not ignore the fact that there are different
levels of work assigned.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.02 (cont.)

Supervisors must take the time to make appropriateAworker to client
assignments based on their judgment of the difficulty of the case and of
the capabilities of the service workers in their unit.

Service workers vary in skill and experience and are not
interchangeable. Therefore, the random assignment of workload based on
rotating intake worker can result in inequitable workload distribution,
frustrated clients (shuttled among DCFS staff), and unachieved
objectives.

02.03 RECEPTION/INTAKE AND ASSESSMENT
Initial Contact/Reception |

A.

B.

DCFS

1.

A client may come into contact with the agency through a variety
of means. The staff worker having the initial contact is
responsible for ensuring the client is referred to, and the
referral acknowledged by, the appropriate service unit. The DCFS
office supervisor ensures social service staff and clerical
workers are advised of specific procedures for referral to the
appropriate social service unit.

Generally, the reception functions are performed by clerical
staff. The receptionist identifies the category of service
requested and immediately refers the person to the appropriate
service unit. Clients who are obviously in a state of crisis or
who request emergency services are seen by a social service worker
as soon as possible. A1l social service workers are responsible
for providing information and referral services.

The intent of the service delivery model is to move the client
through each. step of the process as smoothly as possible. The
client contacts as few staff workers as possible.

Intake and Assessment

1.

A11 social service workers determine service eligibility, needs
assessment and information and referral functions. If the client
is not eligible or if the services requested are not available,

the service worker refers the client to other agency or community
resources. :

For program eligibility/intake and assessment procedures, see the
specific program/service chapters.
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02.03 (cont:)

s e T U, e ke e

02.04

3. Based én the size of the officé and the volume of urgent service
requests, the DCFS office supervisor may decide to designate
individual workers as intake specialists. These individuals do
net carry ongoing service caseloads but may pfovide Short-term
crisis intervention services. The néed for quick response is
weighed against the effect (on clients) of transferving casés to
other workers for ongoing services: Aveid the latter when
practical.

4. Intake/assessment specialists or others performing this function

are prepared to:

a. Take complaints on alleged abuse, neglect, or exploitation
of individuals;

b. Screen referrals for out-of-home placement determining if
they are appropriate for action;

c. Arrange for emergency out-of-home placements as appropriate;

d. Provide short-term crisis intervention, FRS, or CPS.

5. Rotating the intake and assessment assignment among all service
workers in a section (excluding trainees) does not and should not
dictate random assignment of workers to clients. Social sérvice
supervisors shall evaluate the facts and assign workers to ¢lients
based on the workers’ skills and experience as well as workload:

CASE. ASSIGNMENT

DCFS

The receptionist refers clients to the section/unit serving the target
population to which the client belongs or to the intake/assessment |
specialist. Refer obvious CPS investigations and requests for ongoing
or long-term services directly from reception to the appropriate service
unit.

Supervisors assign service workers to clients by the appropriate
differential use of staff.

The same service worker performs intake, service planning, and service
delivery activities for a primary recipient whenever possible. If more

than one service worker is- involved, one service worker is assigned

primary responsibility for case management.

Whenever possible, assign clients returning for additional services to
their original service worker. Exceptions to this policy include:

1. Referrals for protective services;
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.04 (cont.)

2. Clients no Tonger in the target population served by the initial
service worker;

3. Client/worker requests and their supervisor agrees to a change
based on a personality conflict; or

4. The service worker’s workload is too large to permit an adequate
and timely service response.

E. Requesting Existing/New Social Service Records
1. The social service worker requests a new or any existing social

service record and file clearance by completing DSHS 02-128(X),
Application, Registration and Control, and routes it to Master
File or the designated clerical staff. Requests specify names and
birth dates.

2. If Mastér File (clerical staff) responds that no service record
exists, the worker obtains a case number and a file folder
(record) is established (see [Section 02.12]).

02.05 SOCIAL SERVICE PLANNING

A. No service (other than I&R) is provided without the development of a
Service Plan. The service worker assigned to the case has the full
responsibility for all parts of the service plan which are:

1. Assessment of Need

The service worker assures that the client’s service needs are

clearly stated and are understood by both the client and the
service worker.

2. Availability of Services

The service worker determines if agency services are available to
meet the client’s need. If agency services are not available, the
service worker offers to refer the client to an agency, community,
or volunteer resource. The client may accept or reject the offer
of referral. For cases where a social service record already
exists, the nonavailability of services is documented on DSHS
02-305(X), Service Episode Record.

3. Plan of Action

a. Problems as perceived by the client are explored and
clarified in the initial interview. Then the client and the

service worker mutually develop a plan of action--who will
do what and when.
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CHAPTER..02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.05 {cdnt,)

b. The plan includes specific objectives and describes the
steps taken to alleviate the problem or meet the need
identified.

C. The client and service worker must arrive at some agreement
about the frequency of their contact and the duration of the
service(s). (See the following service chapters for
specific program procedures and expectations.)

Service plans are developed within the time frames outTined in the
service chapter. Workers develop mandatory service plans (CPS, etc.)
with the knowledge of the clients. Record the service plan on DSHS
02-305(X), Service Episode Record (SER).

| A service episode is defined as the time-l1imited delivery of a variable

number of services achieving a stated goal or outcome. A service plan ‘
is developed with certain tasks to be completed (by the client and the

worker) within that given time frame. This planned time limited service

episode is recorded on the SER.

Where there is a major change from the stated goals of the service plam,
worker enters a new service episode and new narrative recording.

Changes in the time allowed to complete tasks or changes in the number
of tasks to be completed (as long as the goal doesn’t change) do not
constitute a new service episode.

The worker develops a new service plan at any point in a service
episode. In all instances, the current plan is evaluated and a
disposition of the previously planned action recorded on the DSHS SER.

The worker renews the service plan according to specific eligibility and
program requirements noted in the program or service [Chapters 06-99].
The SER includes other information required by programs or services.
Narrative recording requirements are described in [Section 02.11] and in
the instructions to the SER described in [Chapter 99] General Forms.

CONTINUING SOCIAL SERVICES

02.06

DCES

Continuing social services are defined as all social services delivered
by DCFS staff which are not emergent or short-term crisis intervention
services. Generally, continuing ongoing or long-term services are those
requiring more than three work days to complete.

Delivered services comply with program standards and procedures

indicated in each of the program/service chapters. (See [Chapters 05
through 62].)
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.07

02.07

CASE_CONSULTATION

A.

02.08

In order to avoid the transfer of active cases within DCFS offices,
service workers may consult with one another about difficult or
unfamiliar functions. For example, if a service need arises which is
not usually part of the assigned service worker’s functions, the service
worker may discuss the service need and appropriate action with service
workers who frequently provide that service.

After such consultation, the assigned service worker decides to provide
the service, request supervisory approval to transfer the case, or
request the continued assistance of the consulting service worker.

During the consultation process, the assigned service worker maintains
all direct contact with the client. Case consultation does not replace
supervision. Case consultation is a process for utilizing peer
expertise and shall be used as needed and with the knowledge of the
supervisor.

DCFS staff may also reach an agreement to consult with non-DCFS DSHS
service workers in their community such as Developmental Disabilities,
Vocational Rehabilitation, and Juvenile Parole service staff.

DCFS

DENTAL/REDUCTION/TERMINATION OF SERVICE

Denial

1. Social services are not provided to persons who do not meet
applicable program eligibility criteria. These criteria are
described in each program chapter.

2. Service workers make social service eligibility determinations
based on situational or behavioral criteria by completing the
Social Services Intake, DSHS 04-114(X); and the DSHS Family Face
Sheet, DSHS 14-024(X). The program eligibility criteria is
described in each service chapter.

Reduction/Termination

1. Once the client and the service worker have mutually developed a
time-limited service plan, the service worker attempts to keep
within that time frame. Time frames and response standards are
described in each service chapter.

2. The amount of service purchased or provided to a client by the
. department may be reduced or terminated:

a. At the client’s request (nonmandatory services).

b. When the service worker determines that a level of service
is no longer necessary or appropriate.
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c. When needed and authorized services are reduced or
terminated because. of program funding: cutbacks..

3. Whenever possible, the service worker terminates. services through:
mutual negotiation with the client in am exit interview. The:
service plan is evaluated with the client. SkilT in conducting
the termination process is critical as it may seriously impact. the
stability of goal or objective attainment.. ‘

4, The service worker enters on the SER the appropriate narrative
recording to evaluate the service plan and indicate case
disposition at the earliest possible.time after contacting the
client. The service worker will also complete the Change: of
Service: Authorization, DSHS 14-159, within two working days: of the
termination contact. Timeliness in completing this form is.
particularly important when a payment is involved.

5. The service worker reviews the service record for completeness.
when all authorized services are terminated (including: court. data,
the SER and other required service forms). The service worker
sends it to their supervisor for review or to closed files clerk
per DCFS area office policy.

02.09 FAIR HEARING PROCESS

A.

DCFS

Applicants or recipients (A/Rs) of social services have a right to
appeal any action to deny, reduce, suspend or terminate social services
and may request a fair hearing. A/Rs may also request a fair hearing if.
the A/R feels the department failed to act upon a request for service
within 30 days. Requests for a fair hearing are made in writing within
90 days of the notification of decision by the department to deny,

reduce, suspend or terminate services. (See [RCW 74.08.070 and WACs.
388-08-002 and 388-15-030].)

A comparable right is also established in [RCW 74.15.130] for any
legally defined child welfare agency including a foster home or day care
home which believes its application for license was improperly denied,
suspended, or revoked or not renewed by the department.

The appellant in.a fair hearing has the opportunity to present. a
grievance or case to the fair hearing examiner or seek the aid of others
such as legal counsel. Departmental staff shall not represent
appellants.

A fair hearing request may be withdrawn by the appellant at any time.
prior to the date of the fair hearing.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.09 (cont.)

DCFS

When an A/R expresses dissatisfaction with an action or decision of the
department, the service worker will:

1. Explain the reasons for the action or decision in question,
including the facts upon which the decision is based.

2. Explain the.criteria for initiating the fair hearing process.

3. Inform A/Rs of their right to have counsel at a hearing.

4, Not coerce clients into applying for or withdrawing hearing
requests.

The service worker determines whether the client’s expressed
dissatisfaction is intended to be a request for a fair hearing. If the
client does request a fair hearing, the service worker advises the
client to put the request in writing and submit it to the Office of
Hearings, DSHS, P.0. Box 2465, Olympia, WA 98504, as soon as possible
but within 90 days.

If the client makes a verbal request for a fair hearing but does not
provide a written appeal at that time, the service worker notes in the
service record the date, the issue, and the client’s expressed intent.
The service worker also notifies the DCFS fair hearing coordinator of
the client’s name, case number, and date of verbal request.

If the service worker receives a written request for a fair hearing, the
worker notes the date of the request in the SER and immediately forwards
the written request to the fair hearing coordinator or designee.

If the client decides not to request a fair hearing, the service worker
notes the date in the SER, the topic of discussion, that the fair
hearing process has been explained, and the client’s decision.

The DCFS office field fair hearing coordinator or designee will:

1. Present the DCFS case to the fair hearing examiner.

2. Be the contact person between the Office of Hearings and the DCFS.

3. Have overall responsibility and authority in reviewing the DCFS
case, including but not Timited to: contacting workers involved
and/or their supervisor(s), notifying the DCFS witnesses who are
to be present at the hearing, reviewing what documents need to be
available to present the department’s case, etc.

4. Provide instructions regarding fair hearing procedure.

5. Determine if the attendance of an Attorney General is needed.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM A 02.09 (cont.)

) 6.+ Notify the DCFS administrative secretary which supervisory unit

does the fair hearing report and also when hearings are withdrawn
and/or rescheduled.

7. Prepare the Fair Hearing Report, DSHS 09-354(X), upon receipt of
the fair hearing request and route a copy to the service worker.
The service worker files the copy in the service record. (See
[Chapter 99], ‘General Forms, for a copy of this form and '
instructions.)

02.10 SOCIAL SERVICE RECORDS

A.

OCFS

Purpose of Service Records

The purpose of social service records is to record essential information
concerning each individual for whom services are requested or provided

to document eligibility, to document progress toward service plan objec-.
tives and to provide accountability for federal and state fund
expenditures (see [WAC 388-73-054]).

Service Documentation

Service workers maintain social service records for each person/family
receiving social services. Records provide the basic documentation for
federal and state audits of services provided and funds spent [RCW
74.04.060]. State law requires records to be kept for services to
children (see [RCW 13.34.120, 13.50.010, 26.32.200, 26.36.20 and
74.13.133] and adults [RCW 74.08.545]). Adequate records must also be

~ maintained on licensed or approved vendors (providers) and for persons

who apply and are subsequently denied licensure or approval for service
[RCW 74.15].

Service workers use social service records as tools to provide readily
accessible information on the results achieved through the provision of
services and document activities for court reports and social summaries.

- Except for brief information and referral contacts or other social

services of less than 30 minutes, the service worker opens a record and
completes the appropriate paperwork for each individual/family who
applies for and receives social services. Maintain records on all

. persons or providers licensed or approved by the department. Persons or

agencies from whom the department purchases services must also maintain
service records on service recipients (see [RCW 74.13.133]).

Service Record Required Contents

1. DCFS requires the service worker to document basic information in
: a service record on the:

a. Service Episode Record, DSHS 02-305(X) (Narrative
recording);
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM - 02.10 (cont.)

b. Social Service Intake, DSHS 04-114(X);
c. Family Face Sheet, DSHS 14-024(X);

d. Social Services Authorization, DSHS 14-154(X) (service,
objectives, payment rates, client data);

e. Change of Service Authorization, DSHS 14-159 (turnaround
document);

f. Referral to Financial Services for Child in Placement, DSHS
14-226(X); and

g. Child Placement and Legal History, DSHS 15-192(X).

Instructions for the completion and use of these forms are
detailed in the [Social Service Payment System Manual], and
[Chapter 99] General Forms.

The record contains proof that the person was eligible and that
eligibility was determined. A copy of DSHS 04-114(X) or DSHS 14-
024(X) provides documentation. : .

The record indicates which services are provided and if services
are agency provided (direct service) or vendor provided (purchased
service). Enter this information on the DSHS 14-154(X)/159 by use.
of the appropriate service codes. (See [Social Service Payment
System Manual, Appendix C.])

The record contains an service plan. Document service plans and
objectives on the DSHS 14-154(X), which has service and objective
codes, and the DSHS 15-209, ISP.

02.11 NARRATIVE RECORDINGS

A. It is important that entries on the SER be legible. Use appropriate
headings and address all of the following components:

1.

DCFS

Identified Problem{s) (IP)

A clear statement of the problem or identified needs.

Narrative (NARR)

Information adequate for probable future uses of the record
include:

(a) Dates of client contact;

(b) A brief description of specific events and observable acts
which have importance;
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(c) Additions or changes to the plan;

(d) Names and addresses of referrals and others involved in
providing services; and

(e) Any supborting data needed for court activity.

When more than one worker provides services to the same
individual/family, both workers enter a recording or coordinate a
summary.

Evaluation (EVAL

An evaluation of the service plan with a statement of the outcome.
This statement relates back to the identified problem and
indicates whether the objectives of the service are achieved. The
summary indicates what factors influence the outcome of the
service plan and summarize major events in the course of service
delivery. Make it brief, about one page or less.

Disposition (DISP)

A statement of action and future plans, i.e., whether the case is
to be closed completely or continued for the same or different
services with a notation of why this is the plan for the client.

BT Narrative Recording - Comg]etehess and Accuracy

1.

DCFS

Most narrative recording is done on the SER; however, other
required service recording or data forms and samples are shown in
[Chapter 99] Forms.

Records contain statements of fact. Service workers make
nonjudgmental entries. If wishing to record opinions or personal
inferences, label them clearly as opinion or judgment of the
situation.

Brief phrases describing key points are used whenever possible.

The worker responsible for providing a service writes the needed
record narrative. Supervisors assure necessary recording is
completed including accurate completion of the DSHS 14-154(X) and
14-159 SSPS forms.

The length and completeness of the narrative depends on the type
of service and probable future need for the record. Protective
and substitute care services require extensive recording to allow
preparation of reports to Juvenile Court (see [Chapter 23]). For
details about what program or service information (in addition to

.. that described above) is recorded in the service record, refer to
~ the 'service chapters [Chapters 05-40].
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C. Recording Requirements for Service Contractors (Purchased Services)

1. A1l social service contractors maintain records on each person
served. Providers having contracts authorizing their staff to
make eligibility determinations maintain records substantiating
that eligibility decision.

2. Contractor records contain an entry for each service given,
indicating how the service relates to the goals and objectives
stated in the contract.

3. Contractor records must contain copies of the quarterly progress
reports prepared by the contractor and sent to the DCFS office,
depending on where the contract was negotiated. -

4. Contractor maintains and stores records in a professional manner
meeting all requirements of DCFS service records.

5. Child-placing agencies maintain adoption recordsAwith the
safeguards required for DCFS adoption records (see [Section
02.14]).

6. For additional provider required documents or information, see the
appropriate service chapter (e.g., [Chapter 34], Private Agency/
Child Group Care).

02.12 SERVICE RECORD MAKE-UP AND MANAGEMENT

A. A consistent format for the make-up of service records is essential
because the record is:

1. A tool for the service worker to use during service delivery.

2. The official documentation of all actions related to the client.

3. Subject to being subpoenaed into court.

B. Clerical staff builds the original service record, and assigns a case
number. DCFS office procedures for building, filing, storing, securing,
and transferring social service records are consistent with Manual E and
the following guidelines.

C. A1l nonactive service records are maintained in a central file location
under clerical control (see [Manual E]). Active service records may be
located with the assigned service worker.
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DCES

~-Once a service record is made up, the service worker assigned to the

case maintains the contents in the manner described below. When a
service record is ready for closure, the service worker reviews for both
compTeteness: of information and conformity to the sequence described: in

+the next paragraph. (See [Chapters 36 and 38]) for instructions on

closing adoption records.)

The service record contains four separate sections placed in a folder
(but not attached to it) in the following order:

1.

Section 1. Narrative Recording Section: This section contains
the current Social Service Application - Family Face Sheet, DSHS
04-114 or 14-024, and the Service Episode Record, DSHS 02-305(X).
The: Social Service Application and SERs are placed. in this section
in chronological order with the most current social service
application or Family Face Sheet on top. Slide fasteners are
inserted from front to back.

Section 2. Service Authorization/Payment Section: This section
contains all forms documenting eligibility or authorizing or
awarding services and service invoices. The Social Services
Authorization, DSHS 14-154(X); Change of Service Authorization,
DSHS 14-159; and Notice of Funding Category for Placement, DSHS
02-501, is placed in chronological order with the most current at
the front. Place the most recent DSHS 02-501 at the front or it
may be stapled to the inside left cover of the record. The most
current DSHS 14-159 should be left Toose and not stapled. Insert
slide fasteners from back to front.

Section 3. Document Section. This section contains all medical
reports, program specific forms, other documents and
correspondence. Place in chronological order with the most
current at the front. Insert fasteners from back to front.

Section 4. Permanency Planning: Case files that have/have had
services from DCFS from September 1985 have a fourth section which
contains:

a. Child Placement and Legal History Sheet, DSHS 15-192(X).
File this_sheet at the front of the section.

b. Legal/court documents (petitions/orders) relative to
juvenile custody matters.

c. Reports to the court for hearings.
d. Voluntary Consent to Place, DSHS 09-004.

e. Periodic Review Report/ISP, DSHS 15-209s, relevant to
placement interventions.

f. Administrative Review conclusions report.
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g. Other case review recommendations such as LICWAC, Adoption

Planning, etc., constituting a review of permanent planning
activity.

Place court orders in chronological order with the most current at
the front. Place the most recent court order at the front.
Insert slide fasteners from back to front.

Y
]
F. The service worker determines the need for a Volume II service record.
1. The service worker requests in writing on the Record Transfer
Notice, DSHS 01-001(X), that a Volume II folder be created.
2.  The clerical support person places all documents and forms that
: are more than one year old (except the most recent court order) in
the Volume I service record in their original chronological order.
The service worker requests exceptions to the one-year time frame
of the DCFS office supervisor or his designee in writing.

3. Unless it is being used, The service worker keeps the Volume I
- service record in the central file. If Volume II is filled again,
the purge process must be repeated, moving material older than one
year into Volume I or create Volume III.

G. Send any requests for combining or separating service records to the
clerical support person for action. The file clerk or other designated
clerical support maintains the central file location (see [Manual E]).
No one, other than these designated persons, are permitted to remove or
replace records from central files.

H. Purge all nonadoption social service records (all volumes) which have
been closed (i.e., no service authorizations open) for a minimum of one
year and which have no active financial service record (also closed for
one year) from central files and transfer to Records Reference Center,
Mailstop N 43-2, in Kent.

The Records Reference Center retains closed records for three (3) years.
After being closed for a total of four (4) years, and due notice to the
DCFS office, the closed (inactive) service records are destroyed.

Closed adoptive records are sent directly to SO adoptions staff who
forward them to State Archives (see [Chapter 36]).

I. For procedures and forms required to prepare, submit or retrieve records
from the Records Reference Center, see the [DSHS Records Management
Procedures Manual] (3/83). '

DCFS - 17 - Rev. 34 - 03/91
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02.13 PRIVACY, SECURITY AND ACCURACY OF SOCIAL SERVICE RECORDS

A.

DCES

Information in a social service record is confidential. In general,
confidential information is not released outside the department without
the knowledge and written consent of the client or guardian. In
instances where the department has an obligation to report or release
data, the client or guardian is advised of this requirement.

By law (Freedom of Information Act) clients with proper identification
have the right to look at their records if they request to do so. They
may also challenge the accuracy, completeness or relevance of
statements. Therefore, it is important to record factual statements and
to label opinion or hearsay if it is written in the service record.
Sources of CPS complaints remain anonymous and their names are purged
from the record prior to the client’s review.

Information in social service records must be complete and accurate and
can be shared only with authorized representatives of public or private
agencies having a legitimate need to be informed concerning clients whom

-they are actively serving.

Records are available to DCFS staff members having an assigned respon-
sibility for the client or DSHS SO or DCFS staff who are engaged in
officially sanctioned and authorized research or program monitoring.

A1l material presented at a fair hearing is open to the examination of
the client and his/her representatives, even though such material would
ordinarily be considered confidential (see [WAC 388-08 and 388-09]).

Sharing Information Qutside the Agency

1. For policy, forms and procedures used for release of records, see
the [DSHS Records Management Manual] (3/83) and [WAC 388-320].
The DSHS Records Manager is Troyce Warner, Office of
Administrative Regulations, 0B-33H, Olympia, WA 98504.

2. The worker completes the following forms when processing requests
for information or records:

a. Request for Disclosure of Records, DSHS 17-041 (Revised
12/80).

b. Authorization to Disclose Personal Information, DSHS 17-063
(Revised 12/80).

c. Denial of the Disclosure of Public Records, DSHS 17-062
(Revised 12/80).

3. Staff subpoenaed to appear in court do not take the social service
record unless it also is subpoenaed. If the record is subpoenaed,
the Assistant Attorney General assigned to that program area is
consulted in advance of the hearing (see [Chapter 23] Juvenile
Court Process and [Chapter 32] Child Foster Family Care).
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4, No individual is permitted to make a partial or complete list of
service recipient names or addresses, or amounts paid to any
person (vendor) out of DSHS offices. Social Service Payment
System reports (including DSHS 14-154s and 159s) are considered
confidential.

G. Adoption Records

The records of a child in preadoption placement or for whom adoption
preparations are being made, are confidential and not available for
dissemination. Before the Adoption Petition is filed, information may
be released as from any other DSHS record. After the petition is filed,
information in the child’s record (except medical reports) may be
released only by written order of a Superior Court (see [RCW 26.32, WAC
388-70-480] and [Manual G, Chapter 36] Adoption Services).

H. With respect to the service records of children and youth who are under
the jurisdiction of the court, the requirements of the Washington State
Juvenile Justice Act of 1977 [RCW 13.04] shall be followed.

1. Under this Taw, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in an investigation or providing service to a
client. For example, public/private agencies providing services
to DSHS clients are privileged to information from DSHS records
and are subject to the requirements of the law.

2. Each agency providing services for DSHS clients are briefed on the
requirements of the Taw and their responsibility for the security,
privacy and completeness of records. The office releasing the
information briefs the receiving agency on these requirements.

! 3. No duplicate records may be made if the whole record is requested.
i It should be checked out with the requirement that it be returned.
The record is reviewed in the DCFS office.

4. Supervisory personnel review service records for completeness and
; accuracy before the information is released. Care and

documentation is employed in properly identifying the requestor of
the record. Birth records and/or statements by parent, guardian,
or custodian are sufficient verification of identity. The
department supplies no record which is not complete, i.e.,
contains no information on action taken to date on any incident,
even if that action is taken by another agency.

I. The service worker/supervisor complies with the requirements of [RCW
13.04.270 through 13.04.276 and WAC 388-70-700], regarding the
confidential sealing, accuracy, release to public, inquiry and

cha]]snge, transfer and destruction of juvenile custody and child care
records.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.13 (cont.)

A juvenile, their parents or their.attorney, may make a written
request asking the department about the existence and content of

custody or care records. The inquiry provides the name of the

juvenile, the approximate date of the juvenile’s contact with the
department, the nature of the contact, the location of the
contact, and the purpose of the request.

The department makes written response to the inquiry within ten
working days after receipt. The department gives priority to, and
expedites processing of, inquiries involving litigation. The
department provides to the juvenile, their parents, or attorney
making the inquiry, information regarding the location, nature,
and content of any records in the department’s possession. A
juvenile, their parents, or attorney, wishing to challenge the
information contained in the department records, notifies the
department in writing. The notification provides:

a. The name of the juvenile;

b. If the records are alleged to be inaccurate, a statement of
those portions alleged to be inaccurate; and

c. If the contained possession of the record is being

challenged, a statement as to the reason why the record
should be destroyed.

The department reviews the notification of challenge to the record
and responds in writing within 30 calendar days. The response
indicates the corrections which have been or will be made or
states the basis for denial of any requested corrections. If
appropriate, the department’s response also includes a statement
indicating whether the records have been destroyed or transferred
to another juvenile justice or child care agency.

The juvenile, their parents, or attorney are notified that if they
dispute the department’s response, they may seek an administrative
review of the department’s decision as provided in [Chapter 34.04
RCW].

02.14 CASE TRANSFER POLICIES

A.

"DCFS

Case Transfer

1.

Service workers make every effort to avoid transferring active
clients from one worker to another within the DCFS office.
Exceptions to this policy require supervisory approval.
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When a transfer is necessary, the two service workers and the
client when possible consult about the reasons for the transfer
and responsibility for the continued service planning for the
client. The service worker documents their decisions/actions in
the service record.

Appropriate reasons for transferring an active case from one
service worker to another include:

a. The client or worker requests a transfer based on a
legitimate personality conflict.

b. An ‘evaluation by the supervisor and the service worker that
the service need extends beyond the knowledge or current
skill level of the assigned service worker.

c. Program guidelines require the intervention of a different
service work function such as a referral to Child Protective
Services or Family Reconciliation Service.

d. The service worker transfers out of the section, DCFS
office, or terminates employment.

B. Transfer Process Within DCFS Office for Active Cases

1.

DCFS

The transferring service worker makes certain that the service
record is complete and all documentation is current.

The transferring service worker discusses the case with. the
receiving service worker, or if unavailable, the appropriate
service supervisor. The discussion determines which services will
be terminated, when the transfer will occur and whether a joint
conference with the client is appropriate. If there is no change
in purchased services and no change in provider, payments are not
interrupted (i.e., Authorization Not Terminated, DSHS 14-159).

See the [Social Service Payment System Manual].

The transferring worker completes Records Transfer Notice, DSHS
01-001(X), attaches it to the service record, and forwards them to
the receiving service worker.

The receiving service worker reviews the service record and the
DSHS 01-001(X) for completeness and routes the DSHS 01-001(X) to
clerical support/master file/central file.

The receiving service worker, within ten days, updates the current
DSHS 14-159 with the new worker ID, authorizes any new services,
and confirms the accuracy of any transferred services.

The receiving service worker reviews the service plan with the

client and makes any required changes on the Service Episode
Record, DSHS 02-305(X).
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02.15

Transfer Process Between DCFS 0ff1ces (closed cases)

Requests for transfers of closed cases is handled by clerical support
The transfer-out is made within five working days of the receipt of the
request (see [Manual E]).

Transfer Process Between DCFS Offices (active cases)

1. The request for transfer of active cases may be initiated by
either the receiving or sending office. When the request for
transfer is made, the transferring service worker reviews the
service record for completeness. All documentation and recording
must be current. However, the service record is not held for more
than five working days after the request is made. Additional
material is forwarded to the receiving office at a later date.

The service worker notes in the record what material will be sent
later.

2. If the department purchases a service for this client and the
provider or payee does not change as a result of the transfer, the
transferring service worker does not terminate payment on the DSHS
14-159. See the SSPS Manual.

3. If the provider or payee changes, the service worker terminates
payment on the DSHS 14-159 prior to the transfer out to the new
DCFS office. (See the [SSPS Manual].)

4, If the client receives no purchased services, the sending service
worker terminates all services on the DSHS 14-159 and submits it
as a regular termination. The receiving worker then submits a new
authorization to open services.

.15 RANDOM MOMENT TIME STUDY INSTRUCTIONS

Introduction

The Random Moment Time Sample (RMTS) is used to generate statistically
valid statewide estimates of various activities performed by Division of
Children and Family Services (DCFS) staff which are federally and state
funded. The sampling procedure is designed to satisfy federal financial
participation requirements for claiming matching funds for social
service staff salaries and benefits and provide an aud1t trail for the
State Auditors.

Data from the samples is computer processed and a monthly report is
produced. This report is used to estimate the proportion of total
service worker time devoted to each federally matchable-and state
program activity. These calculations are used to claim federal
reimbursement under Titles IV-E, IV-B, XIX, and XX of the Social

" Security Act.

DCFS
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DCES

The RMTS sample will be conducted by headquarters data compilers who

will contact social workers by telephone to gather the necessary

case/program information. In the event that the social worker is

unavailable for the phone, the data compiler will fax an RMTS contact

Tog to the local RMTS coordinator who will leave it at the workers work

station. After the worker completes the contact log, it will be faxed

to state office by the RMTS coordinator. The contact logs indicating

case specific activities will be drop filed in the specific case record

by the RMTS coordinator. A copy of all completed contact logs will be -
maintained in chronological order by the RMTS coordinator. '

Each service worker is contacted several times each quarter about
his/her activities at that moment according to RMTS definitions of the
activities. Coordinators submit and update lists of workers
participating in this study and assure follow-up activities as needed.

Participants , l

A11 DCFS service workers participate in the time study. Adoption
Program Managers, at state office, are also included in the time study.
Students, interns, homemakers, clerical staff, intermittent staff, after
hour staff, weekend staff are excluded from the RMTS as are Community
Resource Coordinators, etc., Social Workers 4 (supervisors), Service
Delivery Coordinators, and other management staff. However, the federal

reimbursement for their salaries and benefits are based on data from the
RMTS.

State Office Responsibilities

1. The RMTS data compiler shall be responsible for the following
actions:

a. Every quarter the compiler generates an RMTS contact list
for each work day of the quarter. The contact list has
three variables:

- Random Starting Time
- Random Interval Time
- Random Employee List

b. Complete the telephone samples at the random moments. The
data compiler shall gather the following information from
the social worker or RMTS coordinator.

(1) Status of worker:
- on the job
- on work break
- position vacant

- on job rotation or temporary assignment
elsewhere

(2) If on the job, the compiler informs the worker that an
RMTS sample is being made.
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(3) The compiléer asks the worker for the codé best
describing the worker activity at that moment. If a
case specific activity is reported, the compiler asks
the worker for the following information: '

' - case number
5 - - case name ,
- SSPS code (primary ptacément payment code)
- specific activity (brief)

c. The compiler completes the contact log with the information ’
reported by the worker, enters it into the database, and
mails a copy to the RMTS coordinator. |

, |

d. If a worker is unavailable for phone contact, the compiler
contacts the RMTS coordinator to determine thé worker’s
status. If the worker is on the job, or if the RMTS
coordinator cannot determine the workers status, the
compiler faxes a contact log to the RMTS coordinator for
completion by the worker (see page 25, D-5).

e. The compiler logs uncompleted contacts and follows up with
the RMTS coordinators to ensure that contact logs are
returned in a timely manner.

13

f. On a monthly and quarterly basis, the compiler generates a
l survey data summary.

g. The compiler updates the service worker list as worker
employment status changes are reported by the regional
administrator or RMTS coordinator. The compiler checks the
service worker 1ist quarterly against the central payroll
registry assuring that all workers who should be time

l studied remain in the sample.

D. Region Responsibilities

1. A regional administrator shall appoint RMTS coordinators for each
field office. Ordinarily this is a clerical position assignment.
Social workers, or any DCFS staff person who may be observed as
part of the time study cannot be a coordinator.

2. A regional administrator shall be responsible for reporting any
changes in social service staff or RMTS coordinators to the RMTS
data compiler at:

Federal Funding Unit
Attention: RMTS Data Compiler
Mail Stop: 0B-41

FAX: 753-0727
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OCFS

I

Casework supervisors shall be responsible for training social
workers on the RMTS System - The supervisor ensures that the
workers, especially new workers, are trained in the RMTS system
and knowledgeable of the RMTS code definitions. The state office
RMTS staff is also available to provide consultation and training

“to workers upon the supervisor’s request.

The social worker shall be responsible for the following actions
upon contact:

a. Report the appropriate code from the‘DCFS social worker
activity code descriptions attached.

b. Report the case number, case name, specific activity and
primary SSPS placement payment code if the activity is case
specific.

The social worker shall be responsible for the following action if
unavailable when a RMTS telephone contact is attempted.

Upon return to the workstation, the worker completes the-RMTS
contact Tog and promptly returns it to the RMTS coordinator. The
RMTS coordinator returns the contact log to state office (see page

26 7 b). The contact must be received by state office within 72
hours of the sample time.

The RMTS coordinator shall be responsible for the following
actions:

a. Receive the data compiler’s phone contacts for workers not
at their work stations. Determine and report social worker
status (as information is available).

b. If the worker status is on the job, but unavailable to the
phone or worker status information is not readily available
the RMTS coordinator will be sent an RMTS contact log for
distribution and completion (see page 26 7 a-d).

c. Rec$ive completed contact logs from state office, by fax or
mail.

d. Maintain a file for all completed RMTS contact logs. File

the RMTS contact logs in chronological order by date of
contact.

e. " Copy and drop file the completed RMTS contact logs into the

specific case records for logs indicating case specific
activity.

f. Notify the state office data compiler of any change in the
employment status or contact telephone number of a worker

participating in the RMTS survey within five working days of
the change.
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7., The.RMTS coordinator. shall be, responsible for, the, following;

actions if the social worker is unavailable or worker status is.
not readily available, upon. contact:,

q.A Deliver the faxed contact log to the.wgnkef‘s;wgnk station.

b. Return the completed log to‘state‘offiqg by; fax. or telephone
the. sample results to state office within. 72 hours of; the.
sampie time. _ _

c. File the completed log in the field office. RMTS. file.

d. File a copy'of the completed log in the case, record, if; case.
specific activity is indicated.

Random qugn} Time Study Codes

Code A - Substitute Care Related Activity

Code B - Child Support Enforcement

Code C - IV-E Eligibility Determination

Code D - Training

Code E - Court Related Activity

Code F - Case Management and Administration of. Placement:
Prevention Services

Code G - Targeted Case Management -
Foster Care/Adoption Support

Code H - Administration of Adoption Support Programs

Code 1 - Therapeutic Counseling and Treatment

Code J - Investigation of Reports of Abuse and Neglect

Code K - Other Service Activity

Code L - Non-program Related Activity

Approach tovCateqorizinq the RMTS Activities

When an RMTS observation is requested, DCFS social workers report to the.
data compiler the activity code which best describes their activities, at.
the moment of the contact.

If the activity is not specific to a child, choose from Codes. A, D, H, K
or L; if the activity is specific to a child choose from Codes. B, C, E,
F, G, I, J on the definitions for the codes and child’s status.

Random Moment Time Study Definitions

Code A. - Substitute Care Related Activity

The worker uses this code when engaged in the general adminjétrqtiqn;of“
the department’s full spectrum of out of home care program. This
category covers those activities that are not child specific.

VEXamp]eS include:
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1. Public information about foster care, recéiving care and other
placement programs.
2. Recruitment, training, completing a home study, and licensing of
foster care receiving homes.
3. Planning and paperwork contributing to the above activities.
4, Travel associated with the above activities.

DCFS

Code B. - Child Support Enforcement

The worker uses code B when the activity is related to gaining or
collecting support from parents of children in foster care. This
includes assistance or collateral or written contacts with the Office of
Support Enforcement. Included are any actions directed toward gathering
financial data from clients for support purposes.

Code C. - IV-E Eligibility Determination

The worker uses code C when performing an activity contributing to the
determination of a child’s eligibility for the Title IV-E Foster Care or
Title IV-E Adoption Support funds. The following are examples of
Eligibility Determination activities:

1. Collecting information from family or others which is used in the
determination, e.g., income, parental whereabouts, resources,
social security numbers, birth certificates, family living

arrangements.
2. Verifying the information above.
3. Filling out and processing eligibility forms.
4, Querying systems, records, and contacts with financial and other

staff to determine AFDC status.
5. Redetermining Title IV-E eligibility.

6. Preparing for and participating in all fair hearings and appeals
related to IV-E eligibility.

Code D. - Training

The' worker uses code D when:

1. Engaged in (or preparing for) training, either as a trainer of
other department staff, or as a trainee; and

2. The training subject is the development of skills utilized in the
department’s FRS, CWS, CPS, Day Care, or Adoption programs.
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-This includes the Child Welfare Training Academy, HRD training programs,

DCES,

conférences and training in unit meetings provided by supervisors or
State Office Program Managers. '

“"Code E. < Court Related Activity for Placement

The worker uses code E when engaged in any court activity related to
placement, including preparing for or participating in a judicial
proceeding. Examples of activities fitting this code are:

1. Preparing a report for court recommending child for placement or
removal.
2.1' Preparing a petition or making the determination to file a

petition seeking custody of a child.

3. A court appearance where the department seeks placement of a
child, or the foster care status of a child is reviewed.

4. Documenting for the court that the department has made a
reasonable effort to prevent placement.

5. " Working with the Assistant Attorney General (AAG) or prosecutor in

preparing a case for court. :

6. Documenting for the court that continuation in the home is
contrary to the welfare of a child.

7. Travel associated with the above activities.

Code F. - Case Management qnd Administration of Placement Prevention
Services

The worker uses code F when engaged in case management of administrative
activities directed toward preventing the placement of children in
foster care. A child is considered a placement prevention case if:

1. The primary CPS, FRS or CWS case plan recording indicates that
without services a child is a candidate for an out of home
placement, or :

2. A CPS referral has been received regarding the child, or
3. For FRS services, the case plan states that FRS Phase 2

counseling, homebuilders, or other services are authorized to
prevent an out-of-home placement, or

T4 A petition or court order is obtained indicating a need for

placement, or

T.‘5;'.. , <A child is in the first six months period following the child’s

return home from substitute care and the department seeks to
prevent a return to placement.
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Examples of Case Management and Administration of Placement Prevention
Services are: ‘

1. Case plan development.

2. Contacts and communications with parents, children, and service
providers regarding the status of the case, the child or family
needs, and progress in meeting case plans and goals.

3. Referral to other services for placement prevention.

4, Arranging for the provision of preventive services.

5. Completing Risk Assessment Summary Forms -for children remaining in
their own homes.

6. Post placement follow-up activities within‘the first six months,
or longer, with supervisory approval, of the child’s return home.

7.  Case conferences.
8.  Routine supervisory contacts and consultations.

9. Public information for protecting children via placement
prevention services.

10.  Planning and paperwork contributing to the above activities.
11.  Travel associated with the above activities.

Code G. - Targeted Case Management - Foster Care/Adoption Support

The worker uses code G when engaged in activities aimed at assisting
children in substitute care or receiving adoption support and their
caretakers or families to develop and follow through with case plans
designed to enable a child and caretakers/family to utilize medical,
educational and social services necessary for maintaining the child’s
physical, psychological and developmental health.

Examples of Targeted Case Management:

1. Developing, monitoring, and updating of the case plan, including

maintaining the case file and completing Risk Assessment Summary
Forms for children in placement.

2. Case conferences related to planning for the provision of services

necessary for maximizing a child’s health and development.
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‘10.

11.

12.
13.

. ..Contacts and communications with parents, children and service
" ;providers about.the status of a case, child or family’s needs, and

progress in meeting the case plan and goals.

Referral-and/or arrangements made for medical/health services or
evaluations. This includes mental health services. :

Liaison with medical providers, inc]uding.mentaﬂ‘heaTth;phoviders,
Development of health plans.

Assistanée in implementing health régimens.

Personal care assessments.

Case and administrative reviews. (These include a review of a
child’s medical history.)

Gathering medical and educational data during the process of
freeing a child for adoption for the purpose of providing adoptive
parents with a record so that continuity of a child’s health plan
can be sustained.

Completion of adoption support annual reviews. (These include a
review of a child’s medical needs for the purpose of future
planning.) :

Planning and paperwork contributing to the above activities.

Travel associated with the above activities.

Code H, - Administration of Adoption Support Program

(For State Office Staff Use Only)

The worker use this code when engaged in activities related to ‘the
administration of the department’s Adoption Support Program other than

targeted case management services provided by DCFS staff to children and
their adoptive families who are recipients of adoption support.

Examples of Code H are:

1.

(3,

DCFS

'

4 Designing training regarding adoption support program for socia}

workers in the field.

Interpreting and/or re-writing manuals, WACs, RCWs and fédera]
regulations relating to adoption program.

Providing public information about adoption program.

Providing adoption program education for legislature.

“Serving on adoption related committees, task forces, etc.
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6. Budget planning.

7. Planning and paperwork contributing to the above activities.

8. Travel associated with the above activities.

Code I. - Therapeutic Counseling and Treatment

The worker uses code I when providing treatment and counseling in order
to ameliorate or remedy personal problems, behaviors, or home
conditions.

Code J. - Investigation of Abuse and Neqlect Reports

The worker uses code J when receiving or investigating a report of abuse
or neglect. This includes public information related to CPS reporting
and investigations.

When using this code, the worker should be careful to differentiate this
activity from activities which are more appropriate under codes E or F.

Code K. - Other Service Activity

The worker uses code K when engaged in a program or service activity not
fitting any of the codes above. Examples are FRS intake, day care
Ticensing, or parent participation day care activities, adoption home
studies, preparation for adoption orientations, etc.

Code L. - Non-program Related Activity

The worker uses code L when the worker is:

1. On a job rotation to some other unit.

2. At Tunch or on break.

3. On any type of leave or not scheduled to work that day.

4. Or when performing work unrelated to a specific department service
program. Example activities are:

a. Reviewing office procedures,
b. Performance appraisal/employee evaluation participation, and

c. Attending a training course on stress management .
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CONTACT LOG

DIVISION OF CHILDREN AND FAMILY SERVICES
DEPARTMENT OF SOCIAL AND HEALTH SERVICES

CONTACT LOG
SECTION I: A Sample Time:
B. Sample Date:
C. Position Number:
D. Worker Name:
E. Worker Phone:
F. Coordinator Name:
G. Coordinator Phone:
SECTION 1i: A Worker status at moment of sample (check one box only).
. 1. On the job D'
2 On work break
3 On leave (8]
4 On job rotation 0
S. Position vacant o
i Note: if you checked a box other than ‘On the Job® skip the following sections, enter your
name at the bottom of this page and retumn to the RMTS Coordnnator ’
SECTION il A 1t worker status is *On the job* from Section Il complete this section. Use RMTS
’ definitions to determine activity code best describing activity.
i Activity Code:
From AMTS Activity Code Summary Sheet
SECTION V. if working on a specific case (Activity Codes B, C, E, F, G, |, J) complete this saction.
Case Number:
Case Name:
SSPS Payment Code (primary):
Explain Activity:
Completed by:
(initials)

FOR STATE OFFICE USE ONLY
COMPLETED BY TELEPHONE CONTACT

__ COMPLETED BY FAX:
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02.16 SOCIAL SERVICE MONITORING AND VALIDATION SYSTEM

A.

DCFS

DCFS supervisors monitor services and expenditures authorized by their

staff. The Social Service Reading Schedule, DSHS 15-164(X), is used t
document :

1. Mandated services are authorized, provided, and closed in a time
manner.

An adequate needs assessment is made.

Department policies and procedures are followed.
Eiigibi]ity and funding sources are correctly determined.
Appropriate permanency planning is done.

Case documentation is completed.

~N OO O AW N

Correct output and management information can be created from th
services authorized.

The supervisor reads a minimum of three records per month per service
worker. Records are selected in a manner ensuring an unbiased cross
section is reviewed over a period of a few months.

Supervisors retain copies of all completed reading schedules for a
minimum of six months for use in preparing service worker performance
appraisals. Schedules are stored in a manner assuring the privacy of
the service worker.

See [Chapter 99] for instructions in form completion.

DCFS program managers monitor statewide programs. The eligibility of
social §/Rs is validated. In addition to an eligibility validation
process, the social service program managers review a random sampling
service records, assessing quality of narrative recording and
completeness of service records (e.g., required forms).

SO staff on a state office designed schedule determine compliance with
statewide program standards, policies, and procedures by reading a
random sample of social service records in each DCFS office.

OCFS program managers identify: service delivery system problems
requiring corrective actions; staff training needs; and operating
manuals needing revisions.

0

1y

e
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM S 02.17

02.17 PAYMENT OF FEES FOR VITAL STATISTICS

A. When it is necessary to pay advance fees to vital statistics agencies in
other states for records of birth, death,]marriage;»etc., the service
worker: '

1. Verifies the amount of fee required for the information needed and
obtains the address of the state vital statistics agency. The
Disbursements Section of the Office of Accounting Services has a
catalog of state vital statistic agencies in the event the address
or fee amount are unknown. '

2. Prepares a letter in duplicate to the agency for the designee’s
signature indicating:

a. The type of record/information requested.

b. The name and case number (if applicable) of the party for
whom the record is requested.

C. The DCFS (or CSO) address to which the record is méiledu

B. The DCFS supervisor/designee signs and forwards both copies of the
letter, along with a memorandum requesting a check be issued for the
appropriate fee, to:

Department of Social and Health Services
Supervisor, Disbursements Section

Attn: Administrative Revolving Fund

MS OB-24B

Olympia, Washington 98504

C.  Disbursements staff: ]
1. Issues a check on the DSHS Administrative Revb]ving Fund and mails

it with the requesting letter to the vital statistics agency
indicated.

2. Returns the copy of letter to the originator notifying them the
request has been forwarded to the vital statistics agency.

02.19 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS _

A. Affidavit of Lost or Destroyed Warrant, DSES 09-013(X), is the proper
form for requesting replacement of a vendor warrant. The top half of
this form is completed in duplicate. When completed, signed by the
vendor, and notarized, the original of the Affidavit is returned to
Disbursements. See [Manual E, Chapter 31].
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.19 (cont.)

The copy of the affidavit is kept in the social service record attached
to the copy of the original payment authorization document (DSHS
14-154/159).

The Disbursements Office staff checks with the State Treasurer’s Office
finding if the warrant is outstanding. The replacement process takes
from one to two months. If staff finds that the warrant has been
cashed, then investigation is necessary before reissuing a warrant.

DCFS offices are not authorized to initiate another voucher. DCFS
offices ensure only the proper affidavit is completed and submitted to
disbursements. '

This procedure applies to all vendor payments, including foster home
vouchers, day care vouchers, and special one-time payments for "L™
program chore services, administrative payments, etc. ‘

02.99 REQUIRED FORMS

Seé [Chapter 99], General Forms, for instructions on these forms:

DCFS

Sefvice Episode Record, DSHS 02-305(X)

DCFS - Random Moment Time Sample Observation form, DSHS 04-315
DCFS - Random Moment Time Study Follow-up form, DSHS 04-315A
Social Services Reading Schedule, DSHS 14-164(X)
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CHAPTER 02 - - SOCIAL SERVICE DELIVERY SYSTEM | . 02.00

02.00 INTRODUCTION

This chapter describes the framework within which the Division of Family and
Children Services (DCFS) delivers social services to eligible clients. The
system is made up of several interdependent parts -- people, procedures, and
paper. The system organizes the operations and resources (people, paper, -
etc.) in about the same way across the state so that clients and workers know
what to expect from one DCFS office to another.

Standardizétion of policy and procedures permits equal treatment regardless of

geographical location and permits a fairer method of measuring workloads and
performances. It is extremely difficult to develop equitable workload
standards without standardized forms and procedures. Workload standards are
- essential for documenting the need for and use of social service staff.

02.01 SOCIAL SERVICE DELIVERY

A. Social services delivered by DCFS is goal-oriented, time-limited and
' with specifically defined outcomes. Both staff and clients are
knowledgeable of the goals and objectives of the service(s) provided.
Unmet goals and objectives which are not achieved or only partially
achieved. are acknowledged. ' '

B. Services are provided in response to identified need and within _
department priorities. Services are provided directly by the department
or by purchase from the private sector. A1l appropriate methods of
service delivery are utilized. The emphasis is on methods enabling the
client to manage their situation with appropriate independence and with
the least restrictive alternatives available. Services provided are
coordinated with co-existing community agencies and systems, such as
crisis clinics, schools, and health care organizations.

C. The department maintains the capacity to respond on a 24-hour basis to
requests for short-term crisis intervention services and protective

services.

02.02 DCFS OFFICE ORGANIZATION

A. A1l social service workers are responsible for determining eligibility,
authorizing needed services and developing and implementing the Service
Plan for cases assigned to them. Implementing the plan may include any
combination of: ‘

1. Direct provision of service;

2. Arranging for purchased services;

3. Referral to, or collaboration with, peers in other service units;
and '
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.02 (cont.)

DCFS
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4, Referral to, or collaboration with, non-DCFS service providers/
community agencies. -

Service workers authorize and provide or arrange for:

1. Child Protective Services (CPS) : Chapter 26
Fémi]y Reconci]iation‘Services’(FRS) " Chapter 24
Juvenile Court Process _ Chapter 23
Interstate Compact P]aéement Services Chapter 30
Day Care Services for>Children ~ Chapter 28
Child Foster Family Services Chapter 32

7. Private Agency/Child Grbup'Care Services Chapter 34
Crisis Residential Center (CRC) Chapter 31

9. Adoption Services ‘ ' Chapter 36

10.  Health Support Services ‘ . Chapter 48

11. Information and Refgrra] Services (I & R) Chapter 20

12.  Volunteer Services Chapter 62

After assessing the qualifications of staff and the complexity and
volume of service requests, the DCFS social service supervisor or their
superiors may designate specialists or a specialized unit. Functional
specialists may be designated based upon the nature and volume of the
service or the special expertise of the individual worker (e.g.,

~intake/assessment specialist). However, the need to adopt this

alternative must be carefully assessed because the goal is for clients
to see as few workers as possible. , .

For example, after the investigation phase, CPS workers should be able
to authorize, provide, or arrange for other services (e.g., day care)
which stabilizes or strengthens the family while the children are still
at home. Designating intake specialists guarantees that some clients
are contacted by a second (continuing) service worker. The goal is to
reduce intra-DCFS case transfers and reduce fragmentation in service
delivery to families. :

The expectation that service workers authorize, provide, or arrange for

multiple services does not ignore the fact that there are different
levels of work assigned.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM 02.02.(c0nt.)

Supervisors must take the time to make appropriate worker to client

assignments based on their judgment of the difficulty of the case and of
the capabilities of the service workers in their unit.

Service workers vary in skill and experience and are not
interchangeable. Therefore, the random assignment of workload based.on
rotating intake worker can result in inequitable workload distribution,
frustrated clients (shuttled among DCFS staff), and unachieved -
objectives.

02.03 RECEPTION/INTAKE AND ASSESSMENT
A. . Initial Contact/Reception

1.

A client may come into contact with the agency through a variety
of means. The staff worker having the initial contact is
responsible for ensuring the client is referred to, and the
referral acknowledged by, the appropriate service unit. The DCFS
office supervisor ensures social service staff and clerical
workers are advised of specific procedures for referral to the
appropriate social service unit.

Generally, the reception functions are performed by clerical
staff. The receptionist identifies the category of service
requested and immediately refers the person to the appropriate
service unit. Clients who are obviously in a state of crisis or
who request emergency services are seen by a social service worker
as soon as possible. A1l social service workers are responsible
for providing information and referral services.

The intent of the service delivery model is to move the client
through each step of the process as smoothly as possible. The
client contacts as few staff workers as possible.

B. Intake and Assessment

1.

DCFS

A11 social service workers. determine service eligibility, needs )
assessment and information and referral functions. If the client

is not e]1g1b1e or if the services requested are not available,

the service worker refers the client to other agency or community

resources.

For program eligibility/intake and assessment procedures see the
specific program/service chapters.
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CHAPTER 02 - - SOCIAL SERVICE DELIVERY SYSTEM - 02.03 (cont.)

- 3. Based on the size of the office and the volume of urgent service

requests, the DCFS office supervisor may decide to designate
individual workers as intake specialists. These individuals do
not carry ongoing service caseloads but may provide short-term
crisis intervention services. The need for quick response is
weighed against the effect (on clients) of transferring cases to
other workers for ongoing services. Avoid the latter when
practical. : ‘

4. = Intake/assessment specialists or others performing this function
are prepared to:

a. Take complaints on alleged abuse, neg]ect, or exp]oitation
of individuals;

b. - Screen referrals for out-of-home placement determining if -
they are appropriate for action;

C. Arrange for emergency out-of-home placements as appropriate;
d. . Provide short-term crisis intervention, FRS, or CPS.

5. Rotating the intake and assessment assignment among all service
_workers in a section (excluding trainees) does not and should not
dictate random assignment of workers to clients. Social service
supervisors shall evaluate the facts and assign workers to clients
based on the workers’ skills and experience as well as workload.

02.04 CASE ASSIGNMENT

A.

The receptionist refers clients to the section/unit serving the target
population to which the client belongs or to the intake/assessment
specialist. Refer obvious CPS investigations and requests for ongoing
or long-term services directly from reception to the appropriate service
unit. -

Supervisors assign service workers to clients by the appropriate
differential use of staff.

The same service worker performs intake, service planning, and service
delivery activities for a primary recipient whenever possible. If more
than one service worker is involved, one service worker is assigned
primary responsibility for case management. '

Whenever possible, assign clients returning'for additional services to
their original service worker. Exceptions to this policy include:

1. Referrals for protective services;
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM ‘ 02.04 (cont.)

E.

2. Clients no Tonger in the target population served by the initial
service worker;

3. C11ent/worker requests and their supervisor agrees to a change
based on a personality conflict; or '

4. The service worker’s workload is too large to permit an adequate

and timely service response.

Requesting Existing/New Social Service Records

1.

The social service worker requests a new or any ex1st1ng social

‘service record and file clearance by completing DSHS 02-128(X),

Application, Registration and Control, and routes it to Master
File or the des1gnated c]er1ca1 staff. Requests specify names and

- birth dates.

If Master File (clerical staff) responds that no service record
exists, the worker obtains a case number and a file folder
(record) is established (see [Section 02.12]).

02.05 SOCIAL SERVICE PLANNING

L I

DCFS

No service (other than I&R) is provided without the develbpmeht of a
Service Plan. The service worker assigned to the case has the full
responsibility for all parts of the service plan which are:

1.

Assessment of Need

The service worker assures that the c11ent s service needs are
c]ear]y stated and are understood by both the client and the
service worker

Availability of Services

‘The service worker determines if agency services are available to

meet the client’s need. If agency services are not available, the
service worker offers to refer the client to an agency, community,
or volunteer resource. The client may accept or reject the offer
of referral. For cases where a social service record already
exists, the nonavailability of services 1s documented on DSHS
02-305(X), Service Episode Record

Plan of Action

a. Problems as perceived by the client are explored and
clarified in the initial interview. Then the client and the
service worker mutually develop a plan of act1on--who will:
do what and when.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM : 02.05 (cont.)

b. The plan includes specific objectives and describes the
steps taken to alleviate the problem or meet the need
identified.

c. The client and service worker must arrive at some agreement
about the frequency of their contact and the duration of the
service(s). (See the following service chapters for
specific program procedures and expectations.)

B. Service plans are developed within the time frames outlined in the
service chapter. Workers develop mandatory service plans (CPS, etc.)
with the knowledge of the clients. Record the service plan on DSHS
02-305(X), Service Episode Record (SER).

C. A service episode is defined as the time-limited delivery of a variable
number of services achieving a stated goal or outcome. A service plan
is developed with certain tasks to be completed (by the client and the
worker) within that given time frame. This planned time limited service
episode is recorded on the SER..

D. Where there is a major change from the stated goals of the service plan,
worker enters a new service episode and new narrative recording.
Changes in the time allowed to complete tasks or changes in the number
of tasks to be completed (as long as the goal doesn’t change) do not
constitute a new service episode.

The worker develops a new service plan at any point in a service
episode. In all instances, the current plan is evaluated and a
disposition of the previously planned action recorded on the DSHS SER.

E. The worker renews the service plan according to specific eligibility and
program requirements noted in the program or service [Chapters 06-99].
The SER includes other information required by programs or services.
Narrative recording requirements are described in [Section 02.11] and in
the instructions to the SER described in [Chapter 99] General Forms.

. 02.06 CONTINUING SOCIAL SERVICES

A.  Continuing social services are defined as all social services delivered
by DCFS staff which are not emergent or short-term crisis intervention
services. Generally, continuing ongoing or lTong-term services are those
requiring more than three work days to complete.

B. Delivered services comply with program standards and procedures
indicated in each of the program/service chapters. (See [Chapters 05
through 62].)

O
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02.07 CASE CONSULTATION

A. In order to avoid the transfer of active cases within DCFS offices,
service workers may consult with one another about difficult or
unfamiliar functions. For example, if a service need arises which is
not usually part of the assigned service worker’s functions, the service
worker may discuss the service need and appropriate action with service
workers who frequently provide that service.

B. After such consultation, the assigned service worker decides to provide . '
the service, request supervisory approval to transfer the case, or ‘ ' }
request the continued assistance of the consulting service worker.

C. - During the consultation process, the assigned service worker maintains
all direct contact with the client. Case consultation does not replace
supervision. Case consultation is a process for utilizing peer
expertise and shall be used as needed and w1th the knowledge of the
supervisor.

D. DCFS staff may also reach an agreement to consult with noh-DCFS DSHS
service workers in their community such as Developmental Disabilities,
Vocational Rehabilitation, and Juvenile Parole service staff.

02.08 DENIAL REdUCTION TERMINATION OF SERVICE

A. Denial
1. Social services are not provided to persons who do not meet

applicable program eligibility criteria. These criteria are
described in each program chapter. - :

2. Service workers make social service eligibility determinations
based on situational or behavioral criteria by completing the
Social Services Intake, DSHS 04-114(X); and the DSHS Fam11y Face
Sheet, DSHS 14-024(X). The program e11g1b111ty criteria is
descr1bed in each service chapter.

~ B. ReductionZTerminatipn

1. Once the client and the service worker have mutually developed a

' time-1imited service plan, the service worker attempts to keep
within that time frame. Time frames and response standards are’
described in each service chapter.

2. The amount of service pufchased or provided to a client by the
department may be reduced or terminated:

a. At the client’s request (nonmandatory services).

Y ' b. When the service worker determ1nes that a 1eve1 of service
" is no longer necessary or appropriate.
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02.09

A.

DCFS

c. When needed and authorized services are reduced or
terminated because of program funding cutbacks.

3. Whenever possible, the service worker terminates services through
mutual negotiation with the client in an exit interview. The
service plan is evaluated with the client. Skill in conducting
the termination process is critical as it may seriously impact the
stability of goal or objective attainment.

4, The service worker enters on the SER the appropriate narrative
recording to evaluate the service plan and indicate case
disposition at the earliest possible time after contacting the
client. The service worker will also complete the Change of
Service ‘Authorization, DSHS 14-159, within two working days of the
termination contact. Timeliness in completing this form is
particularly important when a payment is involved.

5. The service worker reviews the service record for completeness
when all authorized services are terminated (including court data,
the SER and other required service forms). The service worker
sends it to their supervisor for review or to closed files clerk
per DCFS area office policy.

IR HEARING PROCESS

Applicants or recipients (A/Rs) of social services have a right to
appeal any action to deny, reduce, suspend or terminate social services
and may request a fair hearing. A/Rs may also request a fair hearing if
the A/R feels the department failed to act upon a request for service
within 30 days. Requests for a fair hearing are made in writing within
90 days of the notification of decision by the department to deny,
reduce, suspend or terminate services. (See [RCW 74.08.070 and WACs
388-08-002 and 388-15-030].)

A comparable right is also established in [RCW 74.15.130] for any
legally defined child welfare agency including a foster home or day care
home which believes its application for license was improperly denied,
suspended, or revoked or not renewed by the department.

The appellant in a fair hearing has the opportunity to present a :
grievance or case to the fair hearing examiner or seek the aid of others
such as legal counsel. Departmental staff shall not represent
appellants. ,

A fair hearing request may be withdrawn by the appellant at any time
prior to the date of the fair hearing.
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DCFS

When an A/R expresses dissatisfaction with an action or decision of the
department, the service worker will:

1. Explain the reasons for the action or decision in question,

including the facts upon which the decision is based.
2. Explain the criteria'for jnitiating the fair hearing process.
3. Inform A/Rs of their right to have counsel at a hearing.
4, Not coerce clients into applying for or withdrawing hearing
requests. IR

The service worker determines.whether the client’s expressed
dissatisfaction is intended to be a request for a fair hearing. If the
client does request a fair hearing, the service worker advises the
client to put the request in writing and submit it to the Office of .
Hearings, DSHS, P.0. Box 2465, Olympia, WA 98504, as soon as possible-
but within 90 days. « - .

If the client makes a verbal request for a fair hearing but does not
provide a written appeal at that time, the service worker notes in the
service record the date, the issue, and the client’s expressed intent.
The service worker also notifies the DCFS fair hearing coordinator of -
the client’s name, case number, and date of verbal request.

If the service worker receives a written request for a fair hearing, the

worker notes the date of the request in the SER and immediately forwards
the written request to the fair hearing coordinator or designee.

" If the client decides not to request a fair hearing, the service worker

notes the date in the SER, the topic of discussion, that the fair
hearing process has been explained, and the client’s decision.

The DCFS office field fair hearing coordinator or designee wills

1.  Present the DCFS case to the fair hearing examiner.

2. Be the contact person between the Office of Hearings and the DCFS.

3. Have overall responsibility and authority in reviewing the DCFS
case, including but not limited to: contacting workers involved
and/or their supervisor(s), notifying the DCFS witnesses who are
to be present at the hearing, reviewing what documents need to be
available to present the department’s case, etc.

4. Provide instruétions regarding‘fair hearing procedure.

5. Determine if the attendance of an Attorney General is needed.
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6. Notify the DCFS administrative secretary which supervisory unit
does the fair hearing report and also when hearings are withdrawn
and/or rescheduled.

7. Prepare the Fair Hearing Report, DSHS 09-354(X), upon receipt of
the fair hearing request and route a copy to the service worker.
The service worker files the copy in the service record. (See
[Chapter 99], General Forms, for a copy of this form and
instructions.)

02.10 SOCIAL SERVICE RECORDS

A. Purpose of Service Records

The purpose of social service records is to record essential information
concerning each individual for whom services are requested or provided
to document eligibility, to document progress toward service plan objec-
tives and to provide accountability for federal and state fund
expenditures (see [WAC 388-73-054]).

B. Service Documentation

Service workers maintain social service records for each person/family
receiving social services. Records provide the basic documentation for
federal and state audits of. services provided and funds spent [RCW
74.04.060]. State law requires records to be kept for services to
children (see [RCW 13.34.120, 13.50.010, -26.32.200, 26.36.20 and
74.13.133] and adults [RCW 74.08.545]). Adequate records must also be
maintained on licensed or approved vendors (providers) and for persons
?howapply ?nd are subsequently denied licensure or approval for service
RCW 74.15]. ‘ ‘

C. Service workers use social service records as tools to provide readily
: accessible information on the results achieved through the provision of
services and document activities for court reports and social summaries.

D. Except for brief information and referral contacts or other social
services of less than 30 minutes, the service worker opens a record and
completes the appropriate paperwork for each individual/family who
applies for and receives social services. Maintain records on all
persons or providers licensed or approved by the department. Persons or

- agencies from whom the department purchases services must also maintain
service records on service recipients (see [RCW 74.13.133]).

E. Service Record Required Contents

1. DCFS requires the service worker to document basic information in
a service record on the: '

a. Service Episode Record, DSHS 02-305(X) (Narrative
recording); .
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b. Social Service Intake, DSHS 04-114(X);
c. Family Face Sheet, DSHS 14-024(X);

d. Social Services Authorization, DSHS 14-154(X) (service,
objectives, payment rates, client data);

e. Chahge of Service Authorization, DSHS 14-159 (turnaround
document);

f. ‘Referral to Financial Services for Child in Placement, DSHS
14-226(X); and

g. Child Placement and Legal History, DSHS 15-192(X).

Instructions for the completion and use of these forms are
detailed in the [Social Service Payment System Manual], and
[Chapter 99] General Forms.

The.record contains proof that the person was eligible and that
eligibility was determined. A copy of DSHS 04-114(X) or DSHS 14-
024(X) provides documentation. , .

The record indicates which services are provided and if services
are agency provided (direct service) or vendor provided (purchased
service). Enter this information on the DSHS 14-154(X)/159 by use
of the appropriate service codes. (See [Social Service Payment
System Manual, Appendix C.])

The record contains an service p1aﬁ. Document service plans and
objectives on the DSHS 14-154(X), which has service and objective
codes, and the DSHS 15-209, ISP. : : '

02.11 NARRATIVE RECORDINGS

A.

DCFS

ft is important that entries on the SER be legible. Use appropriate
headings and address all of the following components:

1.

Identified Problem(s) (IP

A clear statement of the problem or identified needs.

~Narrative (NARR)

Information adequate for probable future uses of the record
include:
(a) Dates of client contact;

(b) A brief description of specific events and observable acts
whi;h have importance;
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DCFS

(c) Additions of changes to the plan;

(d) Names and addresses of referrals and others involved in
providing services; and ‘

(e) Any Supporting data needed for court activity.
When more than one worker provides services to the same

individual/family, both workers enter a recording or coordinate a
summary. ' .

Evaluation (EVAL)

~ An evaluation of the service plan with a statement of the outcome.

This statement relates back to the identified problem and
indicates whether the objectives of the service are achieved. The
summary indicates what factors influence the outcome of the
service plan and summarize major events in the course of service
delivery. Make it brief, about one page or less.

Disposition (DISP)

A statement of action and future plans, i.e., whether the case is
to be closed completely or continued for the same or different
services with a notation of why this is the plan for the client.

Narrative Recording - Completeness and Accuracy

1.

Most narrative recofding is done on the SER; however, other
required service recording or data forms and samples are shown in
[Chapter 99] Forms.

Records contain statements of fact. Service workers make

nonjudgmental entries. If wishing to record opinions or personal
inferences, label them clearly as opinion or judgment of the
situation. :

Brief phrases describing key points are used whenever possible.

The worker responsible for providing a service writes the needed
record narrative. Supervisors assure necessary recording is
completed including accurate completion of the DSHS 14-154(X) and
14-159 SSPS forms. ‘

The Tength and completeness of the narrative depends on the type
of service and probable future need for the record. Protective
and substitute care services require extensive recording to allow
preparation of reports to Juvenile Court (see [Chapter 23]). For
details about what program or service information (in addition to
that described above) is recorded in the service record, refer to
the service chapters [Chapters 05-40].
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM | 02.11 (cont.)

C.

02.12

Recording Requirements for Service Contractors (Purchased Services):

1. A11 social service contractors maintain records on each person
served. Providers having contracts authorizing their staff to
make eligibility determinations maintain records substant1at1ng
that e11g1b111ty decision.

2. Contractor'records contain an entry for each service given,
indicating how the service relates to the goals and objectives
stated in the contract.

3. Contractor records must contain copies of the. quarterly progress
reports prepared by the contractor and sent to the DCFS office,
depending on where the contract was negotiated.

4, Contractor maintains and stores records in a profess1ona1 manner -
meeting all requirements of DCFS service records.

5. Child- p]ac1ng agencies maintain adoption records with the
safeguards required for DCFS adoption records (see [Section
02.141).

6. For additional provider required documents or information, see the

appropriate service chapter (e.qg., [Chapter 34], Private Agency/
Child Group Care)

.12 SERVICE RECORD MAKE-UP AND MANAGEMENT

DCFS

A consistent format for the make-up of service records is essent1a1
because the record is:

1. A tool for the service worker to use during service delivery.

2. The official documentation of 511 actions related to fhe client.
3. Subject to being sobpoenaed into court.

Clerical staff builds the original service record, and assigns a case

number. DCFS office procedures for building, f111ng, storing, securing,
and .transferring social service records are consistent with Manual E and

the following guidelines.

A11 nonactive service records are maintained in a central file location
under clerical control (see [Manual E]). Active service records may be
Tocated with the assigned service worker. '
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM . 02.12 (cont.)

D. - Once a service record is made up, the service worker assigned to the
' case maintains the contents in the manner described below. When a
service record is ready for closure, the service worker reviews for both
completeness of information and conformity to the sequence described in
the next paragraph. (See [Chapters 36 and 38] for instructions on
closing adoption records.) :

E.  The service record contains four Separate-séctions placed in a folder
(but not attached to it) in the following order:

1. Section 1. Narrative Recording Section: This section‘contains

the current Social Service Application - Family Face Sheet, DSHS
04-114 or 14-024, and the Service Episode Record, DSHS 02-305(X).
“The Social Service Application and SERs are placed in this section
in chronological order with the most current social service
.application or Family Face Sheet on top. Slide fasteners are
inserted from front to back.

2. Section 2. Service Authorization/Payment Section: This section

contains all forms documenting eligibility or authorizing or
awarding services and service invoices. The Social Services
Authorization, DSHS 14-154(X); Change of Service Authorization,
DSHS 14-159; and Notice of Funding Category for Placement, DSHS
02-501, is placed in chronological order with the most current at
the front. Place the most recent DSHS 02-501 at the front or it
may be stapled to the inside left cover of the record. The most
current DSHS 14-159 should be Teft loose and not stapled. Insert
slide fasteners from back to front.

3. Section 3. Document Section. This section contains all medical
reports, program specific forms, other documents and
correspondence. Place in chronological order with the most
current at the front. Insert fasteners from back to front.

4. Section 4. Permanency Planning: Case files that have/have'had
services from DCFS from September 1985 have a fourth section which
contains: ‘

a. Child Placement and Legal History Sheet, DSHS 15-192(X).
File this sheet at the front of the section.

b. Legal/court documents (petitions/orders) relative to
: juvenile custody matters.

c. . Reports to the court for hearings.
d.  Voluntary Consent to Place, DSHS 09-004.

e. Periodic Review Report/ISP, DSHS 15-209s, relevant to
placement interventions.

f. Administrative Review conclusions report.
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CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM . 02.12 (cont.)

g. Other case review recommendat1bns such as LICWAC, Adoption -
Planning, etc., constituting a review of permanent p1ann1ng
activity.

"Place court orders in chronological order with the most current at .
. the front. Place the most recent court order at the front
Insert slide fasteners from back to front.

The service worker determines the need for a Volume II service record.

1. © The service worker requests in writing on the Record Transfer
Notice, DSHS 01-001(X), that a Volume II folder be created.

2. The clerical support person places all documents and forms that
are more than one year old (except the most recent court order) in
the Volume I service record in their original chronological order.
The ‘service worker requests exceptions to the one-year time frame
of the DCFS office supervisor or his designee in writing.

3. Unless it is being used, The service worker keeps the Volume I
- service record in the central file. If Volume II is filled again,
the purge process must be repeated, moving mater1a1 older than one
year into Volume I or create Volume III. .

Send any requests for combining or separat1ng service records to the
clerical support person for action. The file clerk or other designated
clerical support maintains the central file location (see [Manual E]).
No one, other than these designated persons, are permitted to remove or
replace records from central files. o

Purge all nonadoption social service records (all volumes) which have
been closed (i.e., no service authorizations open) for a minimum of one

‘year and which have no active financial service record (also closed for

one year) from central files and transfer to Records Reference Center,
Mailstop N 43-2, in Kent.

The Records Reference Center retains closed records for three (3) years. -
After being closed for a total of four (4) years, and due notice to the
DCFS office, the closed (inactive) service records are destroyed.

Closed adoptive records are sent directly to SO adoptions staff who
forward them to State Archives (see [Chapter 36]).

For procedures and forms requ1red to prepare, submit or retrieve records

from the Records Reference Center, see the [DSHS Records Management
Procedures Manual] (3/83).
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0

A.

DCFS

3 PRIVACY, SECURITY AND ACCURACY OF SOCIAL SERVICE RECORDS

Information in a social service record is confidential. In general,
confidential information is not released outside the department without
the knowledge and written consent of the client or guardian. In
instances where the department has an obligation to report or release
data, the client or guardian is advised of this requirement.

By law (Freedom of Information Act) clients with proper identification
have the right to look at their records if they request to do so. They
may also challenge the accuracy, completeness or relevance of
statements. Therefore, it is important to record factual statements and
to label opinion or hearsay if it is written in the service record.
Sources of CPS complaints remain anonymous and their names are purged
from the record prior to the client’s review.

Information in social service records must be complete and accurate and
can be shared only with authorized representatives of public or private
agencies having a legitimate need to be informed concerning clients whom
they are actively serving.

Records are available to DCFS staff members having an assigned respon-
sibility for the client or DSHS SO or DCFS staff who are engaged in
officially sanctioned and authorized research or program monitoring.

A1l material presented at a fair hearing is open to the examination of
the client and his/her representatives, even though such material would
ordinarily be considered confidential (see [WAC 388-08 and 388-09]).

Sharing Information Outside the Agency

1. For policy, forms and procedures used for release of records, see
the [DSHS Records Management Manual] (3/83) and [WAC 388-320].
The DSHS Records Manager is Troyce Warner, Office of
Administrative Regulations, OB-33H, Olympia, WA 98504.

2. The worker completes the following forms when processing requests
for information or records:

a. . Re?ue§t for Disclosure of Records, DSHS 17-041 (Revised
12/80).

b. Authorization to Disclose Personal Information, DSHS 17-063
(Revised 12/80).

c.  Denial of the Disclosure of Public Records, DSHS 17-062
(Revised 12/80).

3. Staff subpoenaed to appear in court do not take the social service
record unless it also is subpoenaed. If the record is subpoenaed,
the Assistant Attorney General assigned to that program area is
consulted in advance of the hearing (see [Chapter 23] Juvenile
Court Process and -[Chapter 32] Child Foster Family Care).
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DCFS

4. No individual is permitted to make a partial or complete list of
service recipient names or addresses, or amounts paid to any
person (vendor) out of DSHS offices. Social Service Payment
System reports (including DSHS 14-154s and 159s) are considered
confidential. » a

Adoption Records

The records of a child in preadoption placement or for whom adoption
preparations are being made, are confidential and not available for
dissemination. Before the Adoption Petition is filed, information may .
be released as from any other DSHS record. After the petition is filed,
information in the child’s record (except medical reports) may be
released only by written order of a Superior Court (see [RCW 26.32, WAC
388-70-480] and [Manual G, Chapter 36] Adoption Services). ‘ :

With respect to .the service records of children and youth who are under
the jurisdiction of the court, the requirements of the Washington State
Juvenile Justice Act of 1977 [RCW 13.04] shall be followed. -

1. Under this law, all agencies in the Juvenile Justice and Juvenile
Care Systems have access to social service records only when those
agencies are active in an investigation or providing service to a
client. For example, public/private agencies providing services

. to DSHS clients are privileged to information from DSHS records
and are subject to the requirements of the Taw.

2. Each agency providing services for DSHS clients are briefed on the
requirements of the law.and their responsibility for the security,
privacy and completeness of records. The office releasing the
information briefs the receiving agency on these requirements.

3. No duplicate records may be made if the whole record is requested.
It should be checked out with the requirement that it be returned.
The record is.reviewed in the DCFS office.

4, Supervisory personnel review service records for completeness and

accuracy before the information is released. Care and
documentation is employed in properly identifying the requestor of
the record. Birth records and/or statements by parent, guardian,
or custodian are sufficient verification of identity. The
department supplies no record which is not complete, i.e.,
contains no information on action taken to date on any incident,
even if that action is taken by another agency.

The service worker/supervisor complies with the requirements of [RCW
13.04.270 through 13.04.276 and WAC 388-70-700], regarding the
confidential sealing, accuracy, release to public, inquiry and .
challenge, transfer and destruction of juvenile custody and child care
records.
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A juvenile, their parents or their attorney, may make a written
request asking the department about the existence and content of
custody or care records. The inquiry provides the name of the
juvenile, the approximate date of the juvenile’s contact with the
department, the nature of the contact, the location of the
contact, and the purpose of the request.

The department makes written response to the inquiry within ten

- working days after receipt. The department gives priority to, and

expedites processing of, inquiries involving litigation. The
department provides to the juvenile, their parents, or attorney
making the inquiry, information regarding the location, nature,
and content of any records in the department’s possession. A
juvenile, their parents, or attorney, wishing to challenge the
information contained in the department records, notifies the
department in writing. The notification provides:

a. The name of the juvenile;

b. If the records are alleged to be inaccurate, a statement of
those portions alleged to be inaccurate; and

C. If the contained possession of the record is being
challenged, a statement as to the reason why the record
should be destroyed.

The department reviews the -notification of challenge to the record
and responds in writing within 30 calendar days. The response

“indicates the corrections which have been or will be made or

states the basis for denial of any requested corrections. If
appropriate, the department’s response also includes a statement
indicating whether the records have been destroyed or transferred

to another juvenile justice or child care agency.

The juvenile, their parents, or attorney are notified that if they
dispute the department’s response, they may seek an administrative
rev}ew of the department’s decision as provided in [Chapter 34.04
RCW]. :

02.14 CASE TRANSFER POLICIES

A.

DCFS

Case Transfer.

1.

Service workers make every effort to avoid transferring active
clients from one worker to another within the DCFS office.
Exceptions to this policy require supervisory approval. -
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" DCFS

When a transfer is necessary, the two service workers and the
client when possible consult about the reasons for the transfer
and responsibility for the continued service planning for the
client. The service worker documents their decisions/actions in
the service record. v - ‘

Appropriate reasons for transferring an active case from one
service worker to another include:

a. The client or worker requests a transfer based on-a
legitimate personality conflict. :

b. An evaluation by the supervisor and the service worker that
the service need extends beyond the knowledge or current
skill level of the assigned service worker.

c. Program guidelines reqdire the intervention of a different
service work function such as a referral to Child Protective
Services or Family Reconciliation Service.

d. The service worker transfers out of the section, DCFS
office, or terminates employment.

Transfer Process Within~DCFS Office for Active Cases

1.

The transferring service worker makes certain that the service
record is complete and all documentation is current. .

The transferring service worker discusses the case with the
receiving service worker, or if unavailable, the appropriate

service supervisor. The discussion determines which services will .

be terminated, when the transfer will occur and whether a joint
conference with the client is appropriate. If there is no change
in purchased services and no change in provider, payments are not
interrupted (i.e., Authorization Not Terminated, DSHS 14-159).
See the [Social Service Payment System Manual].

The trﬁnsferring worker comb]etes Records Transfer Notice, DSHS
01-001(X), attaches it to the service record, and forwards them to
the receiving service worker.

The receiving service worker reviews the service record and the
DSHS 01-001(X) for completeness and routes the DSHS 01-001(X) to -

~clerical support/master file/central file.

The-receiving service worker, within ten days, updates the current
DSHS 14-159 with the new worker ID, authorizes any new services,
and confirms the accuracy of any transferred services.

The receiving service worker reviews the service plan with the
client and makes any required changes on the Service Episode
Record, DSHS 02-305(X).
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Transfer Process Between DCFS Offices (closed cases)

Requests for transfers of closed cases is handled by clerical support.
The transfer-out is made within five working days of the receipt of the
request (see [Manual E]).

Transfer Process Between DCFS Offices (active cases)

1. The request for transfer of active cases may be initiated by

either the receiving or sending office. When the request for
transfer is made, the transferring service worker reviews the
service record for completeness. A1l documentation and recording
must be current. However, the service record is not held for more
than five working days after the request is made. Additional
material is forwarded to the receiving office at a later date.

The service worker notes in the record what material will be sent
later. '

2. If the department purchases a service for this client and the
provider or payee does not change as a result of the transfer, the
transferring service worker does not terminate payment on the DSHS
14-159. See the SSPS Manual.

3. If the provider or payee changes, the service worker terminates

payment on the DSHS 14-159 prior to the transfer out to the new
DCFS office. (See the [SSPS Manual].)

4. If the client receives no purchased services, the sending service
worker terminates all services on the DSHS 14-159 and submits it
as a regular termination. The receiving worker then submits a new
authorization to open services.

02.15 RANDOM MOMENT TIME STUDY INSTRUCTIONS

A.

DCFS

Introduction

The Random Moment Time Sample (RMTS) is used to generate statistically
valid statewide estimates of various activities performed by Division of

.Children and Family Services (DCFS) staff which are federally and state

funded. The sampling procedure is designed to satisfy federal financial
participation requirements for claiming matching funds for social
service staff salaries and benefits and provide audit documentation for
state or federal review .

Data from the samples is computer processed and a monthly report is
produced. This report is used to estimate the proportion of total
service worker time devoted to each federally matchable program
activity. These calculations are used to claim federal reimbursement
under Titles IV-A, IV-B, IV-E, XIX, and XX of the Social Security Act.
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The RMTS sample will be conducted by headquarters data compilers who
will contact social workers by telephone to gather the necessary .
case/program information. In the event that the social worker is

~ unavailable by phone, the data compiler will fax an RMTS contact log to
the Tocal RMTS coordinator who will leave it at the worker’s work
station. After the worker completes the contact log, it will be faxed
to headquarters by the RMTS coordinator. The contact logs indicating
case specific activities will be drop filed in the specific case record
by the RMTS coordinator. A copy of all completed contact logs will be
maintained in chronological order by the RMTS coordinator. The local
office shall be required to retain only the present and previous quarter
completed logs. '

Each service worker is contacted several times each quarter about
his/her activities at that moment according to RMTS definitions of the
activities. Coordinators submit and update lists of workers
participating in this study and assure follow-up activities as needed.

B. Particigants

A11 DCFS service workers participate in the time study. Adoption
Program Managers, at Headquarters, are also included in the time study.
Students, interns, homemakers, clerical staff, intermittent staff, after
hour staff, weekend staff are excluded from the RMTS as are Community

J Resource Coordinators, etc., Social Workers 4 (supervisors), Service
Delivery Coordinators, and other management staff. However, the federal
reimbursement for their salaries and benefits are based on data from the
RMTS. ' ‘

C. State Office Responsibilities

1. The RMTS data compiler shall be responsible for the following
- actions: '

a. Every'quarter the compiler generates an RMTS contact Tist
for each work.day of the quarter. The contact 1list has
three variables:

- Random Starting Time
- Random Interval Time
- Random Employee List

b. Complete the telephone samples at the random moments. The
data compiler shall gather the following information from
the social worker or RMTS coordinator. ‘ '

(1) Status of worker:

- on the job

- on work break

- position vacant '

- on job rotation or temporary assignment
elsewhere:
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DCFS

(2) If on the JOb the compiler informs the worker that an
' RMTS sample is being made.

(3) The compiler asks the worker for the code best
describing the worker activity at that moment. If a
case specific activity is reported, the compiler asks
the worker for the following 1nformat1on

- case number

case name

SSPS code (primary placement payment code)

legally free status of the child

specific activity (brief)

c.  The compiler completes the contact log with the information
reported by the worker, enters it into the database, and
mails a copy to the RMTS coordinator.

d. If a worker is unavailable for phone contact, the compiler
contacts the RMTS coordinator to determine the worker’s
status. If the worker is on the job, or if the RMTS
coordinator cannot determine the worker’s status, the
compiler faxes a contact log to the RMTS coordinator for
completion by the worker (see page 25, D-5).

e. The compiler logs uncompleted contacts and follows up with
the RMTS coordinators to ensure that contact logs are
returned in a timely manner.

f. On a monthly and quarterly basis, the compiler generates a
survey data summary.

g. The compi]er updates the service worker list as worker
employment status changes are reported by the regional
administrator or RMTS coordinator.

Region Responsibilities

1.

A regional administrator shall appo1nt RMTS coordinators for each
field office. Ordinarily this is a clerical position assignment.
Social workers, or any DCFS staff person who may be sampled as
part of the t1me study cannot be a .coordinator.

A reg1onal administrator shall be responsible for report1ng any
changes in soc1a1 service staff or RMTS coordinators to the RMTS
data compiler at:

Financial Resource Unit -
Attention: RMTS Data Compiler
Mail Stop: 5710/0B-41

FAX: 753-0727
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Casework supervisors shall be responsible for training social
workers on the RMTS System - The supervisor ensures that the
workers, especially new workers, are trained in the RMTS system
and knowledgeable of the RMTS code definitions. The Headquarters
RMTS staff is also available to provide consultation and training
to workers upon the supervisor’s request.

The social worker shall be responsible for the following actions
upon contact:

a. Report the appropriate code from the DCFS social worker
activity code descriptions attached.

\
CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM . - 02.15 (cont.)

b. Report the case number, case name, specific activity,
primary SSPS placement payment code if the activity is case
specific, .and, if the child is legally free for adoption or
not. : .

The social worker shall be responsible for the following action if
unavailable when a RMTS telephone contact is attempted.

Upon return to the work station, the worker completes the RMTS
contact log and promptly returns it to the RMTS coordinator. The
" RMTS coordinator returns the contact log to state office (see page
26, 7, b). The contact must be received by state office within 72
hours of the sample time. :

The RMTS coordinator shall be responsible for the following
actions: .

a. Receive the data compiler’s phone contacts for workers not
at their work stations.. Determine and report social worker
status (as information is available).

b. If the worker status is on the job, but unavailable to the
phone or worker status information is not readily available
the RMTS coordinator will be sent an RMTS contact Tog for
distribution and completion (see page 26, 7 a-d).

c. Receive completed contact logs from Headquarters, by fax or
mail.

d. Maintain a file for all completed RMTS contact logs. File
the RMTS contact logs in chronological order by date of
contact. The local office shall be.required to retain only
the present and previous quarter completed logs.

e. Copy and drop file the completed RMTS contact logs into the
specific case records for logs indicating case specific
activity. :
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f. Notify the state office data compiler of any change in the
employment status or contact telephone number of a worker
participating in the RMTS survey within five work1ng days of
the change. :

7. The RMTS coordinator shall be responsible for the following
actions if the social worker is unavailable or worker status is
not readily available upon contact:

a. Deliver the faxed contact log to the worker’s work station.
b. Return the completed log to Headquarters by fax or telephone

the sample results to state office within 72 hours of the
sample time.

c. Fi]e the completed log in the field office RMTS file. The
local office shall be required to retain only the present
and previous quarter completed logs.

d. File a copy of the completed Tog in the case record if case
specific activity is indicated.

E. - Random Moment Time Study Codes

Code A - Substitute Care Related Activity

Code B - Child Support Enforcement

Code C - IV-E Eligibility Determination

Code D - Training

Code E - Court Related Act1v1ty

Code F - Case Management and Administration of Placement
Prevention Services

Code G - Targeted Case Management -
Foster Care/Adoption Support

Code H - Administration of Adoption Support Programs

Code I - Therapeutic Counseling and Treatment

Code J - Emergency Assistance Services

Code K - Other Service Activity

Code L - Non-program Related Activity

F. Anprbach to Categorizing the RMTS Activities

When an RMTS observation is requested, DCFS social workers report to the
data compiler the activity code which best describes their activities at
the moment of the contact. :

If the act1v1ty is not specific to a ch1]d choose from Codes A, D, H, K

or L; if the activity is specific to a ch11d choose from Codes B C E,
F, G, I, J based on the definitions for the codes and ch11d’s status
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G.

DCFS

Random Moment Time Study Definitions
Code A. - Substitute Care Related Activity

The worker uses this code when engaged in the general administration of

the department’s full spectrum of out of home care program. This

category covers those activities that are not child specific.
Examples include:

1. Public information about foster care, receiving care and other
placement programs. :

2.. Recruitment, training, completing a home study, and licensing of
foster care receiving homes.

3. - Planning and paperwork contributing to the above activities.
4. Travel associated with the above activities.

Code B. - Child Support Enforcement

The worker uses code B when the activity is related to gaining or
collecting support from parents: of children in foster care. This
includes assistance or collateral or written contacts with the Office of
Support Enforcement. Included are any actions directed toward gathering
financial data from clients for support purposes.

Code C. - IV-E Eligibility Determination

The worker uses code C when performing an activity contributing to the

. determination of a child’s eligibility for the Title IV-E Foster Care or

Title IV-E Adoption Support funds. The following are examples of
Eligibility Determination activities:

1. Collecting information from family or others which is used in the
determination, e.g., income, parental whereabouts, resources,
social security numbers, birth certificates, family living

arrangements. _ :
2. Verifying the information above.
3. Filling out and pfocessing eligibility forms.
4, Querying systems, récords, and contacts with financial and other

staff to determine AFDC status.
5. Redetermining Title IV-E eligibility.

6. Preparing for and participating in all fair hearings and appéa]s
related to IV-E eligibility. '
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Code D. - Training -

The worker uses code D when:

1. Engaged in (or preparing for) training, either as a trainer of
- other department staff, or as a trainee; and A

2. The training subject is the development of skills utilized in the
department’s FRS, CWS, CPS, Day Care, or Adoption programs,
including preparations for adoption orientations. ‘

This includes the.Chi1d Welfare Training Academy, HRD training programs,
conferences and training in unit meetings provided by supervisors or
State Office Program Managers.

Code E. - Court Related Activity for Placement

The worker uses code E when engaged in any court activity related to
placement, including preparing reports for or participating in a
judicial proceeding. Examples of activities fitting this code are:

1. Prepar1ng a report for court recommending child for placement or.
removal.

2. Prepar1ng a petition or making the determination to file a
“petition seeking custody of a child.

3. A court appearance where the department seeks placement of a
child, or the foster care status of a child is reviewed.

4. Documenting for the court that the departmeﬁt has made a
reasonable effort to prevent placement.

5. WOrk1ng with the Assistant Attorney General (AAG) or prosecutor in
preparing a case for court.

6. Documenting for the court that continuation in the home is
contrary to the welfare of a child.

7. Trave] associated with the above activities.

ode F. - Case Manggement and_Adm 1n1§tngt1on of Placement Prevention
Services

- The worker uses code F when engaged in case management or administrative
activities directed toward preventing the placement of children in ‘
foster care. A child is considered a placement prevention case if:

1. The primary CPS, FRS, or CWS case plan recording indicates that
without services a child is a candidate for an out of home
placement, or
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2. For FRS services, the case plan states that FRS Phase 2
counseling, homebuilders, or other services are:authorized to
prevent an out-of-home placement, or

3. A petition or court order is obtained indicating a need for
placement, or

4, A child is in the first six months pefiod following the child’s
return home from substitute care and the case plan indicates that

without services the child is a candidate for a return to
placement.

specific child but is primarily supportive of the department’s
prevention service programs.

Examples of Case Management and Administration of Placement Prevent1on
Services are:

‘The worker uses this code even if the attivity is not related to a
|
1. Case plan deve]opment. |
2. Contacts and communications with parents, children, and service

providers regarding the status of the case, the child or family
needs, and progress in meeting case plans and goals.

3. Referral to other services for placement prevention. '
4. Arranging for the provision of preventive services.

5. Completing Risk Assessment Summary Forms for children remaining in
their own homes. ' |
|

7. Case conferences
8. Routine supervisory contacts and consultations.

9. Public information for protecting children via placement
prevention services.

10. Planning and paperwork contributing to the above activities.

11.  Travel associated with the above activities.

Code G. - Targeted Case Managément - Foster Care[Adogtioh Support |

The worker uses code G when engaged in activities aimed at assisting

children in substitute care or receiving adoption support and their
caretakers or families to develop and follow through with case plans.
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DCFS

Examples of Targeted Case Management:

1. Developing, monitoring, and updating of the case plan, including
maintaining the case file and completing Risk Assessment Summary
Forms for children in placement.

2. Case conferences related to planning for the provision of services
necessary for maximizing a child’s health and development.

3. Contracts and communications with parents, children and service
providers about the status of a case, child or family’s needs, and
progress in meeting the case plan and goals.

Referral and/or arrangements made for services or evaluations.

4,

5. Development of Health and Education Form (DSHS 15-209A).

6. Case and administrative reviews.

7. Gathering medical and educational data during the process of

freeing a child for adoption for the purpose of providing adoptive
parents with a record so that continuity of a child’s health plan
can be sustained.

8. pomp1etioh of adoption support annual reviews.

9. Planning and paperwork contributing to the above activities.

10.  Travel associated with the above activities.

Code H. - Administration of Adoption Support Program
(For State Office Staff Use Only)

1
The worker uses this.code when engaged in activities related to the
administration of the department s Adoption Support Program other than
targeted case management services provided by DCFS staff to children and
their adoptive families who are recipients of adoption support.

Examples of Code H are:

1. Designing training regarding adopt1on support program for social
workers in the field.

2. ‘Interpreting and/or re-writing manuals, WACs, RCWs and federal
regulations relating to adoption program.

3. Providing public information about adoption program.
4. Providing adoption program education for legislature.
~ 5..  Serving on adoption related committees, task forces, etc.

6. Budget planning.
| - 30 - | Rev. 40 - 08/93
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7. Planning and paperwork contributing to the above activities.
8. Travel associated with the above activities.

Code I. - Therapeutic Counseling and Treatment

The worker uses code I when providing treatment and counse11ng'in,order
to ameliorate or remedy personal prob]ems behaviors, or home:

~conditions.

Code J. - Emergency Assistance Services

The worker uses code J when performing any activity related to
investigating/evaluating a child’s or family’s need for emergency
services. An emergency is defined as actual, suspected or potential
inability to provide needed care or supervision. In the case of older
children, parent/child conflict which may result in separation of the
child from the family home is also defined as an emergency.

“When using this code, the worker should be careful to differentiate this

activity from activities which are more appropriate under codes E or F.
Examples of Code J include:

1. Receiving, investigation or evaluating reports of child abuse
and/or neg]ect

2. Completing an Emergency Ass1stance Services app11cat1on, “including
collecting information from the family which is used in the
determination of IV-A eligibility, e.g., social security numbers,
resources, citizenship, signatures, etc.

3. Working with support staff to determine a client’s Title IV-A
Emergency Assistance eligibility.

4. Coordinating or cooperating with police or other public service
officials during the initial response to neglect or abuse of a
child.

5. Providing immediate visitation to the family home, services, or

other assistance to a child or family in order to prevent or
evaluate an emergency.

6. F.R.S. intake for the first four hours.

7. Arranging for services, shelter, food, clothing, or other
necessities in an emergent situation.

8. Arrang1ng for on-site counseling, case management or other
services in an emergency.

9. Travel related to the investiggtion/eva]uation phase.
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10. Paberwork related to the investigation/evaluation phase.

Code K. - Other Service Activity

The worker uses code K when engaged in a program or service activity not
fitting any of the codes above. Examples are day care licensing, or
parent participation day care activities, adoption home studies,
implementation of health regimes, personal care assessments, unit
meetings. : ' : ‘

Code L. - Non-program Related Activity

The worker uses code L when the worker is:

1.  On a job rotation to some other unit.
2. At Tunch or on break.
3. On any type of leave or not scheduled to work that day.

4. Or when performing work unrelated to a specific department service
program. Example activities are:

a. Reviewing office procedures,
b. Performance appraisal/employee evaluation participation, and

c. Attending a training course on stress management.
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(cont.)

CONTACT LOG

Date: .

T To Return to: FAX 234-0727 (206.753 0727)
Office: Voice No: 234 5093.or 5095
Page 1 of 1 Oft SCAN 753 5093 or 5095

DIVISION OF CHILDREN AND FAMILY SERVICES
DIVISION OF JUVENILE REHABILITATION
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
CONTACT LOG
This form must be returned by at
SECTION | N
A. Sample Time:
B. Sample Date:
C. RMTS Control #:
D. Worker Name:
E. Worker Phone: ( ) :
F. Coordinator Name: Office
G. Coordinator Phone: ( ) FAX: ()
SECTION 1l
A. Worker status at the moment of sample {check one box only)
1. On the job []
2. On work break []
3. On leave [1
4. On job rotation [1
5. Position vacant [}
NOTE: f you checked a box OTHER than On The Job skip the following sections, enter your name at the
bottom of this page and return to the RMTS coordinator.
SECTION (i . . .
A If worker status is On The Job from section Il complete this section. Use RMTS.definition to determine
activity code best describing activity. .
Activity Code: ’
| (From RMTS Activity Code Summary Sheet)
SECTION IV ] . .
. if working on a specific case {Activity Codes B, C, E, F, G, |, J) complete this section.
Case Number:
Case Name:
SSPS Payment Cede (primary):
Child is legally free for adoption: [ ] [ ]
YES NO
Explain Activity:
Completed by:
FOR STATE OFFICE USE ONLY
COMPLETED BY TELEPHONE CONTACT, COMPLETED BY FAX
% : DCFS - 33 - Rev. 40
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02:16 SOCTAL SERVICE MONITORING AND VALIDATION SYSTEM

A

DCFS

DCFS supervisors monitor services and expenditures authorized by their
staff. The Social Service Reading Schedule, DSHS 15-164(X), is used to
document: . ‘

1. Mandated services are authorized, provided, and closed in a timely
manner. ' o

2. An adequate needs~assessment is made.

3. Department policies and procedures are followed.

4, -Eligibility and funding sources are correctly determined.

~5.1 Appropriate permanency planning is done.

6. Case documentation is completed.

7. Correct output and management information can be created from the

services authorized.

The supervisor reads a minimum of three records per month per service
worker. Records are selected in a manner ensuring an unbiased cross
section is reviewed over a period of a few months.

Supervisors retain copies of all completed reading schedules for a
minimum of six months for use in preparing service worker performance
appraisals. Schedules are stored in a manner assuring the privacy of
the service worker. '

See [Chapter 99] for instructions in form completion.

DCFS program managers monitor statewide programs. The eligibility of
social S/Rs is validated. In addition to an eligibility validation
process, the social service program managers review a random sampling of
service records, assessing quality of narrative recording and
completeness of service records (e.g., required forms).

SO staff on a state office designed schedule determine compliance with

- statewide program standards, policies, and procedures by reading a

random sample of social service records in each DCFS office.
DCFS program managers identify: service delivery system problems

requiring corrective actions; staff training needs; and operating
manuals needing revisions.
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02.17 PAYMENT OF FEES FOR VITAL STATISTICS

A. When it is necessary to pay advance fees to vital statistics agenc1es in
other states for records of birth, death, marriage, etc., the service
worker:

1. Verifies the amount of fee required for the information needed and
obtains the address of the state vital statistics agency. The
Disbursements Section of the Office of Accounting Services has a
catalog of state vital statistic agenc1es in the event the address
or fee amount are unknown. '

2. Prepares a letter in duplicate to the agency for the des1gnee s
signature 1nd1cat1ng

a. The type of record/information requested.

b. The name and case number (if applicable) of the party for
whom the record is requested.

c. The DCFS (or CSO) address to which the record is mailed.

B. The DCFS supervisor/designee signs and forwards both copies of the
letter, along with a memorandum requesting a check be issued for the
appropriate fee, to: ‘

Department of Social and Health Services
Supervisor, Disbursements Section
Attn: Administrative Revolving Fund
MS 0B-24B . :
~ Olympia, Washington 98504 o ‘
|
|

C. Disbursements staff:

1. Issues a check on the DSHS Administrative Revolving Fund and mails
it with the requesting letter to the vital stat1st1cs agency
indicated.

2. Returns the copy of letter to the originator notifying them the
request has been forwarded to the vital statistics agency.

02.19 REPLACEMENT OF LOST OR DESTROYED VENDOR WARRANTS

A. Affidavit of Lost or Destroyed Warrant, DSHS 09-013(X), is the proper-
form for requesting rep]acement of a vendor warrant. The top half of
this form is completed in duplicate. When completed, signed by the

vendor, and notarized, the original of the Affidavit is returned to
Disbursements. See [Manua] E, Chapter 31].
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The copy of the affidavit is kept in the social service record attached
to the copy of the original payment authorization document (DSHS

14-154/159)..

The Disbursements Office staff checks with the State Treasurer’s Office
finding if the warrant is outstanding. The replacement process takes
from one to two months. If staff finds that the warrant has been
cashed, then investigation is necessary before reissuing a warrant.

DCFS offices are not authorized to initiate another voucher. DCFS.
offices ensure only the proper affidavit is completed and submitted' to
disbursements. . : : :

This proceddre applies to all vendor payments, inc]udingyfostef"homé
vouchers, day care vouchers, and special one-time payments for "L"
program chore services, administrative payments, etc.

02.99 REQUIRED FORMS

See [Chapter 99], General Forms, for instructions on these forms:

Service Episode'Record, DSHS 024305(X)
Social Services Reading Schedule, DSHS 14-164(X)

-
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DCFS MANUAL: CHAPTER 2 -- SOCIAL SERVICE DELIVERY SYSTEM

T0: Holders of DCFS Manuals NOTICE NO.: T-99
ISSUED: 02/01/92
FROM: DIVISION OF CHILDREN AND SECTIONS REVISED:
FAMILY SERVICES Chapter 02

Diana Roberts, Director
EFFECTIVE: On Receipt
FOR INFORMATION CALL:
586-5430 or SCAN 321-5430

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION CENTER, MS: 5807. FOR
DISTRIBUTION CHANGES, NOTIFY: MANUAL PRODUCTION, MS: 5806.

SUBJECT: RMTS CODE REVISION

Place this notice in front of DCFS Manual, Chapter 2, and note on the Tan
Notice Control Sheet the date Notice No. T-99 was entered.

BACKGROUND

Recent federal audits have identified problems in the current definition and
examples of Random Moment Time Study codes. Revision will allow a maximizing
of federal resources and avoidance of federal disallowances.

RMTS CODE REVISIONS:

§ A. Code F. - Case Management and Administration of Placement Prevention
Services

; In order to correctly identify a child as a candidate for placement

prevention services the following changes are made. Criteria for

| candidacy number two (2) "a CPS referral has been received regarding the
child" is deleted. The federal interpretation is that a CPS referral is
at a significantly earlier point in time in comparison with the other
criteria and that this criteria in and of itself is not sufficient for a
child to be considered a candidate for placement prevention services.
In order for an activity to be correctly coded under code F, the child
involved has to meet one of the four remaining criteria.

The revised code F case management and administration of placement
preventions will now read:

The worker uses code F when engaged in case management or administrative
activities directed toward preventing the placement of children in
foster care. A child is considered a placement prevention case if:

1. The primary CPS, FRS, or CWS case plan recording indicates that

without services a child is a candidate for an out-of-home
placement, or

2. For FRS services, the case plan states that FRS Phase 2
counseling, homebuilders, or other services are authorized to
prevent an out-of-home placement, or
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Notice No.: T-99
Page 2

3. A petition or court order is obtained indicating a need for
placement, or

4. A child is in the first six months period following the child’s
return home from substitute care and case plan indicates that
without services the child is a candidate for a return to
placement.

|
|
|
i The worker uses this code even if the activity is not related to a
| specific child but is primarily supportive of the department’s
prevention service programs.

Examples of Case Management and Administration of Placement Prevention
Services are:

1. Case plan development.
2. Contacts and communications with parents, children, and service

providers regarding the status of the case, the child or family
needs, and progress in meeting case plans and goals.

3. Referral to other services for placement prevention.

4. Arranging for the provision of preventive services.

5. Completing Risk Assessment Summary Forms for children remaining in
their own home.

6. Case conferences.

7. Routine supervisory contacts and consultations.

8. Public information for protecting children via placement

prevention services.
9. Planning and paperwork contributing to the above activities.
10.  Travel associated with the above activities.

B. Code K - Other Service Activity

In Code K - other service activity example "preparation for adoption
orientations” has been deleted. Activity in preparing for an adoption
orientations is more correctly described by Code D - training and allows
for a maximizing of federal resources in financing programs.

O
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TO: Holders of DCFS Manuals NOTICE NO.: T-103
ISSUED: 07/27/92
FROM: Diana Roberts, Director SECTIONS REVISED:
Division of Children & Family Services Chapter 02
MS 5710 ‘

EFFECTIVE: Immediately
FOR INFORMATION CALL:
SCAN 321-5430 or
586-5430

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION CENTER, MS 5807.
FOR DISTRIBUTION CHANGES, NOTIFY: MANUAL PRODUCTION, MS 5806.

SUBJECT: RMTS CODE REVISION

Place this notice in front of Chapter 02, and note on Tan Notice Control Sheet
the date T-103 was entered.

BACKGROUND

This revision of the Random Moment Time Study was done to clarify the types of
activities which are eligible for claiming purposes under Title IV-E of the
Social Security Act. The modifications describe the activities which further
promote permanency planning for the child. Additionally, these revisions will
maximize federal financial participation in the services.

RMTS CODE REVISIONS:

(NOTE: Only Code D, Code G and Code K are being revised. All other codes
remain the same.)

Code D - Training
The worker uses Code D when:

1. Engaged in (or preparing for) training, either as a trainer of other
department staff, or as a trainee; and

2. The training subject is-the development of skills utilized in the
department’s FRS, CWS, CPS, Day Care, or Adoption programs, including
preparation for adoption orientations.

This includes the Child Welfare Training Academy, HRD training programs, .
conferences and training in unit meetings provided by supervisors or State
Office Program Mangers.

Code G - Targeted Case Management - Foster Care/Adoption Support

The worker uses Code G when engaged in activities aimed at assisting children
in substitute care or receiving adoption support and their caretakers or
families to develop and follow through with case plans.
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Examp]
1.

8.
9.
10.

No: T-103

es of Targeted Case Management:

Developing, monitoring, and updating of the case plan, including
maintaining the case file and completing Risk Assessment Summary Forms
for children in placement.

Case conferences related to planning for the provision of services
necessary for maximizing a child’s health and development.

Contacts and communications with parents, children and service providers

about the status of case, child or family’s needs, and progress in
meeting the case plan goals.

/

Referral and/or arrangements made for services or evaluations. This
includes mental health services.

Development of the Health and Education Form (DSHS 15-209A).
Case and administrative reviews.

Gathering medical and educational data for inclusion in the case file
during the process of freeing a child for adoption for the purpose of

providing adoptive parents with a record so that continuity of a child’'s

health plan can be sustained.
Completion of adoption support annual reviews.
Planning and paperwork contributing to the above activities.

Travel associated with the above activities.

Code K - Other Service Actijvity

" _The worker uses Code k when engaged in a program or service activity not

fitting any of the codes above. Examples are FRS intake, day care licensing,
or parent participation day care activities, adoption home studies,

‘implementation of health regimes, personal care assessments, etc.
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CHAPTER 03 -- BACKGROUND CHECKS 03.00

03.00 PROGRAM AUTHORITY

RCW 74.15, RCW 43.43, RCW 26.33.190, WAC 388-330, Department Policy 9.04

03.10 POLICY

03.11

Purpose of Service

To safeguard the well-being of children, expectant mothers and
developmentally disabled persons receiving care away from their own
homes by investigating individuals to determine these who are unsuited
to care for children or may be a hazard to children.

information under Chapter 74.15 RCW of each agency and its staff

Similarly the department is required to investigate any person,
including relatives by blood or marriage except for parents, for
character, suitability, and competence in the care and treatment
of children, expectant mothers, and developmentally disabled
persons prior to authorizing that person to care for children,
expectant mothers and developmentally disabled persons. DCFS with
concurrence of the Attorney General’s Office has interpreted
"authorizing a placement” as any situation where DCFS staff are
called upon to make a recommendation about the suitability of a

DCFS

03.12 Service Description
1. The statute requires that the department investigate the
correction record or pending charges and dependency record
seeking licensure or relicensure.
2.
placement resource for a child.
03.13 General Policies Related to This Service
A.

It is the policy of the department that background ingquiries including
investigations of conviction records, pending charges, child abuse
records, and the Central Registry are to be made under the following

circumstances:
1. Licensing

Whenever facilities are licensed or relicensed by DSHS under the
authority of 74.15 RCW, the inquiry on the licensee and staff or
all persons 16 years of age or older living in a foster family or
family day care home is to be completed prior to the iicensing or
relicensing action. When a new employee is hired or volunteer
accepted by facilities licensed under 74.15 RCW or a person 16
years of age or older moves into a Ticensed foster family or
family day care home, an inquiry must be initiated within seven

calendar days of the employee’s or volunteer’s starting date with
the facility.
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2. Relative Placement

If a child is placed with a relative under RCW 13.34.060 or
13.34.130, and if such relative appears otherwise suitable and
competent to provide care and treatment, the criminal history
background check required by this section need not be completed
before placement, but shall be completed as soon as possible after
placement.

3. Child Protective Services (CPS)

CPS is designated as a law enforcement agency and as such is given
access to both conviction and nonconviction information about the
perpetrator or alleaed perpetrator of child abuse.

4. DCFS Volunteers

Volunteers who are authorized by DCFS or DSHS to provide care or
supervision for children shall have a background check per RCW
74.15.030(2)(b).

Criminal History/Arrest Record and Central Registry (Child Abuse and
Neglect Register) Checks will be done by DCFS on all applicants seeking
licensure/relicensure and their employees and for all new employees

Those Not Required to be Licensed: Relative/0Other Responsible

DCFS staff will request a criminal history/arrest record and central
registry check when the role of the department becomes one of making a
placement or making a recommendation about the suitability of a proposed
or existing placement resource. Some program specific clarifications

A record check will be done for placement by DCFS of an Indian
child in any placement resource. See section 60.13 A. 2. above.

03.14 Priorities Related to This Service
A.

hired during the period of licensure.
B.

Adult/Adoptive Parent

Policy

are listed as follows:

1. Indian Children
DCFS
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2. Family Reconciliation Services {FRS)

A record check will NOT be done when the role of DCFS staff is to
facilitate a discussion regarding temporary respite care of the
child(ren). When the child is or will be residing outside the
parental home pursuant to an agreement between the parent(s) and
the child, the "placement" decision is actually made by the
parents rather than the department.

If the placement agreement between the parent(s) and child breaks
down, thereby necessitating the filing of an Alternative
Residential Placement (ARP) petition with the court to continue
the out of home placement, the child would be required by the
court to remain in a DSHS approved placement pending resolution of
the ARP.

If the DSHS plan is for the child to continue residing in the home
previcusly agreed to by the parent(s) and the child, there is no
need to move the child, but a record check should commence
immediately. If record check reveals questionable information,
the worker shall initiate a supervisory consultation immediately,
noting in the case record the reason for the decision to leave the
child in the present home or move the child to a Ticensed
placement.

3. Child Protective Services {CPS)

When the child(ren) has been "placed" with a relative by the
parent(s) prior to CPS involvement, do not move the child(ren) but
assess the risk to the child(ren) and the ability of the
caretaker(s) to protect the child(ren) from further abuse and
neglect. A record check shall be initiated immediately.

If the record check reveals questionable information about the
placement resource, the worker will initiate a supervisory
consultation. The reasons for the decision to leave the
child(ren) in the present placement or move the child(ren) to a
licensed home will be clearly noted in the case record.

Once CPS is involved, if the relative appears otherwise competent
and suitable, a record check must be done as soon as possible
after placement.

DCFS -5 - Issued 10/90
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DCFS

-~
Adoption
RCW 26.33.190 requires that
"A1l preplacement reports include an investigation of
conviction record. pending charges. or disciplinary board
final decisions of prospective adoptive parents. The
investigation shall include an examination of state and
national criminal identification date provided by Washington
State patrol criminal identification system as described in
Chapter 43.43 RCW."
Consequently:
a. Where there is some responsibility or involvement on the
part of DCFS in an adoption placement made by a private
agency, a request for a background check shall be made to
DCFS on the DCFS form (DSHS 14-239(X)).
b. Where the adoptive placement is being made without DCFS
involvement, the child placing agency shall have the
adoptive applicant complete the Washington State Patrol form
WSP-1D-430, copies of which may be obtained from WSP at:
Washington State Patrol ™,
Identification and Criminal History Section :
P.0. Box 2577
Olympia, WA 98507-2527

The completed WSP-1D-430 is mailed by the agency on subject

of the inquiry directly to Washington State Patrol.

Voluntary or Private Child Placing Agencies

Unless DCFS authorizes the placement, an adoptive placement made

by a voluntary agency will not require a DCFS record check. The

agency shall apply directly to WSP for checks on such placements.

Group Care

For the child ready to leave group care, where DCFS has

established dependency and/or is currently making payment for the

group home placement, and placement is part of an approved plan,

DCFS will initiate a record check prior to making placement in

unticensed reltative homes.

—
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10.

Crisis Residential Centers (CRC)

A record check will NOT be done when the role of DCFS staff is to

facilitate a discussion regarding placement alternative. When the
child Teaves the CRC and goes to reside outside the parental home

pursuant to an agreement between the parent(s) and the child, the

"placement” decision was made by the parent(s).

Day Care

A record check need not be initiated whenever the department makes
payment for care by an in-home caretaker or by a relative, where
the department’s only role is to make payment for such care after
it has been arranged.

Contracted Services

DCFS staff and licensed agencies shall initiate criminal history
background checks for counselors contracting with DCFS or a
licensed agency for therapy and related services, including family
reconciliation services, psychiatric, or psychological services.
Persons under contract who do not have unsupervised access to
children are not required to be Ticensed.

DCFS Volunteers

Volunteers who are directly authorized by DCFS to provide care or
supervision for children shall have a background check per RCW
74.15.030(2)(b).

03.20_ PROGRAM STANDARDS

Assure that background inquiries are completed for all individuals
required by law to have a check and individuals under
investigation in CPS cases.

Screen inquiry forms for completeness.

Forward forms to DCFS headquarters within five working days of

03.21 Proaram Fxpectations
A. The DCFS caseworker will:
1.
2.
3.
receipt of the forms.
DCFS
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Make a determination of eligibility to care for the child or of
disqualification within five working days of recent information
from background information inquiry services unless additional
investigation or review by the DCFS administrator is required.
The determination to disqualify an individual or deny a license
should be made in conjunction with a supervisor.

Except for CPS cases, share adverse information received with the
subject of the inquiry or his or her employer within five working
days of return of the completed (DSHS 14-239(X)).

Explore sources of information which are reasonably available. It
is not expected for example that caseworkers will, as a rule, do
exhaustive searches for information in other states or from altl
local law enforcement agencies in all communities in which the
applicant has resided.

03.22 Program Qutcomes
Some individuals applying to care for children will be disqualified
because the caseworker staff are aware of a history of offenses which
indicate that they are unsuited to care for children and/or they
represent a hazard for children.
03.30 SERVICE PROCEDURES
A. Inquiry Process
1. Inquiries are initiated when applicants, licensees, employees, or
volunteers of licensed facilities, or those otherwise authorized
to provide care, complete designated sections of the inquiry form
and the properly signed form is received by the DCFS staff. DSHS
14-239(X) 1is used by DCFS for 1icensing child care facilities or
authorizing child care. (DSHS 09-653(X) is used by other
divisions requesting background checks.)
2. Inquiries are then screened for appropriateness and completeness
by the DCFS staff. Signed inquiry forms are then submitted to
DCFS headguarters.
3. Completed inquiry forms should be sent to:
Bob McGregor
Division of Children and Family Services Headquarters
Office Building 2, MS 0B-41, Olympia
12th and Franklin
Olympia, WA 98504
DCFS -8 - Issued 10/90
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CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

DCFS

DCFS headquarters will conduct criminal history inquiries and WSP
child abuse record checks. Findings will be returned to the DCFS
staff who forwarded the inquiry.

Along with check of the WSP criminal history file, the DCFS
background history operator will do an initial review at the WSP
abuse record information system.

The WSP child abuse record information system contains
disciplinary board final decisions and "civil adjudications” which
are defined as specific court findings of sexual abuse or
exploitation or physical abuse in a dependency proceeding under
RCW 13.34.030(2)(b) or a domestic relations action under Chapter
26 RCW, where a party to the proceeding is identified as the
perpetrator of the abuse.

A11 requests for information from the Washington State Patrol’s Criminal
Identification Section must bear the name of a person authorized to
request and receive such information.

Because of gaps in the Washington State Patrol’s criminal
identification files and the central registry, staff doing
criminal history checks shall also do checks with local Taw
enforcement agencies, where possible. Supervisors shall contact
Tocal law enforcement agencies and explore methods of obtaining

Local Law Enforcement Agency Contact
1.

information from them.
2.

Where it is unclear from a "rap sheet" whether or not a conviction
or pending charge involved physical harm to another person, or
whether or not a pending charge is still active, the licensor
shall contact the law enforcement agency which submitted the
information.

The Federal Privacy Act of 1974 allows a state or local government to
use social security numbers only for the administration of any "tax,
general public assistance, driver’s license, or motor vehicle
registration law within its jurisdiction.” 42 U.S.C. § 405(c)(2)(c).
Consequently, all persons for or from whom we are requesting a social

securi

ty number must be made aware that we will be doing a criminal

history record check. Should the individual then wish to not disclose
his or her social security number, the check shall be made with whatever

other
etc.).

indicators are available (i.e., birthdate, maiden name, alias,

Qut of State Inguiries

1.

Washington State currently does not have access to national
criminal history files (National Crime Information Center) for the
purpose of doing background checks for licensing and placement.

-9 - Issued 10/90





CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

The DCFS criminal history background check computer operator does
have a Tisting of law enforcement information system authorities
in other states. Many law enforcement agencies in other states
will provide information for licensing purposes. DCFS staff
making inquiries on new arrivals should attempt to contact the
appropriate local law enforcement agency in the other state.

F. The subject of a background check may be required to get and pay for a
tocal or out-of-state check (if necessary) in those situations where the
licensor has reason to believe that there is information about that
individual in those law enforcement files.

G. Utilizing Information Returned

1.

DCFS

To decipher abbreviations used in "rap sheets" consult "Criminal
Justice Information Act" (CJIA) Crime Codes, a copy of which has
been distributed to each DCFS office.

The following dispositions adverse to the subject are considered
part of the conviction record:

Deferred sentence

Bail forfeiture

Deferred prosecution

Diversion, and

Dismissal entered after a period of probation, suspension, or
deferral of sentence.

Aside from a recent pending charge, nonconviction information
cannot be used as a basis for a disciplinary action on a license.
Nonconviction information may, however, create a basis for further

investigation, especially queries to other law enforcement
agencies.

Where, as the result of an initial search of the Washington State
Patrol’s child abuse file (this initial search is done
concomitantly with the criminal history background check; see
section 3.30 A. 4.), it appears that there may be information
there about an individual being checked, the DCFS staff submitting
the ingquiry will require that individual to complete a Washington
State Patrol Request for Criminal History Information form (WSP-
ID-430) and submit that to WSP.

Following a second check of the WSP child abuse file by WSP
Identification Section, the additional information will be
returned to the DCFS staff person who submitted the original
inquiry. The findings resulting from this second search will be
shared with the persons named on the original release on the DSHS
14-239(X). Individuals whose names appear on the WSP’s abuse file
shall not be licensed or authorized to care for children.
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CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

H. Evaluation of Findings and Disposition

DCFS staff will take action based on information resulting from the
inquiry as follows:

1.

DCFS

If the ingquiry reveals no criminal convictions, WSP child abuse
record information, pending charges, or Central Registry
referrals, no further action is necessary.

If the inquiry reveals that the subject of the inquiry is listed
as a perpetrator on the Central Abuse and Neglect Registry, that
person may not be licensed, employed by licensees, serve in a
volunteer capacity for licensees, or otherwise be authorized by
DSHS to provide care or have access to children.

a.

If the inquiry reveals that charges are pending against the
subject for any of the offenses listed in Attachment 1, or
their equivalents in other jurisdictions, licensure, or
authorization to provide care must be withheld until
dismissal or acquittal occurs. Pending charges for other
offenses may be grounds for withholding licensure or
authorization to provide care. Pending charges may be
reason for suspending, summarily or otherwise, the 1license
of an already licensed agency. If the inquiry reveals that
pending charges are more than one year old, further inquiry
shall be made with the charging law enforcement agency to
determine the disposition or status of the charge.

If the inquiry reveals that the subject has been convicted
of any offenses listed in Attachment 1 or their equivalents
in other jurisdictions, or is listed in the WSP child abuse
record information, licensure or authorization to provide
care must be denied.

[f the inquiry reveals that the subject has been convicted
of an offense not listed in Attachment 1, such information
shall be considered in determining the character,
suitability, and competence of the prospective caretaker as
required by 74.15 RCW and WAC 388-73-030. The fact of such
conviction shall not in itself be the basis for denial of
licensure or authorization to provide care; the recency,
seriousness, kind, and number of offenses as well as the

vulnerability of the clients to be cared for shall also be
considered.
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CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

d. In addition, any applicant, chief executive, owner,
operator, and/or administrator of any agency who was
"convicted of a felony or released from a prison within
seven years of the date of application for the license shall
be disqualified by reason of such conviction if such
conviction is reasonably related to the competency of the
person to exercise responsibilities for ownership and/or
administration of an agency; and the department determines,
after investigation, that such person has not been
sufficiently rehabilitated subsequent to such conviction to
warrant public trust." (WAC 388-73-036(1)(b))

e. Any individual (including licensees, staff, or other persons
on the premises) having a history of offenses which
indicates that the person is not a person of good character
and/or may not have the emotional stability and personality
to meet the needs of persons under care (WAC 388-73-030)
shall be disqualified.

Included would be convictions for offenses which would
reflect on the individual’s ability to meet the needs of
children in care, which indicate illegal use of drugs or
excessive use of alcohol, a pattern of minor violations, a
recent major violation, etc.

Unless there is a disposition within the 90-day application
period, an application shall be closed or denied if there are
pending charges related to an offense which would adversely effect
Ticensure. The individual may reapply following a disposition of
the charge. Pending charges which are more than a year old may
not be taken as grounds for a licensing action unless the case is
still active because of a continuance.

I. Sharing Information

General

Information from the background check may be shared only with the
subject person. It may be shared with others if a specific
authorization to do so has been signed by that person.

DCFS - 12 - Issued 10/60





CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

Information Sharing

DCFS

1. The dissemination of conviction records and pending charges to
individuals who have a need to know is unrestricted if it is
necessary for the administration of DCFS programs. With a release
of information signed by the subject, the department may share
additional information if that sharing is necessary for the
administration of DCFS programs. Conviction information and
pending charges may provide a basis for a denial or revocation of
a license (see section preceding). Nonconviction information,
while it cannot be used as grounds for a denial or revocation in
itself, may indicate the need for additional investigation,
interviews, exploration with the applicant, etc.

2. Only ingquiry information which could require disqualification of
an employee or volunteer of a licensed or authorized care provider
may be shared with that provider. This shall include only
information necessary for the administration of the licensing
program. Care providers who have been disqualified will be
provided with the inquiry findings forming the basis for that
disqualification if such findings are requested in writing and
proof of identity is provided.

Department staff may not give a returned inquiry form or "rap
sheet” or a copy of them to a person outside the department.

Regarding the use of background information about a person being checked
derived from a review of the department’s own files, all information
remains confidential, except that information pertaining to whether or
not that person meets the requirements to provide child care may be
shared with the person/agency specified on a release of information
signed by the subject individual.

Exceptional Circumstances

An individual convicted of a crime not on the attached 1ist will not
automatically be prohibited from contact with children solely because of
the conviction. Instead, the following factors shall be considered:

1. The type of crime for which the individual was convicted;

2. The number of crimes for which the individual was convicted;

3. The nature of the offense(s);

4. The age of the individual at the time of conviction:

5. The Tength of time that has elapsed since the Tast conviction;

6. The relationship of the crime and the capacity to care for
children;
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CHAPTER 03 -- BACKGROUND CHECKS 03.30 (cont.)

7. Evidence of rehabilitation; and
8. Opinions of community members concerning the individual in
question.

Record Keeping

1. A Tog of persons for whom criminal history inquiries have been
done is kept by the DCFS criminal history background computer
operator.

2. DCFS offices shall keep sufficient information to show that

appropriate required checks have been completed where required and
an entry in its records that indicates who ultimately received the
information or how it was disseminated.

3. Returned inquiry forms shall be kept for three years or
relicensing, to be discarded when replaced with a more current
check or if the subject is no longer employed at the facility.

In the case of a relative placement the form may remain in the
file indefinitely.

Appeals

Applicants or licensees who have been or would be subject to denial,
suspension, revocation, or modification of a license action because of
negative background information may request a fair hearing (an
adjudicative proceeding).

Employees or applicants for employment who have been adversely effected
by a decision based on negative background information may:

1. File an appeal with the Washington State Human Rights Commission
if they feel a right has been violated,

2. Contact the Washington State Patrol, if criminal history appears
erroneous, or

3. Contact the responsible DCFS regional office to request a review

by that office of a disqualification or finding of unsuitability
toe provide care.
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CHAPTER 03 -- BACKGROUND CHECKS 03.97

03.97 INTERFACE WITH QTHER DSHS SERVICES

A. DCFS Licensed Facilities Used by Other Divisions

Where the Division of Children and Family Services licenses a facility
or agency which is contracted or certified by another division (e.g.,

Division of Developmental Disabilities), DCFS remains responsible for

the background check and for submitting the completed ingquiry forms to
the background check computer operator at Division headquarters.

B. Facilities Not Licensed by DCFS
By agreements with DDD and DAAS, the DCFS background check computer

operator does background checks forwarded to him by those divisions for
staff of agencies with which they contract but are not licensed by DCFS.

03.98 INTERFACE WITH NON-DSHS SERVICES

The Division of Children and Family Services has access to Washington State
Patrol computer files through a data sharing agreement. That agreement
permits the division to receive only that information permitted by statute and
requires the division to comply with all the obligations and restrictions
involved in the use of the information system.

03.99 REQUIRED FORMS AND INSTRUCTIONS

See Chapter 99, Forms for instructions on this form:

DSHS 14-239(X) (Rev. 02/90), Criminal History and Background Inquiry

WSP-1ID-430, Washington State Patrol Request for Criminal History
Information
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CHAPTER 03 -- BACKGROUND CHECKS Attachment

WG U~

DCFS

ATTACHMENT

Aggravated murder

Murder in the first degree

Murder in the second degree

Manslaughter in the first degree

Manslaughter in the second degree

Assault in the first degree

Assault in the second degree

Assault in the third degree

Vehicular homicide

Simple assault (if it involves physical harm to another person)
Custodial assault

Reckless endangerment

Criminal mistreatment in first degree

Criminal mistreatment in second degree

Kidnapping in the first degree

Kidnapping in the second degree

Unlawful imprisonment

Rape in the first degree

Rape in the second degree

Rape in the third degree

First degree rape of a child

Second degree rape of a child

Third degree rape of a child

Child molestation in the first degree

Child molestation in the second degree

Child molestation in the third degree

Sexual misconduct with a minor in the first degree
Sexual misconduct with a minor in the second degree
Indecent Tiberties

Arson in the first degree

Arson in the second degree

Burglary in the first degree

Extortion in the first degree

Extortion in the second degree

Robbery in the first degree

Robbery in the second degree

Incest in the first degree

Incest in the second degree

Sexual exploitation of a minor

Communication with a minor for immoral purposes
Child selling - child buying

Public indecency (if toward a person under the age of fourteen years)
Prostitution

Promoting prostitution in the first degree
Promoting prostitution in the second degree

Selling or distributing erotic material to a minor
Dealing in depictions of a minor engaged in sexually explicit conduct
Sending or bringing into the state depictions of a minor engaged in
sexuaily explicit conduct

Possession of depictions of a minor engaged in sexually explicit conduct
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CHAPTER 03 -- BACKGROUND CHECKS Attachment (cont.)

50. Patronizing a juvenile prostitute

51. Family abandonment

52. Child abandonment

53.  Unlawfully manufacturing, delivering, or possessing, with intent to
deliver, a controlled substance

54.  Promoting a suicide attempt

55. Malicious harassment

56, Coercion

57. Promoting pornography

58. Child abuse or neglect as defined on RCW 26.44.020

59. Violation of child abuse restraining order

60. First or second degree custodial interference
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DCFS MANUAL: CHAPTER 3 -- BACKGROUND CHECKS

T0: Holders of DCFS Manuals NOTICE NO.: T-97
ISSUED: 11/08/91

FROM: Diana Roberts, Director SECTIONS REVISED:
Division of Children & Family Services Chapter 03.30

EFFECTIVE: UPON RECEIPT
FOR INFORMATION CALL:
234-0204 or SCAN 753-0204

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION CENTER,
MS:5807/MG-13. FOR DISTRIBUTION CHANGES, NOTIFY: MANUAL
PRODUCTION, MS:5806/0B-16.

SUBJECT: WAIVERS TO DISQUALIFICATION TO PROVIDE CHILD CARE OR TO HAVE
UNMONITORED ACCESS TO CHILDREN

Place this notice in front of DCFS Manual, Chapter 3, and note on the Tan
Notice Control Sheet the date Notice No. T-97 was entered.

BACKGROUND

A number of DCFS staff responsible for evaluating criminal history data have
questioned whether or not it is possible to grant waivers to Chapter 388-330
WAC so that persons who have been found guilty of the offenses listed in the
chapter not be automatically disqualified. In particular, reference is made
to changes in domestic disturbance laws which require that in such a
disturbance someone be arrested. Most often, the arrested person is charged
with assault.

POLICY

Section 03.30 (Background Checks), of the DCFS Manual is changed as follows:

n

Exceptional Circumstances

The division may consider exceptions/waivers for crimes not on the
attached 1ist and for crimes on the list which are not specifically
against children (e.g., indecent liberties) or involve exploitation of
children or offenses which are blatantly violent (e.g., murder, rape,
etc.). In considering a waiver to disqualification, the following
factors shall be considered:

i, The type of crime for which the person was convicted;
2 The number of crimes for which the person was convicted;
3 The nature of the person’s offenses;

4. The age of the person at the time of conviction;
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Notice
Page 2

No.: T-97
52 The length of time that has elapsed since the person’s last
conviction;
6. The relationship of the crime and the person’s capacity to care
for children;
i Evidence of the person’s rehabilitation; and
8. Opinions of community members (including neighbors) concerning the

person in question.

There should be documentation regarding the nature of the person’s
offense and conviction other than the applicant’s description (which
frequently tends to minimize the offense). Documentation may include
the person’s arrest reports or other reports from law enforcement
agencies. Obtain statements from police or others involved in the
person’s probation or parole to help evaluate the person’s
rehabilitation.

Not disqualifying a person who has been convicted of or has a charge
pending on one at the listed offenses represents an exception to WAC
388-330-030. These exceptions or waivers will be processed through the
regional offices in the same manner as other waivers or exceptions to
the 1icensing requirements are processed."

It is incumbent on the applicant or person providing care who has a
criminal history record to demonstrate that it is safe to place children
with and allow the person or applicant to have access to children. It
is also incumbent on DSHS to be very prudent in making this

determination and in requesting and granting waivers to Chapter 388-330
WAC.










DCFS MANUAL: CHAPTER 05 —— SOCIAL SERVICE OVERPAYMENTS

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF DCFS MANUAL NOTICE NO: T-9
Issued: 1/3/85
FROM: Gerald E. Thomas, Asst. Secretary SECTIONS REVISED::
Health and Rehabilitative Services N/A

EFFECTIVE: Upon Receipt
FOR INFORMATION CALL:
Jean Gregory

SCAN 234-7136 or
Non—SCAN 753-7136

IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16

SUBJECT: SOCIAL SERVICE PAYMENT SYSTEM - INTERIM SOCIAL SERVICE OVERPAY-
MENT PROCEDURES

Place this notice in front of Chapter 05, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-9 was entered. Remove previous
Notice No. G-190. Retain Administrative Policy No. 10.02.

Chapter 05, DCFS Manual, Social Service Overpayments, will be issued at a

later date.

INTRODUCTION

The Interim Social Service overpayment instructions will provide social
service staff with a uniform procedure to handle overpayments as defined
below. An overpayment is defined as a billing error mutually recognized by
the Vendor/Client and Department, but cannot be dealt with under SSPS by

ad justment on future billings. The interim procedure will also provide
notification to the Office of Financial Recovery to establish an accounts
receivable for the overpayment.

For contracted vendors, see Administrative Policy No. 10.02. The interim
vendor payment instructions do not supersede Administrative Policy No.
10.02 (see attached).

A. Identification of Overpayment

The responsibility for verifying if a client/vendor has incurred a
social service overpayment is determined by who authorizes the social
service payment. This may be the Program Manager, Regional Office
Staff, DCFS center staff, DDD Field Service Staff, Community Service
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Office Social Service Staff, or DCFS Social Service Staff. As neces—
sary, he/she will consult with staff who licenses and/or contracts
with the Social Service Vendor. See attached list for Licensing,
Contracting Responsibilities.

Setting Up Overpayment

When an overpayment has been identified, the responsible staff will:

1l

Prepare an overpayment letter to send to the client/vendor. The
overpayment. letter (DSHS 18-398 or DSHS 18-399) instructs the
vendor or client payee to forward repayment directly to the
Office of Financial Recovery (OFR), MS OB-21, not to the CSO,
FSO, or DCFS office. A copy of the overpayment letter must be
retained in the client and/or the vendor's file. See DCFS
Manual, Ch. 99, for the forms and instructioms.

Prepare an overpayment packet for OFR which will contain the
following:

a. Client Payee Overpayment

(1) DSHS 18-199(X), Accounts Receivable Input Document.
DCFS Manual, Chapter 99, contains the form and
instructions for completion.

(2) The OFR copy of the DSHS 18-398, Overpayment Letter,
sent to the client payee.

(3) A copy of the DSHS 14-154/159 authorization form that
authorized the service.

(4) Supporting documentation (see b.).

b. Vendor Overpayment

(1) The OFR copy of the DSHS 18-399, Overpayment Letter,
sent to the vendor must include the SSPS service code,
reason code, and source of funds (if available). The
Accounts Receivable Input Document, DSHS 18-199C, is
completed by OFR.

(2) A copy of the DSHS 14-154/159 authorization form that
authorized the service.

(3) Supporting documentation, such as a print from the
invoice or authorization screen, audit reports, or

other documentation verifying an overpayment has
occurred.
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C.

Pazgent

The vendor or client must send the repayment directly to OFR. If a
DCFS office should receive monies that are to be applied to a vendor
overpayment, they must be transmitted to OFR on a Daily Funds
Transmittal (DSHS 18-320(X)). This is done by the accounting section.
The comment section of the DSHS 18-320(X) should indicate the nature
of the overpayment. (See Manual E, Chapter 32.)

Unsolicited Payments

The Office of Financial Recovery periodically receives payments from
vendors who are paid through the Social Service Payment System for
whom they have not received an overpayment packet. In order for OFR
to deposit and properly account for these payments, they must know if
these payments are refunds of overpayments, or submitted to the
department in error, or are a program donation. In order for OFR to
obtain the information necessary to account for such payments, the
following interim procedures will apply:

1. OFR, upon receipt of payment from a social service vendor for
whom they have not received an overpayment packet, will send a
request for clarification to the appropriate DCFS Office, Program
Manager, or regional office staff. The clarification will
request a determination of the reason for the repayment (see
attached example).

Pl Responses from the responsible staff to OFR's request for clar—
ification will be due within 30 days to allow OFR to credit
accounts and/or refund in a timely manner.

3l If it is determined that an overpayment has occurred, the vendor
overpayment procedures apply and an overpayment packet must be
sent to OFR.

4. If it is determined that the payment or any portion was submitted
in error, this information must be transmitted by memo to OFR.
OFR will then initiate appropriate refunds to the vendor.

Sie If the payment or any portion was a program donation, this
information should be submitted to OFR including the identity of
the program, i.e., mental health, child and family services,
adult services, to which the donation was made in order to credit

the proper account. OFR will then credit the payment approp—
riately.
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Licensing and Contracting Responsibilities

Community Service Office

|

Adult Foster Homes - licensing — contracting

COPES Individual Provider — Personal service contract
— CCF — contracting

COPES Agency — contracts

DCFS

Foster Family Home — licensing
Family Day Care Home — licensing
— Day Care Mini Centers Within Family Residence - licensing

Regional Office

— Licensed Child Placing Agencies (who in turn license private agency
foster homes)

— Day Care Centers — licensing

— Day Care Mini Centers — licensing (outside family residence)

= Juvenile Detention Centers — certification

— Group Homes — licensing

— CRCs — licensing

Community Services State Office

= CCF (Regular, Mental Health, Alcohol, Drug) — Health Services
license

— Chore contracts

— DCFS State Office

— Group Homes — contracts

— FRS contracts

— Juvenile Detention Centers — contracts

— Day Care Centers — contracts

— All Day Care Mini Centers — contracts

— CRCs = contracts

Not subject to licensing or contracting: CSO or DCFS is responsible for
In-Home Day Care, IPP Chore providers.
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Division of Developmental Disabilities Contracting Responsibilities
— Group Homes

— IMR - Level E
— Tenant Support — Regular

— Intensive
= Alternative Living — Individual
- Agency

— Residential Skills

— Counties

— BOA - Provider Agreements (i.e., medical care, respite care)
— Personal Service (i.e., Group Home staff training)

— Contracts for Developmental Disabilities Planning Council
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STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 98504
TO: DATE :
FROM: Office of Financial Recovery, OB-21

By:

SUBJECT: PAYMENT FROM SOCIAL SERVICE VENDOR /__/ / CLIENT /_/

The Office of Financial Recovery (OFR) has received $ from

(name)

(addressee)

This office has no record of an account receivable established for this
vendor/client.

This office requests clarification on the status of this payment. Please
complete the appropriate action based on your determination.

A. Overpayment Refund

Please check appropriate subject box and submit packet as outlined in
Manual G, Chapter 5, or DCFS Manual, Chapter 5, to OFR, Overpayment
Accounts Receivable Unit, M.S. 0B-21.

B. Payment in Error

By memo inform OFR, Cashiers Unit, MS OB-21, that the payment was
received in error and is to be refunded to the vendor/client.

Ce Program Donation

By memo inform OFR, Cashiers Unit, MS 0B-21, that the payment is a
donation and the program, i.e., Mental Health, Children and Family

Services, Adult Services to which the donation was made. Attach a
copy of this letter.

A response within 30 days of receipt of this memo is requested to allow OFR
to credit the appropriate accounts.
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ADMINISTRATIVE POLICY

SUBJECT:

POLICY NUMBER:

Vendor Overpayment Policy 10.02

ORIGINATING LINIT: .
Division of Administration and Personnel 83-5

ISBUANCE NUMBER:

Collection of Medicaid Provider
Overpayments Thomas, 5/8/78
Collection of Vendor Overpayments

Thompson, 1-14-80

DATE APPROVED:
Feb. 10 1983 Z % (dﬁ‘
SUPERSEDES: ¥ RELATED REFERENCES:

Corrective Action Plans and Reports

I

I.

III.

DSHES 5181 (10-82)

JPT.T8

PURPOSE

The purpose of this policy 1s to establish a uniform approach to the
identification and recovery of vendor overpayments.

SCOPE

This policy applies to all contractors/vendors receiving funds from
the department and all organizations within the department except for
cost reimbursement, long-term care programs funded under Title XIX —-—
SNF, ICF, ICF-MR.

This policy does not apply to processing of billing errors mutually
recognized by the vendor and the department, which normally result in
recoupment by adjusted payment on future billings.

POLICY

Effective management of contracted services is a vital part of the
department's overall mission to provide necessary soclal and health
services for the citizens of this state. Since approximately two-
thirds of the department's budget is expended through comtracts, it
is essential that vendor program and fiscal accountability be main-—
talned. -

Staff reviewing contracts/vendor invoices shall only approve payments
when those invoices are in accordance with existing contract terms and
obligations. Overpayments made by the department when the contractor/
vendor has billed for services not provided, has bllled in excess of a
contractual limitation, or failed to meet the contractual performance
requirements for which payment was made, shall be promptly recouped/
collected.





Administrative Policies Maﬁuai
106.02 (cont.)
February 10, 1983

The attached matrix describes the process by which the department will
address vendor overpayment/nonperformance. The process provides for:

Development of a consistent department position on draft audit

findings.

Vendor participation and input in each stage of the audir.

The opportunity for a vendor who has participated in the audit
process to receive an impartial dispute hearing if the vendor
is not in agreement with the final audit report.

The program manager as being the pPrimary contact peoint with

the vendor.

An expedited recoupment/collection of overpayments including

interest.

Prompt initiation of necessary corrective action.

While the matrix focuses on vendor overpayments which are identified
via the department's audit process, the Audit Division is not the sole
organizatoin charged with mouitoring vendor performance. Other staff
assigned day-to—day monitoring, licensing, certification, etc., of ven-
dors shall, when the vendor is mot in compliance with the departmentazl
contracts/standards, initiate corrective action. If those efforts are
unsuccessful, assistance should be obtained from the Audit Division,
Office of Contracts Management, Division of Administration and Person~
nel, and/or the Office of the Attorney General.

This policy and procedure supersedes "Policy for Collection of Vendor
Overpayments” dated January 14, 1980, and "Collection of Medicaid Pro-

vider Overpayments™ dated May 8, 1978.

Attachment
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10.02 (ceont.)
February 10, 1983

VENDOR OVERPAYMENT/NONPERFORMANCE RESPONSIBILITY MATRIX

Responsible Organization

1.

2.

8.

e

Office of Operations
Review

Office of Operations
Review

Office of QOperations
Review

Office of Operations
Review

Program Manager

Operations Review/
Program Manager

Office of Operaticns
Review

Audit Committee

Actilon

Initiate audit, notify vendor
and program manager.

Refer evidence of fraud/
criminal conduct to Office

of Specilal Investigatioen,

or, in the case of a Medicaid
provider, to the Medical
Fraud Control Board.

Conduct Exit Review with ven-
dor to review audit findings.

Issue Pre~Draft Audit Report to
program manager for review and

comment.

Review Pre-Draft Audit Report
and provide written response

to Uperations Review within ten

working days of receipt.

Attempt to resolve any areas
of disagreement.

(a) Schedule Pre~Draft Report
for review by Audit Com—
mittee if there is no
agreement, OT

{b) distributes Draft Audit
Report to vendor and
program manager if there
is agreement.

Resolve differences and

establishes department posi-
tion on Draft Audit Report.

-3 -

Comments

Office of Special
Investigation or
appropriate unit
investigates refer-
ral.

Advises vendor of
need to respond to
Draft Audit to main-—-
tain appeal rights.

Program manager is
division or bureau
director.

Program manager
reviews report to
determine if it is
conslstent with
applicable progranm
policies. Review is
conducted prior to
distribution to ven=-
dor and provides
cousistent depart—
ment position.

Audit Committee is
composed of Deputy
Secretary, Assistant
Secretaries, Comp-
troller and Auditor.

Operations Review
and program manager
presents views to
Audit Committee.





Responsible Organization

9. Office of Operations
Review

10. Vendor

11. Office of Operations
Review

12. Operations Review/
Program Manager -

13. Office of Operations
Review

Administrative Policiesfﬁanual
10.02 (cont.)
February 10, 1983

Action

Distribute Draft Audit Report

to vendor and program managers

Respond to Draft Audit within

30 working days.

I1f vendor

disagrees and wants an Audit

days.

Schedule Audit Conference with
vendor within five working days
if vendor and Operations Review
disagree on substantial matters

' Conference, the request must
be made within ten working days
to ensure completion within 30

that cannot be resolved.

Attempt to resolve any areas
of disagreement based on new
evidence provided by vendor.

{(a) Schedule Draft Audit

report for review by Audit

Committee if there is no
agreement, Or

(b) distribute within ten work-
ing days after appropriate

resolution of draft audit

Final Audit Report to pro—

gram manager
— when vendor has not

responded, or
when vendor responses
have been considered

for incorporation in the

Final Audit Report and

no further discussion 1s

necessary, or

when Audit Conference has
been completed and no fur-
ther action is required,

or

Audit Conmittee has deter-
mined department positiomn.

-4 -

Comments

Cover letter includes
notice that vendor
must respond to main-
tain further appeal
rights.

Request for extension
of the 30-day response
may be graunted by the
Auditor, Draft Audit
Report is a working
paper and receives
limited distributiom.

Attendance at Audit
Conference: Vendor,
Operations Review,
and program manager.
If no program issues,
program manager
attendance is
opticnal.

Copies of final audit
report are sent to
Office of Contracts
Management and Office
of Financial Recovery.
Office of Financial
Recovery establishes
accounting record.





Responsible Organization

14, Program Manager

15. Office of Financilal
Recovery
16. Vendor

17. Office of Contracts
Management

AATATGAS LG RaVE s bdhadTd tomiiama
10.02 (cont.)
February 10, 1983

Action

Distribute within ten working
days Final Audit Report to ven-
dor with Corrective Actiocn
Cover Letter (sample provided
by Operations Review). Letter
includes:

{a) Notice to correct or
develop plan to correct
deficiencies.

(b) Methods of recovery.
(Options include repayment/
recoupment from future con—
tract payments.) Recovery
to include 1% per month
interest beginning on 3lst
day; except for medical
providers as provided in
RCW 74.09.220.

(¢) Need to respond to Final
Audit in 20 days.

(d) Appeal rights.

Adjust account balance and
establish account receivable.
Suspend file for 30 days.

Review and respond to Fimal
Audit within 20 working days.

Schedule within ten days Dis-—
pute Hearing if vendor has met
preconditions and disagrees
with Fipal Audit (hearing is
limited to issues of fact).
Dispute hearing will be con-
ducted within 30 days and a
decision rendered within 15
days. Notify Office of
Financial Recovery of all
requests for a Dispute Hear-
ing and the date of each
hearing scheduled.

Comments

Coples of cover let-
ter are sent to
Offices of Contracts
Management, Financial
Recovery, and Opera-—
tions Review.

For medical care pro-—
viders, consider
recomzmending the
assessment of civil
penalties if appro-
priate as provided
for in RCW

74.09.210.

Notifies program man-—
ager and Operatiomns
Review if no action
is taken within 30
days.

Extension of timeli-
ness may be granted
with concurrence of
program manager and
auditor.
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Responsible Organization Action

18. 0ffice of Contracts Notify Office of Financial

Management Recovery, program manager
and Operations Review of
hearing decision.

NOTE: Upon completion of the above steps, the program

manager has the option to initiate recoupment/
repayment as provided im steps 19 and 20 below,
or to refer the matter to the Office of Finan-—-
cial Recovery for actions as provided in steps
21 and 22. If the program manager is unable to
recoup or obtain repayment, the collection will
be referred to the 0ffice of Finmanclal Recovery.

Initiate within ten working

days recoupment/repayment of
overpayments if vendor does not
disagree with Final Audit Report
or Dispute Hearing has been com-
pleted and Audit has been upheld.

19. Program Manager
(See 21 below)

Notify Office of Financial
Recovery of actions taken and
planned. As each recoupment
installment 1s completed, pro-
gram manager or dlsbursing unit
provides Office of Financilal
Recovery with data for credit
ad justment.

20. Office of Financial
Recovery

Process adjustment to reflect
satisfaction in full.

OR

Advise Qffice of Financial
Recovery to collect and/or
establish repay schedule.

21. Program Manager

Comments

Repayment/recoupment
schedule over 90 days
requires Assistant

Secretary's approval.

Notifies program man-
ager, Operations
Review and Assistant
Secretary 1f recoup-
ment/repayment not
accomplished in 90
days or in accord-
ance with approved
repayment plan.

Office of Financial
Recovery is to be
alerted if vendor is
no longer receiving
department funds or
is going out of
business.





Responsible Organizatlon

e

22. Office of Financial
Recovery

I I B

10.02 (cont.)
February 10, 1983

Action

Advise vendor of amount due
including interest to date.
Establish repay schedules 1f
appropriate.

Initiate within 30 working
days collection, legal action,
etc. Recover overpayment if
Audit is agreed to or upheld
and recoupment is not avall-
able. Cost effectiveness of
recovery will be coordinated
with Attorney General.

Comments

Account status is
avallable to program
managere.

Referral to Attorney
General will be
copled to program
manager.
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CHAPTER 06
LICENSING/CERTIFICATION

06.00 PROGRAM AUTHORITY

A.
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Statutes governing licensing functions of Regional Offices (RO) and Com-
munity Services Offices (CSO).

1.

2.

3.

Administrative Procedure Act —-— Chapter.34 04 RCW

Child Welfare Agencies Licensing Act —- Chapter 74.15 RCW

Personal Care and Supervision of \Adults —— RCW 74.08.044

Location .of DSHS Licensing and Certification Responsibilities for Various
Types of Agencies. .

The term "agency,”

by statutory definition, refers to any facility sub-

ject to licensing, including a foster family, day care home or an adult

family home.

Responsibilities listed for offices other than the Bureau

of Children’s Services and the Bureau of Aging and Adult Services are

given for informational purposes only.

The remaining parts of this

chapter relate primarily and specifically to the licensing programs of
these two bureaus as implemented by ROs and CSOs.

| Primary

Statutory and

Type of Agency - Regulatory Base

Comments

ICOﬁmunity

| Responsibilityl
|

I1.

|Services Officel

| (cso) -

2. Adult family homes (AFH)

I
|
I
I
I
|
I
I
I
3.
I
I
I
I
I
|
I
I
I
I

|
I
I
CSO supervised foster |Chap. 74.15 RCW;
family homes for children | WAC 388-73
(including homes licensed |
as crisis residential |
centers) ,
|Chap 74.15 RCW;
for up to four persons who|RCW 74.08.044;
are developmentally dis- |WAC 388-73
abled or otherwise in need|
of protection |

' |
Family day care homes for |Chap. 74.15 RCW;
children and mini-day wac 388-73
care programs in family | :
homes ’ |

4. Congregate care facilities|RCW 18.20

CSO approves for payment |WAC 388-15-560/568
rather than licenses. (see |
Chap. 46, Residential N
Services for Adults) |

|Homes for 5 or more
|adults are licensed
|by Division of Health|

" |Services as boarding |

lhomes. :
|Fire Marshal and Div.|
|of Health Services |
|certifications |
|required for mini- |
{centers ’ }
|Licensed by Division |
|of Health Services as]|
|boarding homes or as |
|alcoholism treatment |
|centers. |
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|Primary [ ' | Statutory and
|Responsibility | Type of Agency | . Regulatory Base

Comments

|Regional Officel|l. Family foster homes for IRCW 74.15.040;

[(RO) Lic. Staff| children, for homes cer- |WAC 388-73
‘tified by licensed child | .

placing agencies :

|Chap. 74.15 RCW

Iwac 388-73

I

, I

3. Group care facilities for |Chap. 74.15 RCW;

2. Child placing agencies

children, group care
crisis residential
centers and juvenile

|WAC 388-73;
IRCW 74.13.032-035

|Aging and Adult|(Geriatric Day Services)

|Disabilities

1l
|Chap. 74.15 RCW;
|wAC 388-73

4. Day care centers, mini
day care centers in
facilities other than
private family residences |
and day treatment prog. :

|Chap. 18.46 RCW;
|WAC 388-73

|

|

5. Maternity services, inc.
maternity homes

I
|
|
I
|
I
|
|
|
|
= detention facilities. |
|
[
|
|
I
|
I
I
|
I

i
|
!
I
I
I
I
|
I
I
I

IFire Marshal and
IDivision of Health
[cert. required

|

I

|

[Fire Marshal and
IDivision of Health
lcert. required

|

|

|Fire Marshal and
IDivision of Health
|cert. required for
Imaternity homes

|Bureaus of
|Children”s

|Services and |licensing of the preceding categories of care.

land Adult Serv.|the department purchases care from them.

State Office (SO) is responsible for developing licensing requirements
|and procedures for the guidance of RO and CSO licensing staff for

All facilities subject
|Bureau of Aginglto the provisions of Chap. 74.15 RCW are to be licensed whether or not

I - I
|SO Bureau of |Adult Day Health Programs IRCW 34.04;
|IWAC 388-17-200(2)

|Certification
| (Approved for pay-
|ment, rather than

|services | _ | |licensed).
| SO Bureau of |Alcoholism treatment programs|RCW 70.96 and 96A; |Accredits and/or
|Alcohol and | | IWAC 275-15 and 25; |approves for payment.

|Substance Abusel IRCW 71.12;°

| | |care)

IWAC 248-22 (Inpatientllicgnses.

IDiv. of Health

|SO Division of [1. Certifies "group homes"  |RCW 72.33.850
|Developmental for purchase of care for
DDD clients. | |
I
2, Certifies group training |[RCW 72.33.810
homes (exempt from |
licensing as child care |
|
|

agencies) for DDD clients

3. Certifies day training IRCW 72.33.860;
centers (developmental IWAC 275-25-525
centers) for DDD clients. | '

[Fire inspections req. |

|Facilities for chil- |
|dren are licensed by |

IRO licensing staff.

|[Facilities for adults|

lare licensed by
IDivision of Health.
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i Primary | | Statutory and | |
| Responsibilityl| Type of Agency | Regulatory Base | Comments I
|Licensing and [1. Boarding homes for the [RCW 18.20; WAC 248-16|Fire Marshal inspects|
| Development | aged and infirm. | [1icensed facilities. |
|Section - Div. | I |LDS-DOH also certi- |
|of Health |2. Private establishments IRCW 71.12; WAC 248-22|fies group care |
| (LDS ~ DOH) |  (private psychiatric |WAC 248-23 |facilities, day care |
| hospitals and alcoholism | |centers, mini-centers]|
| treatment centers) | land maternity homes |
| Private alcoholism hosp. | |1icensed by RO or by |
I Residential treatment I |cSO (mini-centers). |
| facilities for | |cS0s may develop con-|
| psychiatric impaired | |gregate care facilityl|
| children and youth | | (CCF) contracts with |.
| | |1icensed boarding |
| | |homes and alcoholism
‘ } ltreatment centers.
}
|3. General hospitals |RCW 70.41; WAC 248-18]|
l Hospice care centers :WAC 248-21 l
}4. Abortion clinics {RCW 9.02; WAC,248-140}
|5. Physical therapists in | I
| independent practice I |
| Rehabilitation Centers I I
| |  Rural Health Clinics | |
| | Home Health Agencies I _ I
| | Renal disease centers |code of Fed. Regs. |
I | (certified for receipt | 405.2140 |
} I of federal funds) : I
: :6. Child Birth Centers IRCW 18.46; WAC 248-29{
| |7. Shelters for Victims of |RCW 70.123; |
| | Domestic Violence |WAC 248-554 , |
|Bureau of 1. Nursing homes. [RCW 18.51; WAC 248-14[Facilities are
|Nursing Home | |inspected by the Fire
|Affairs 2. Day care programs for the | {Marshal.

aged located in nursing
homes. ‘

3., Certification of licensed
nursing homes as inter-
| mediate care facilities.

].

I

I

I I
-

I

I

I

IRCW 18.51;
| .
I

|Code of Fed. Regs.
| 249.12 and 249.13
|

WAC 248-14

|SO Division of |Certification of community
|[Mental Health |mental health centers
| |receiving state funds.

IRCW 71.24
IWAC 275-25 & ff
I

|SO Division of [Certification of sheltered
IVvocational |workshops for handicapped

lehabilitation |persons for state purchase
. |of service.

[RCW 28A.10.080
I
I
|

Local fire officials
inspection required.

I
I
I
I
|
I
I
[
I
I
I
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| Substance Abuse|state funds

| Primary | ' | Statutory and [
| Responsibility]| Type of Agency | Regulatory Base | Comments
|SO Bureau of [Certification of drug treat- |WAC 275-14 & ff. 1
|Alcohol and |ment programs which receive | =
|

06.10 POLICY

06.11 Purpose of Service

The general purposes of licensing within the department are as follows:

A. To safeguard the well-being of children, expectant mbthers, developmen-
tally disabled persons and adults in need of protection who receive care
away from their own homes.

B. To provide consultation to applicants/licensees by interpreting licensing
requirements and procedures, providing information and alternatives for
attaining and maintaining compliance with licensing requirements, and
keeping licensees informed about changes in licensing requirements and
procedures.

c. To refer applicants/licensees to other services for training opportuni-
ties, in-depth consultation for program improvement and for information
regarding payment from and contracts with the department. (See subsec-
tion F below.)

D. To assure tﬁe users of licensed agencies, their relatives, the community
at large and the licensees themselves that adequate minimum standards
are maintained by all licensed agencies.

E. To certify as meeting licensing requirements those agencies which are
exempt from licensing to enable them to receive payment. (See WAC
388-73-020.)

F. RCW 74.15.010 lists the following three additional purposes of the Child
Welfare Agencies Licensing Act:

l. To strengthen and encourage family unity and to sustain parental
rights and responsibilities to the end that foster care is provided
only when a child's family, through the use of all available
resources, is unable to provide necessary care.

a. This responsibility is implemented in licensing by the
adoption of regulations which:-

1) Require that licensees (except providers of family home
care and day care) provide social services. to parents;
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2) Restrict foster care facility admissions to children whose
need for care is clearly justified by a social study.

b. The provision of diréct services to children and families by the
department is accomplished by staff other than licensing staff.

2. To provide consultation to agencies (licensees) in order to help them
improve their methods of and facilities for care (beyond the level
established by licensing requirements). To the extent possible,
after meeting the required primary regulatory and monitoring func-
tions, the licensor may provide consultation regarding:

a. The development of guidelines for and providing information to
licensees for the improvement of programs beyond the level
-required for a license.

b. Providing education about specialized methods of working with
-particular types of children or with individual children.

c. Orientation, training, and technical support to licensees and
their staff.

3. To promote the development of a sufficient number and variety of
licensed facilities to meet the public's need through the coopera-
tive efforts of public and private agencies and other interested '
parties. o

06.12 Service Description

A.

Licensing is the exercise of the police ﬁowers of the state as reflected
in specific statutes for the regulation of certain activities affecting
the safety and welfare of its citizens.

The department's licensing program is mandated by RCW 74.15 and RCW 74 .-
08.044. These RCWs regulate the care and supervision of: children;
expectant mothers; developmentally disabled persons; and other particu-
larly vulnerable/dependent adults who reside away from the protection of
their own families or homes. They also regulate the placement or the

arranging of placement of such persons into such care or the placement
of children for adoption. '

A license is the formal permission granted by the state to a person or
organization 'to perform the regulated activity. The performance of a
licensable activity without a license is illegal and constitutes a mis-
demeanor. However, licensing statutes frequently exempt certain classes
of individuals and organizations from licensure (see RCW 74.15.020 and
WAC 388-73-018).

Licensing staff evaluate an applicant's character, financial circum-

“stances (see 06.15 C.), proposed methods of care, number and qualifica-

tion of staff (employees), and physical facilities compared to formally
adopted licensing requirements.

/

p. 7
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Information regarding the applicant and his/her program is secured pri-
marily from the applicant. Information secured on an application form

- 1s supplemented by:

1. Face-to-face interviews with the applicant and members of his/her
staff or in the case of foster family homes, adult family homes,
and family day care homes, his/her family.

2. On-site inspectioné of the premises to be used for the program to
be licensed, and

3. Information secured from references.

In addition to visits by liéensing staff, certain categories of care
(e.g., mini day care centers, group care facilities) require inspection

and approval of the premises by fire and health authorities (see table
in 06.00).

Licensing staff may make such additional investigation of the character
and reputation of the applicant as they deem advisable, including con-
tact with former employers, physicians, law enforcement personnel, etc.
(See Sec. 06.37 B. regarding criminal offender record information.)
When deemed appropriate, a psychiatric evaluation may also be required.

Following issuance of a license, licensing staff visits licensee to .
follow complaints to assess continued compliance with licensing require-
ments. After due notice, failure to correct noted deficiencies and to

provide care consistent with licensing requirements results in revoca-
tion of license.

A person who is denied a license or whose license is revoked has a right
to a fair hearing. (See Chapter 01, Social Service Policy and Adminis-
tration and RCW 74.15.130.)

Certification simply means the department has reviewed the applicant's
program or facility and certifies that the applicant meets certain
standards. No license is issued.

-

i

‘_06.13 General Policies Related to this Service

A.

Licensing is regulatory in nature. Facilities shall be licensed or
licenses shall be denied or revoked as required by statute and in accord-
ance with derivative rules and regulations (licensing requirements).

The primary goal of the licensing activities of DSHS shall be to provide
equal protection to every facility and user of licensed services by
ensuring that designated minimum standards are uniformly applied and
maintained statewide. To accomplish this, the following policies shall

be given full force and effect:
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The Primary Focus of the Licensing Role Shall be Regulatory in Nature

The definition of the licensing role shall be:

To licensé agencies known to be in compliénce with standards;
To investigate complaints;

To provide information to assist'agenéies in attaining and
maintaining compliance;

To take negative action in the form of denials of and revoca-
tions of licenses from agencies that do not meet, or that fall
below, minimum standards;

To provide information related to changes in licensing regula-
tions or procedures to licensed facilities.

The Regulatory Aspects of the Licensing Functon Should be Distinct

and Separate From Other Program Activities

ae

In-depth consultation and program development activities should
be provided by staff who do not have a licensing function.
The licensing role should not include activities related to:

1) Program advocacy;

2) Program development beyond minimum standards;
3) In-depth involvement in consultation;-

4) Needs assessment;

5) Placement of individual clients; =

6) Referrals endorsing specif;é providers.

Placement and resource development concerns inherently con-
flict with the equitable and uniform application of licensing
standards. When these activities are intertwined with licens-
ing functions, priorities may become reversed and licensing
standards may be manipulated to meet other needs. For these
reasons, the licensing function shall be isolated as much as
possible from other program duties.

Minimum Standards Shall, in Fact, be Minimum and Licensers Shall
Enforce -Them :

ae

Development of standards that represent clear and enforceable
minimums is essential to effective licensing. Once developed,
all standards must be interpreted and enforced consistently by
all licensers to ensure equity to facilities and at least the
minimal level of protection to users.

P 9
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b. If individual licensers are free to interpret rules differently
and to informally waive various requirements, an inequitable
system results. For these reasons, the waiving of require-
ments shall occur only through a formalized process subject to
administrative review.

4. Effective Licensing Requires'Cdnsistent, Strong Supervisory Controls

A centralized authority shall exist to ensure uniform application
of standards. and procedures statewide. The state office licensing -
program manager shall:  develop policy and procedures; provide
technical assistance and support; monitor licensing decisions; and
provide consultation in denial and revocation actions.

It is essential that licensing staff be fully knowledgeable of both

‘statutory law (Revised Code of Washington (RCW)), and administrative law,

(Washington Administrative Code (WAC)) on minimum licensing requirements
(sometimes also referred to as licensing rules and/or regulations) for
the categories of facilities for which they have licensing responsibil-
ity.

The department purchases care from only licensed, certified or approved
facilities. Facilities which are not subject to licensing, may not be
licensed, but may be certified as meeting appropriate licensing require-
ments. Except for foster family homes for children and family day care
homes, DSHS payments are made only to agencies having valid written
contracts with the department.

Licensing per se does not obligate the department to make referrals or
payment to a program or facility; additional requirements may be imposed
for such purposes. Conversely, a licensee is not obligated to accept
referrals from nor enter into contractual relationships with the depart-
ment.

Purchase of service contracts with licensed agencies cannot waive or
alter licensing requirements; they may, however, expand upon or add to
‘those requirements. (See WAC 388-73-020.)

‘Licensing is a protective service for the community at large, and is not
restricted to facilities from which the department purchases services.

The basic purpose of licensing is to protect and promote the welfare of
persons in the care of licensed facilities. At the same time, the rights
of licensees must be respected. In cases in which there is conflict
between these two interests, the department will opt for the best
interests of the person in care. (Licensees have a right to a hearing
concerning departmental decisions which affect them adversely.) N
A license is issued to an individual or specific organization to conduct
business at a specific location and is not transferable to another

person or place. It must designate the specific category of care being .
authorized. ' ‘
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The policies outlined in Chapter 01.04, Indian Policy Statement, will
be followed when licensing activities involve or have an effect on
Indian persons.

06.14 Priorities Related to this Service

In the allocation of their time, licensing staff shall give priority to the

A.

following matters in the order listed:

Receipt and investigation of a complaint about a licensee's treatment
of persons in care. This activity receives top priority and must be
followed up immediately. (See 06.53 and 06.56 C.5.)

Revocation of licenses of licensees not in compliance with minimum
licensing requirements. (See 06.48.)

Processing of inquiries and new applications for license. (See 06.48.)

Regular visitation of provisionally licensed agencies and agencies
having a history of providing questionable or marginal care.

~ Renewal of licenses prior to expiration..

Provision of requested consultation to licensees.

Recruitment of licensees.

.15 Eligibility"

All persons who submit an application (with the appropriate fee) and
whose program, staff, and facilities are found (upon investigation) to

be in compliance with minimum licensing requirements (MLR) for the cate-.

gory of care they propose to render, are entitled to a license.

Conversely; a license shall not be issued when applicable licensing
requirements are not met. Exceptions for good cause must be formally
walved in writing. (See 06.44 through 06.44 for issuance of provisional

licenses and 06.46 regarding procedures for the waiver of licensing
requirements.)

There are no financial eligibility criteria for being licensed except
that facilities shall demonstrate that there is sufficient financial
reserve to operate their program and foster parents shall not be depend-
ent on foster care payments for sole source of income.

06.16 Payment Rates

A.

The licensing requirements described in this chapter do not regulate
fees charged by licensees nor set the department's rates of payment for
services purchased from licensed facilities/programs.
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For the department's rates of payment for various categories of purchased
care/services, see the following chapters:

Chapter 28, Day Care Sefvices for Children
Chapter 31, Crisis Residential Care
Chapter 32, Child Foster Family Care
Chapter 34, Private Agency/Child Group Care
Chapter 46, Residential Services for Adults

Maternity Care - Manual F, Sec. 14.70 and 14.05; WAC 388-29-135.

06.20 PROGRAM STANDARDS

<

06.21 Program Expectations/Response Time

A.

B.

c.

D.

Licensing staff will respond to all inquiries (phone, in-person, mail)
within 10 working days by providing preliminary information and/or set-
ting up an appointment. :

Within 30 days of receipt of an inquiry, licensing staff shall:

1.

Conduct group orientations for prospective licensees —--- present
and review orientation packets and conduct a discussion period. An
orientation packet consists of a copy of the licensing statute, a

" copy of the appropriate MLR and an application for license. (See

also 06.32, Inquiries/Orientation.)

If the number of prospective licensees does not warrant group orien-
tations, conduct individual interviews reviewing orientation packets

and discussing minimum requirements.

1f neither one or two are feasible, mail orientation packet to pro-
spective licensees. (See also 06.32.) '

At least one on-site visit to premises to be licensed is mandatory in all
_cases, prior to the issuance (or renewal) of a license. It is desirable
(but not mandatory) that the on-site visits be made after receipt of a
signed application and all attachments called for in the instructions.
Applications must be reviewed for completeness.

All applications for licenses (except for child foster family home care)
must be processed and action taken to issue or deny a license within 90
calendar days of receipt of application (see RCW 74.15.100). Home or

agency studies must be completed within 90 days (see 06.36). Withdrawals
should be confirmed in writing.
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The applicant will be notified in writing within 5 days of completion of
the licensing study, whether the facility is approved (enclosing license)
or the application has been denied. If denied, the reasons for denial
must.- be listed. RCW 74.15.130. (See also 06.48.)

Licenéing staff will:

1. Conduct on-site visits in the event of a complaint, at the request
of the licensee, or to assure correction of previously noted defi-
ciencies. ‘

2. Conduct an on-site visit of licensed agencies within a 60-day
period immediately prior to renewal of a license or 30 days prior
to the expiration of a provisional license.

3. Maintain a current, accurate record of contacts with licensee;

4. Provide monthly statistical report of activities, new- facilities,
closures, etc., as may be prescribed by SO and/or RO.

06.22 Appropriate Program/Service Outcomes

A.
B.
c.
D.
E.
F.
G.

Issuance of a license

Denial of a license

Voluntary withdrawal of application

Voluntary closure of a facility

Revocation or suspension of a license

Resolution of a complaint regarding a licensed agency

- Improved service resulting from consultation

06.30 SERVICE PROCEDURES

06.31 Recruitment (Homefinding)

. A

c.

CSO will periodically advertise the requirement that child foster family
care, adult family, child day care homes, mini day care centers, day (
care centers, and child-placing programs be licensed.

Licensing staff will actively recruit homes in various geographic areas
and recruit homes to serve particular groups (e.g., teenagers, handi-
capped adults, children of minority races, etc.).

Recruitment methods include:

1. Posting notices in strategic places (e.g., shopping centers,
churches, banks, housing projects, and other public places).

2. Securing from current licensees the names of their friends and
relatives -who might be interested in providing care.

p. 13
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3. Talking to various community groups and organizations: Indian
tribal councils, church groups, organizations of foster parents and
day care mothers, service clubs, professional organizations, etc.
Chambers of Commerce and local United Way Fund offices are a source
for obtaining lists of local organizatioms.

4. Using public media (newspapers, radio and TV): - Feature stories,
want ads, public service announcements, community event calendars,

panel shows, and talk programs.

5. Developing and distributing brochures. (See pamphlets listed in
Section 06.80 and Chapter 99).

6. Using pictures and slides to supplement talks or other publicity.
The signed permission of anyone appearing in a picture, or in the
case of a child, the signed permission of his/her parent or guard-
ian, must be obtained. If custody of the child has been awarded to
an agency by a court, permission of the court must be obtained.

06.32 1Inquiries/Orientation

* A

Inquiries received from ﬁotential licensees will be referred to CSO or
regional licensing staff responsible for licensing that type of care.

1. Regional staff license:

a., Licensed Child Placing Agencies (LCPA).

b. LCPA Foster Parents.

-Cs Child Group Care Facilities.

d. Crisis Residential Centers.

e. Juvenile Detention Centers.

f. Day Care Centers.

g. Mini Day Care Centers Not in the Home of the Provider.
h. Maternity Homes.

i. Day Treatment Programs.

2. Local (CSO) office staff license:

a. Family Day Care Home.

b. Mini-Day Care Centers in the Hotmle of the Provider.
¢c. Adult Family Homes.

d. Foster Family Homes for Children.

e. Receiving Homes.

f. Family Crisis Residential Centers.

When the volume of inquiries is large, the CSO should schedule group
orientation sessions at regular intervals. Upon receipt of an inquiry,
the licensor, by phone or letter, will invite the potential licensee to
a group orientation session or make an appointment for an individual

\
interview.
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The purposes of the orientation interview are to:

1. Inform the inquirer about the licensing statute and licensing
requirements. :

2. Outline procedures for obtaining a license, and subsequent moni-
toring of licensees.

3. Clarify the inqhirer's ideas of the type of client he/she is best
suited to serve (preschool-age children, retarded adults, psychi-
atrically disoriented children or adults, etc.).

4, Inform the inquirer that facilities which accept unrelated persons
for care must be licensed whether or not they receive payment from

the department.

5. Assure that applicants are referred to a worker Qho will explain
payment procedures.

06.33 Application for License

A.

c.

1f after orientation the inquirer wishes to proceed with an application
for a license, the licensor shall provide him/her with DSHS 10-11(X),
Application for Family Home Care License, or a DSHS 10-08(X), Applica-
tion for Child Care Agency License or Certification, instructions for
completion of the form, a copy of the MLR appropriate to the type of

care the inquirer wishes to provide, and a copy of the licensing statute.

If licensing staff believes that a would-be applicant is obviously

unsuitable for providing care, an attempt shall be made to dissuade
"him/her from proceeding with an application. However, 1f the would-be
applicant persists, he/she shall be provided an application and a copy
of the MLR.

Applicants applying to provide foster family care for children should be
advised that if they are not requesting to be licensed for an age group
or type of child for which the CSO is seeking placement and there is not.
otherwise a specific child seeking placement in their home, their appli-
cation would not-be processed until a need to use the home arises. The
licensor may collect references, water sample test reports, etc., but
interviews and evaluations need not be completed until use of the home
is imminent.

Should such a foster family home application be kept in abeyance for a
year without being activated, it shall be considered withdrawn and shall
be closed. The applicant shall be informed by mail that the application
is being closed, but he or she may reapply. The file may then be for-
warded to the Records Reference Center.
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D. Where distances would not reasonably allow for an in-office orientation
interview prior to providing an inquirer with an application and the
minimum licensing requirements, or where it may be helpful to view the

site of a new facility, etc., application and minimum licensing require-
ments may be mailed and/or the site may be visited.

E. If the department has knowledge that an applicant for a foster home
license certified by a licensed child-placing agency actually does not
meet applicable requirements, the license may be denied. Under the

. provisions of WAC 388-73-022, the department may require such additional
information or perform such corollary investigations as it deems neces-
sarye.

1.. Such a corollary investigation may be conducted either by approp-
riate Regional office staff or CSO staff. It may include reviews
of the actual application completed by the applicant and of the
home study done by the agency. It may also include clearing the
central registry of Child Protective Services or a check with the
CS0s to see 1f they have any information on the applicant.

2. If the department questions whether a certified home meets lic-
ensing requirements, department staff may make a site visit to the
agency foster home and may interview the applicant or licensee.

3. The department may require the child-placing agency to provide
additional information in those cases where the application, etc.,
leaves doubt about the applicant's ability to meet the licensing
requirement.

4, A denial, when one is necessary, should be based on the depart-

ment's own investigation or documented evidence which will be
supported in the event of a fair hearing.

06.34 License Fee for Day Care Facilities

A. 'The department charges a fee for licenses for day care centers, mini-
day care centers, and family day care homes. These fees are adopted
under authority of Chapter 43.20A RCW and WAC 440-44-025.

B. The schedule of licensing fees shall be as follows:

l. For day care centers and mini-day care centers, the fee shall be
forty-eight dollars per year plus four dollars per year for each
unit of licensed capacity above twelve.

"2 The fee for family day care homes is $24 per year or $72 for a
three~-year license.

c. Fees are due with applications for initial license or renewal. The

department will not proceed on applications until required fees are
paid. .
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Fee payments shall be by check, draft, or money orders made payable to
the Department of Social and Health Services. Licensors in the field
will not accept payments.

Fees received at CSO and Regional offices shall be forwarded using the
DSHS 18-320(X) transmittal form to:

Department of Social and Health Services
Office of Financial Recovery 0B 21
P.0. Box 9501 :

Olympia, Washington 98504

(See Manual E, Chapter 30, for complete procedure including receipt and
logging procedures.)

Except as otherwise provided in WAC 440-44, fees shall be paid for a
minimum of one _year.

1. Fees for provisional licenses issued for less than a yearly period
- shall be prorated based on the annual fee.

2. When an applicant has submitted a fee for a one, two or three-year
period and a provisional license for a period of less than a year
is issued, the prorated remainder of the fee paid shall be refunded
to the applicant or held as a credit toward a full license. The
full license, when issued, shall commence from the date that the
provisional is issued.

3. VWhen the department issues a license for more than one year, fees
may be paid for the entire licensing period at the rate in effect
at the time the application was submitted. If the licensee does -
not pay the entire multi-year license fee within 30 days of
issuance, annual fees due 30 days prior to the annual anniversary
date of the license will be charged at the annual fee rate in
effect at the time such fee is. paid.

The license fee for a seasonal day care facility which operated only a
few months during the year shall be prorated to cover only that part of
the year for which the center is in operation.

Except as otherwise provided in WAC 440-44, if an application is with-
drawm prior to issuance or denial, one-half the fee shall be refunded.

If there is a change by the licensee which requires a new license, fees
paid for the period beyond the next annual anniversary date shall be
refunded or credited toward a new license. However, changes requiring

a new license shall require a new application and payment of the appro-
priate fee.
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1. A licensee due for relicensing shall be instructed to submit, at
least one hundred and twenty days prior to the expiration of the
license, the fee with the application for renewal so as to be
received by the licensing office at least ninety days prior to
the expiration of that license per RCW 74.15.110. (See suggested
format for notice of fee renewal.)

2. Where a fee is due, but relicensing is not, the licensee shall be
informed by the regional office or CSO at least sixty days prior
to the license anniversary date that an additional fee is due
thirty days before that annual date. (See suggested format for
notice of fee renewal.)

Should an agency in the middle of a licensing period increase its capa-

icity and this action requires additional inspections by the licensor
:and/or Health Services surveyor, an additional prorated fee shall be

charged. Conversely, should the licensee reduce the number for which

“the facility is to be licensed, there would be no refund as the facil-

ity has already been.licensed for that period and diminishing the
numbers would have little impact on the work required at that point.

Where the licensee/applicant has the choice of elither receiving a
refund or a credit, his/her preference should be stated in writing and
the document will be included in the agency's file.

Fee Refund Procedures

Requests by memo for refund of a fee (to an applicant/licensee), author-
ized by a CSO or Regional Office should be forwarded to the Office of
Financial Recovery. There may be an occasional fee credit due, if
feasible, which can be applied as a credit to a future licensing period.
I1f not, an actual refund of the fee can be handled as follows:

CSO or Regional Office:

= Obtain necessary authorization. The authorizing person at the

S Regional Office level shall be the business manager or accountant.

For requests forwarded by CSOs, it shall be the clerical super-

< visor.

18

2. Send memo to Financial Recovery stating payee name, current
address, amount to be refunded and transmittal number original fee
was processed on. .Memo must be signed and dated.

Upon receipt of the refund request memo, Financial Recovery will pre-
pare any necessary accounting adjustments and will initiate the refund
process. The refund warrant will be mailed directly to the payee.

Should clients request a receipt or should the Regional Office or CSO
perceive a need to issue a receipt, the DSHS 19-24 should be used.
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Regional Offices and those CSOs licensing day care facilities (including
family day care homes) are responsible for the billing and collection of
the licensing fees.

As a minimum, each office should have a manual filiﬁg system which will
enable it to track the dates when fees were paid, the amount paid, the
due date for subsequent payments, the amount due, refunds made (if any),

‘and in general, a tickler system to assure appropriately billing licensees.

\

Denial, Revocation, Sdspension and Reinstatement ‘
1. If a license is denied, revoked or suspended, fees shall not be
refunded.
2. Application for license after denial or revocation must include
payment of appropriate fees as provided for in these rules.
- 3. Failure to pay fees when due may result in suspension'of the license.
4, Suspension Procedures

a. A facflity which has not submitted a fee thirty days prior to
the expiration of the previous fee period, but has not come
to the end of its licensing period, shall be informed by
certified mail that its license will be suspended as of the
day after the expiration of the period covered by its previous
payment. (Licensors should consult with Attorney General's
Office prior. to mailing a notice of suspension.)

The letter should further inform the licensee that should they
continue to operate when their license is suspended, they would
be in violation of RCW 74.15.140 and RCW 74.15.150. (See
suggested format for notice of intent .to suspend day care
license for failure to pay license fee.) ‘

b. Should a licensee due for relicensing fail to pay the fee

thirty days prior to the expiration date of the license, he

or she should be informed the license will not be renewed.

(See suggested format for intent to not renew day care license.)
(1f an application has not been submitted, the licensee would
not be entitled to a fair hearing. Where an application has
been submitted without a fee, a fair hearing may be requested
by the applicant.)

c. Should an agency fail to pay the amount due by the end of the
previous payment period, licensing staff shall inform the -
agency by certified mail, return receipt requested, that pur-
suant to WAC 440-44-015, its license has been suspended or
will not be renewed, as the case may be, and that continued
operation is in violation of RCW 74.15.150 which prescribes
the penalty for'operatihg without a license. (See suggested

format for notice of suspension or nonrenewal of day care
license.) '
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d. If it is subsequently ascertained that the facility is con-
tinuing to operate without a license, a referral shall be made
to the Attorney General's Office requesting an injunction
and/or other relief as may seem appropriate. (Licensors shall

collect the suspended license.)
e. Upon subsequent payment, a license shall be reinstated.

f. An expiréd license will require an application and fee.

Office of Financial Recovery Procedures

The Office of Financial Recovery is currently providing centralized
cashier service in respect to day care licensing as follows:

l. Fees (with corresponding transmittal form DSHS 18-320) are received

through campus mail from CSO's and regional offices.
2. The money items are recorded when received.
3. Transmittals are verified.

4, Money items are deposited daily with the State Treasurer, to the
appropriate revenue source code. o

5. An acknowledged copy of each transmittal is returned to the appli-
cable CSO or regional office.

6. A monthly report will be prepared and sent to BCS and each of the
six regional offices.

06.35 Application for Health and Fire Safety Inspections

A.

Upon the receipt of an application for a license for a facility other
‘than a family home, child-placing agency or maternity service not pro-

'viding group residential care, and when it is clear that the inquirer

intends to proceed with the application process, the CSO or RO will send

SFM 224, Request for Inspection, to the Office of the State Fire Marshal.

p. 20

Instructions are on the back of the form. Supplies of SFM 224 may be
ordered from:

Residential Inspection Section
Office of the State Fire Marshal
Insurance Building '
Olympia, Washington 98504

DSHS 10-37(X), Request for Health Inspection of Child Care Agency, will

be submitted at the same time to Division of Health Services. (See
06.80 for instructions.)
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06.36 Home or Agency Study

A.

Upon receipt of a completed application, licensor will make an appoint-
ment to visit the applicant at his/her residence or proposed place of
business, except that for foster family homes, as noted in Section 06 .33
where the applicant is not applying to be licensed to care for a type

of child for which placements are needed or for a specific child, an
appointment for an interview and site visit need not be scheduled.

The purpose of the visit is to evaluate applicant's ability to provide
care of the type for which he/she is seeking a license and to ascertain

whether or not the applicant, proposed methods of care, and the physical
facilities_meet MLR. :

A checklist shall be used for this site visit. Use the checklist appro-
priate for the specific license application (see 06.80 C.)e.

For adoptions see Chapter 36, Adoption Services. Also note that adopt-
ive homes are not subject to licensing (WAC 388-73-018).

The study shall be conducted as expeditiously as possible and shall con-

sist of a combination of as many on-site and office visits as may be
necessary to determine the applicant's compliance with MLR.

Within 90 calendar days of receipt of an application, the study must be
completed, a license issued or denied, or the application withdrawn by
the applicant. For foster family home applications held in abeyance for
non-need, the study and subsequent action shall be completed within

'ninety days from the time that the application is reactivated. (Seg RCW

74.15.100.)

For family-home licenses, all members of the applicant's household shall
be seen during the study. :

For family homes where the checklist does not provide for recording
information regarding the applicants which would be necessary in con-
sidering placements subsequent to licensing, such information derived

. from interviews with the applicant should be.recorded on a DSHS 2-205(X),

Service Episode Record. Such information may-include: .
l. Marital history of applicants,
2. Description of the applicants,

3. Their experience with children,

4. Their relationship with their own children,
)

5. Type of child the applicant desires, etc.
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06.37 References - Record Information

A.

References

1.

1.

References furnished by the applicant shall be used to supplement
information obtained by interviews with and observation of the
applicant and family members.

At least three references shall be contacted regarding their opi-
nions as to applicant's character and ability to provide care of
the type for which a license is sought. For applicants indicating
a desire to provide care for American Indian persons, references
from the Indian community shall be requested.

Character references furnished by the applicant may be contacted

" by mail, telephone or in person. Licensor may contact additional

references as he/she deems necessary.

kecord Check

Applicant's name shall be checked against the master file of CSOs
and/or regional offices within whose jurisdiction the applicant is
living. Summaries of any pertinent information from service or
licensing records shall be made part of the licensing study.

a. The names of applicants for a foster family home license
(either for homes licensed by CSOs or those certified by a
licensed child placing agency) and the names of staff listed
in applications for group care facilities shall be referred
to the CSO closest to the person's residence, to be checked
against the central registry of child abuse and the CSO's
listings and files.

b. The names of new staff of group care facilities as they become
available shall also be routinely checked against the central
registry and appropriate CSO listings.

c. Prior to relicensing of a foster family or group care facil-
ity, a check of the central registry and CSO listings shall
be made for all applicants and staff not previously cleared.

If applicant is known or suspected by any source to have a police
record, a request .shall be made to the appropriate police depart-
ment for a summary of that record. (Note: Application form
requires that applicant provide information concerning any criminal
history).

When the department contemplates checking an applicant with law
enforcement officials, the applicant should be informed first and,
if he/she so desires, be given the opportunity to withdraw the
application. Police checks should be made only after the receipt
of the signed application.
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Previous Licensing History

If applicant has been licensed previously, or has had a license denied or
revoked by another state or by a private agency in any state, such state
or agency shall be requested to provide an evaluation. Failure of an
applicant to provide licensing history information on the application

constitutes misrepresentation and is grounds to deny a license (see WAC
388-73-036) .

AdditionaliInformation Required

1. In order to ensure that the minimum licensing requirements will be
met or that .individual exceptions to these requirements should be
granted, the department has the authority to require that the
applicant provide extensive information, including a psychiatric
or psychological evaluation of himself/herself. :

2. The department may require the applicant to supply the information
at the applicant's expense.

3. This authority should not be abused and this special information
should be requested only when it is deemed necessary to assure that
minimum licensing requirements will be met by the applicant.

06.38 1Issuance of License

A.

B.

If it is determined on the basis of the study that the applicant meets
MLRs applicable to the type of operation proposed by the applicant, the
licensor shall issue a license appropriate for the type of care to be
provided.

1. - DSHS 10-06(X), Children's Agency License, will be used for all
agencies other than family homes.

2. DSHS 10-10(X), Foster Home License, will be used for foster family

homes for children or expectant mothers and for adult family homes,
as well as for cases of dual licenses.

3. . DSHS 10-92(X), Family Day Care Home License, will be used for all
family day care.

Licenses shall:

1. Indicate the name and -address of the facility, the name of the
person licensed, and the type of care authorized.

2. Indicate the sex(es), maximum number of persons, and the age range

of persons the licensee is authorized to care for, and the expira-
tion date of the license.

3. Be issued for three-year periods. (See WAC 388-73-016 for excep~
tions. See also 06.44 for duration of provisional licenses.)
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Be signed by the CSO administrator for licenses issued by CSOs, and
by the Regional Director for licenses issued by the Region.

Except for a mini center in a family home, provisional licenses shall
not be issued for a family home. (See 06.41 - 06.45.)

Dual Licenses

1.

Licenses should generally not be issued to an applicant for both
day care and full-time care, nor for both children and adults in
the same facility. :

The CSO may grant waivers only if it is clearly evident that care of
one category of client does not interfere with the quality of care
to be provided to the other categories of clients. In such circum-
stances, the total number of clients in all categories shall not
exceed the number permitted by the most stringent numerical limita-
tion of the categories concerned. (See WAC 388-73-028.)

For example, rules for foster family homes used as receiving homes -
permit a maximum of 6 children; rules for adult family homes permit
a maximum of 4 persons. Therefore, a home could be licensed for a
maximum of 4 children and adults in combination, and then only on
an exceptional basis.

Seasonal Day Care Centers

1.

Where a day care center is in operation for part of the year (i.e.,
seasonal), closes for a while, and then reopens in the same facil-
ity with the same program and essentially the same staff, the
center should be issued a three-year license.

For such centers, it is generally NOT necessary to issue a provi-

sional license each year and NOT necessary to request new health
and fire inspections.

The letter to the vendor accompanying the three-year license should
state our understanding that the facility will operate for specific
but limited periods during the year.

Non-Traditional Facilities.

1.

Applications for a license to maintain a foster family, adult family
or day care home submitted by unmarried persons who are cohabiting
or by others whose style of living is of such a nature as to arouse
serious question or criticism from the community, shall be reviewed
by the CSO or voluntary agency administrator and the Regional
Administrator or his/her designee.

Prior to finalization of licensing and/or placemeﬁt of a child/

adult, these applications shall have administrative review and
approyal by the Regional Administrator or his/her designee.
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3. It is expected that prior to placement of a child in such a home,
the child's parents and/or the court will be advised of the nontra-
ditional nature of the placement. Psychiatric or other professional
evaluation of the possible effects of such a placement on the child
to be placed may also be required. :

4. Requests for approval to license such a facility should include a
copy of the home study and/or a summary outlining the relevant

facts.

5. Copies of such requests and approvals of foster family or day care
homes shall be forwarded to the Bureau of Children's Services. For
adult family homes, they shall be forwarded to the Bureau of Aging
and Adult Services.

06 .39 Change in License

A. A new license must be issued when a change in the operation of the
facility would negate the existing license or render it inadequate.
Examples of. such changes include:

1. A change in location,
2. A change in owners,
3. .A change in number and type of individuals cared for to the extent
. - that different equipment and procedures (program, health, fire)
may be required.

B. An existing license may simply be amended when changes are made which
do not negate the existing license or require inspections and re-eval-
uations. Such changes would include (but not be limited to):

1. Changes in the age group served,

2. Changes in personnel.

06.40 RENEWAL OF LICENSE (SEE 06.41 FOR RENEWAL OF A PROVISIONAL LICENSE)

~A.  One hundred twenty days prior to the expiration of a full license,
© licensing staff shall:

1. Netify.the licensee of the date their current license expifes}

2. Provide him/her with a new DSHS 10-08(X), Application for Child

Care Agency License, or DSHS 10-11(X), Application for Family Home
.Care License, and

3. Inform him/her that a new state fire marshal or health department
inspection may be needed.
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4. Inform him/her that if application for renmewal, including licensing
fee if indicated (see 06.34), is not received prior to the expira-
tion date of the current license, continued provision of care is
illegal.

_1f application for renewal is received prior to the expiration of a

:except references need not be contacted.

current license, that license (regardless of the date thereon) shall
remain in effect until such time as the department takes action on the
application for renewal (see RCW 74.15.110 and RCW 34.04.170).

During the three-month period prior to the expiration date of a license,
unless it becomes known that the licensee does not intend to seek

renewal of license, licensing staff shall conduct a complete review of
licensee's conformance with licensing requirements. The review should

be done in much the same manner as for issuance of an initial license,

3

It is advisable to consult with placement staff regarding their experi-

ence in the use of the facility. Every effort shall be made to complete
the reevaluation study prior to the expiration date of the current
license.

Provided that a timely application for renewal is received, and unless
the expiration date has already passed, the beginning date of the renewed
license shall be the same as the expiration date of the previous license.
When the expiration date has passed, the new issuance date shall be used
and the old license considered to have remained in effect during the
interim period. Licenses may not be backdated. '

If an application for renewal is received after the expiration date of
a current license, the renewal license shall be dated effective as of
the date issued and shall not be back dated. (A valid license is not

‘in force during the interim period.)

06.41 Provisional Licenses (Facilities other than Family Homes)

A.

B.

"The licensing statute (see RCW 74.15.120) provides that provisional
/icenses may be issued for certain categories of agencies at the discre-

tion of the department for a period not to exceed six months to allow
an agency reasonable time to become eligible for full license.

If licensing staff are unable to determine whether an agency will fully
comply with licensing requirements without a period of operation, a pro-
visional license may be issued.

The issuance of a provisional license does not constitute a final action
on an application and the application remains pending until further
action is taken upon it. Final action on an application is either a
denial of the application or the issuance of a full license.
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AL

The statute provides that while an application is pending, a provisional
license may be renewed for additional periods not to exceed a total of

two years. However, by departmental policy, a provisional license will
be issued only once (and only for new agencies) and shall not be renewed
except with the approval of the State Office licensing program manager.

In those instances where renewal of a provisional license will be given
consideration, it is not necessary for the applicant to submit a new
application since the original application is still pending. In appro-
priate circumstances, the department may require additional information
to supplement.the original application.

The statute also provides that a provisional license shall not be granted

to any foster family home, family day care home or family home for adults.

Except for facilities which do not require certificates of:compliance,
full licenses may not be issued prior to the receipt of "certificates

"of compliance” from the Office of the State Fire Marshal and from the

Division of Health Services.

06.42 TFire Marshal's Consent

A.

B.

This section does not apply to:

1. Family homes.
2. Child-placing agencies.
3. . Non-residential matérnity services.

Although the licensing statute permits the issuance (or renewal) of pro-
visional licenses without certificates of compliance from fire safety
and health authorities (see RCW 74.15.050 and .060), as a matter of
policy, provisional licenses will not be issued without the consent of
the State Fire Marshal.

The State Fire Marshal may consent to the issuance of a provisional
license but may not provide a certificate of .compliance upon which the
issuance of a full license is contingent. When verbal consent is given
and a written report from the fire marshal is not immediately forthcom-
ing, licensing staff will confirm this fact in writing to the State Fire
Marshal, specifying the date and conditions under which consent was

given and the name of the fire marshal's representative giving the
verbal consent.

If a fire marshal's report permits operation contingent upon the correc-
tion of specified deficiencies by a certain date, the date of expiration

of a provisional license shall not be beyond that date specified by a
fire marshal.

Pe 27





DCFS Manual
06 .42 (cont.)
Issued 07/84

Except for facilities which do not require a fire marshal's certifi-
cate of compliance, when a license is revoked or a facility is closed,
the CSO or regional office issuing the license will send a photocopy of
the initial license and subsequent renewals with a DSHS 2-306(X), Com—

‘munication/Referral, to:

Residential Inspection Section

Office of State Fire Marshal, Insurance Bldg.
MS AQ-21 ‘ -
Olympia, Washington 98504

06.43 Division of Health Consent

A.

C.

iThis section does not apply to:

1. Family homes
2. Child-placing agencies
3. Nonresidential maternity services

The Division of Health frequently recommends a provisional license for
the initial licensing period .of a new.agency. Consequently it does not
issue a certificate of compliance for such agencies. This is to permit
observation of the health-related practices of the agency. '

If obvious health and safety hazards exist, health services will recom-
mend against issuance of even provisional license - for example:

1. The water supply is unsafe. This situation generally occurs when
water is obtained from a private source, i.e., other than a public
utility.

2. When an adequate sewage-disposal system is not fully operational.
This situation also generally occurs in rural areas not served by
a public sewage system and involves drain fields and septic tanks.

‘3. Necessary kitchen equipment is not in place and dperational.

28

4. The premises are not safe for children, e.g., a mini center caring
for preschool age children is located on a busy street, the play

yard is not fenced, or there is an unguarded irrigation ditch,
swimming pool, etc.

Except for child-placing agencies, foster family homes, family day care
homes and adult family homes, when a license is revoked or a facility
is closed, the CSO or Regional Office issuing the license will send a

photocopy of the initial license and subsequent renewals with a DSHS
2-306(X), Communication/Referral, to:

Division of Health MS LM-13
Licensing and Development Section
Olympia, Washington 98504
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06 .44 1Issuance of Provisional License

A.

A provisional license shall not be issued until each of the following
conditions have been met: '

1. Fire safety and health authorities have issued.certificates of com-
pliance or have given their consent, as described above.

2. A fully completed application for license is on file and the fee
has been received. : )

. . J
3. An on-site inspection of all facilities for the housing of persons
to be cared for has been completed by the licensor responsible for
issuance of the license.

4. Where there are deficiencies, the applicant provides a suitable

written plan for full compliance with MLRs within a reasonable
period of time.

5. Licensor has evaluated applicant's qualifications, program, and
staffing plans.

The issuance of a provisional license, or the reissuance of a provi-
sional license, instead of issuing a full license, is a decision adverse
to the applicant and gives the applicant a right to review that decision
by the administrative fair hearing process.

The cover letter issuing the provisional license must meet the same tech-
nical requirements as a letter for license denial or revocation. (See
06.48.)

In those cases where the applicant has requested the issuance of a pro-
visional license pending full license compliance, or where the applicant
has otherwise indicated that the issuance of a provisional license is
satisfactory at that time, the cover letter should contain the following
language with respect to the applicant's right to an administrative fair
hearing: : .

"Even though you believe that this decision to issue you a provisional
license at this time for a period of months, rather than a full license
for a period of three years, is correct, Washington State law requires
that we advise you that you nevertheless have ‘a right to request an
administrative fair hearing.”

Each successive renewal of a provisional license constitutes a decision .
adverse to the applicant, giving the right to review by the administra-
tive fair hearing process. Consequently, in each such instance, the
same formal notice provisions must be met.

If the department elects not to renew a provisional license, such a
decision constitutes a denial of the pending application and is a final
action upon it. Such a decision is adverse to the applicant, raises a
right to review in an administrative fair hearing, and the applicant
must be so notified according to the formal notice provisions.
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06:.45 Duration of Provisional License

A. Provisional licenses will not be issued routinely for a six-month period

but rather the time limit will be determined on a case by case basis in
relation to the nature of deficiencies to be corrected and on evaluation

of the reasonable time necessary to make such corrections.

B.  The cover letter for a provisional licemnse must specify the particular
rules for which additional time for compliance is granted. To the extent
that a provisional license is dependent upon the findings of the Fire
Marshal or Division of Health, reference may be made to their specific
dated reports without repeating the content thereof.

C. Within the maximum six month provisional period, different time limits
may be established for the correction of different deficiency items.
‘The duration of the provisional license shall not exceed maximum time
“1imits established by the Fire Marshal and the Health Services Division,
< ‘but the duration may be less than those limits at the discretion of the
' licensing authority as dictated by staff and program considerations.

06 .46 Waiver of Licensing Requirements

A. A waiver is any approved variance from the licensing requirements.

B. Requests for waivers of licensing requirements for all classes of
agencies and facilities, including approval of nontraditional homes,
shall be granted or denied by the Regional Administrator or his/her
jmmediate designee. Except that approval of waivers for an adult family
home to provide care for more than four adults may be granted only and
by the Bureau of Aging and Adult Services. :

C. - Waivers of WAC 388-73-028 which do not also request a waiver to the
capacity limitation specified therein, shall continue to be granted or
denied at the CSO level. Those that do request a waiver to the capac-
ity limitation, other than for adult family homes, shall be granted or

'E?enied at the Regional Office level.

D. -All requesté for waivers, except those from voluntary agencies, shall
utilize the DSHS 10-153(X), Request for Waiver to Licensing Requirements.

E. A copy of all waivers granted (whether on the DSHS 10-153(X) or not)
: 'shall be forwarded to:

" Licensing Program Manager
Bureau of Children's Services MS OB-41
Department of Social and Health Services
Olympia, WA 98504
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In Addition, a copy of all waivers granted to adult family homes
(whether on DSHS 10-153(X) or not) shall be forwarded to:

Adult Family Home Program Manager

Bureau of Aging and Adult Services
0B-43G ‘

Department of Social and Health Services
Olympia, WA 98504

E. Copieé of all waivers granted shall be given to the applicant or
" licensee for their files. /

06.47 Failure of Licensed Agency to Conform to Minimum Licensing
Requirements

A. When as a result of an on-site visit or a complaint the department has
found that a licensed agency no longer meets one or more of the minimum
licensing requirements, and provided that the violation is not of such
a nature as to imminently endanger persons in care and require a summary
suspension of the license, the licensor shall inform the licensee by

certified mail about the concerns in writing, using a list of deficien-
ciess

B. This list of deficiencies should include:
1. The specific requiremeﬁt (by WAC number) being violated.

2, The evidence (observations or tangible items) which substantiate
such findings.

3. The specific actions which the licensee is expected to take in

' order to again be in compliance.

4. Time limits for the correction of deficiencies. ' -

Time limits for the different items may vary but in no case may
they exceed six months. Whenever possible, deadlines should be set
with the concurrence of the licensee.

C. It is not appropriate to issue a provisional license to a fully licensed
agency during the period covered in the written notice of deficiencies.
If the licensee fails to correct the deficiencies noted within the time
limits stated, a letter of intent to revoke shall be issued (see
06.48 D.).

D. If MLR compliance is re~established, a new application is not needed to l
' grant a full-status license or the extension of a provisional license. |
However, the licensee may be required to submit appropriate updated i

|

information and State Office approval is needed for remewal or extension
of a provisional license.
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E. A revocation, suspension, or modification of a license will not be
" pursued (except in the instance of a summary suspension) unless, prior
to the institution of departmental proceedings, the licensee was given:

1. VWritten notice of the department's intentions and the facts or con-
duct which warrant the intended action, and-

2. The licensee was given reasonable opportunity to show compliance
with all lawful requirements for the retention of the license,
except that a revocation based on a conviction of a crime involving
harm to another person or a finding of substantiated abuse to a
child or adult shall not require that the licensee be given addi-
tional opportunities. (See RCW 34.04.170 (2).)

06 .48 .Denial and Revocation of License (See also: WAC 388-73-036)

A. An agency may be denied a license, or a license may be suspended, revoked,
or not renewed upon proof that:.

1. The agency (applicant or licensee) has failed or refused to comply
with the licensing statute (see RCW 74.15) or the requirements
promulgated pursuant thereto, or

2. The conditions required for the issuance of a license have ceased
to exist.

B. Before a CSO or Regional office informs a licensee or applicant of the
department's intent to revoke or deny a license, Regional office or CSO
staff shall contact the Attorney General's Office to ascertain that:

1. Sufficient grounds exist for a denial or revocation, and

2. There is included in the denial or revocation letter specific find-
ings sufficient to make the action defensible in a fair hearing
and/or court hearing.

C. While the Attorney General's Office is not responsible to determine
spolicy (i.e., whether or not the department should seek to revoke or
deny a license), the department should, as a rule, pursue only those
cases in which the Attorney General's Office advises that the probabil-
ity of an outcome favorable to the department is likely.

D. Whenever reasonable grounds exist, after the licensee has been notified
of deficlencies and after being given a reasonable time to make correc-
tions the department shall inform the agency in writing and by certified

mail of its intent to revoke, suspend or modify and the grounds on which
such action is based.

~

1. The letter will be signed by the CSO administrator for family home

agencies and by the Regional Director for all others (e.g., day
care).
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2. The letter shall make specific reference (by WAC number) to each
rule which is being violated and the evidence which substantiates
such findings. For example:

a. "WAC 388-73-102 requires that premises be maintained free of
hazards. Broken glass litters the play field and the broken
front porch railing has remained unrepaired for a six-month
period.”

b. "WAC 388-73-030 requires that licensee and all members of the
household be of good character and that care givers have the
ability to meet the needs of the children in care. Lack of
compliance with this requirement is evidenced by:

(1)

(2)

3

(4) .

(5)
(6)

Licensee's own children are unmanageable, engage in fre-

quent delinquent acts -and exert a bad influence on foster
children;

Licensee permitted the commission of illegal acts on the
licensed premises (provided illegal drugs to children);

Licensee misrepresented facts (denied past criminal acts);

Adult boarder indulges in excessive use of alcohol and
sets a poor example for foster children;

Foster children have been left unsupervised;

Foster mother is immature as evidenced by temper tantrums,
inability to budget time and money, prepare proper meals,
and to serve meals on time or otherwise provide a stable
atmosphere in which to care for foster children.”

Findings will generally already be a matter of record: letters to
licensee or applicant outlining deficiencies and agreements as to methods
and timing of corrective actions; fire marshal reports; Division of
Health Services reports, etc. :

If the basis for denial includes the findings of the Fire Marshal or of
the Division of Health and copies of their reports are in the possession
of the licensee, the letter of intent may make reference to those reports
without repeating the detail thereof.

Letters of intent to deny or to revoke a license should list all defi-
‘clencies, not just a major problem which may have precipitated the
decision to take drastic action. Generally it is important to establish
the existence of a pattern of refusal or inability of licensee to main-
tain a program consistent with MLR.
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If a licensee against whom revocation of license proceedings are insti-
tuted has a contract with the department, the appropriate SO program
manager should also be notified so that consideration can be given to
cancellation of the contract. Once a license 1is revoked, the contract -
must be cancelled and alternative plans made for the persons in care

(see 06.51).

The original issuance, and subsequent renewal of a provisional license;

-must be based on minimum licensing requirements that are expected to

be met, or which must be monitored, and. the licensee is entitled to a
review by administrative fair hearing of those requirements. It is con-
ceivable that successive renewals of a provisional license, as well as
a final denial of the application, may be based upon identical minimum
licensing requirements. Each time that this occurs, a licensee has the

wright to administrative review.

Revocation of Foster Home Licenses Certified by Licensed Child-Placing
-‘Agencies.,

1. The revocation of a foster home license issued as a result of cer-
tification by a voluntary child-placing agency is the responsibility
of the department as the issuing authority. The revocation should
be based on the department’'s own investigation (CPS or otherwise)
as it may be ne:zessary for the department to document the reason
for the revocation at a fair hearing should one follow. It is the
responsibility of the department to ascertain that the reason for
the revocation can be substantiated. :

2. In some instanca2s, a voluntary agency may decline to continue using
and supervising a foster family home which was licensed based on a
certification from that agency (or the agency may state, in effect,
it can no longer certify that home meets the licensing requirements
for a foster family home). If there does not appear to be suffi-
cient grounds to revoke the foster home license, the existing
license shall be terminated (since it was licensed only for the use
of that agency), and the licensee shall be informed he/she may
apply directly o the department for a new license.

3. Where a communi:y services office or regional office is aware of
any circumstance which would cause a foster family home or appli-
cant in that ofZice's area to be unlicensable and the home is
certified or to be certified by a voluntary agency licensed state-
wide, that office shall inform the regional office issuing the
license of the circumstances. (The CSO may transmit the informa-
tion via its own regional office.)

4. Voluntary agency foster home licenses can be denied, revoked, or
suspended only for the same reasons the department would deny,
revoke, or suspend the application or license of an applicant or
licensee having applied to or been licensed by the department
directly.
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5. A-licensee or applicant may request a fair hearing to appeal an
action or proposed acton being taken by the department. There is
no provision for an appeal on actions taken by a voluntary agency.

~

06.49 Fair Hearing (See also: Manual A (WAC) Chapter 388-08 and 388-09 WAC)

A.

Letters of intent should notify the applicant/licensee:

1. Of his/her right to'a hearing, provided he/she requests the same by
certified mail within 30 days of receipt of the notice.

2. If such request is not made, the license shall be deemed to be

denied, suspended, revoked, or not renewed, and the licensee should

arrange for appropriate alternative placement of the .persons in
care. i )

Lacking a timely request for a hearing, if the licensee continues to care
for children or adults, the matter should be referred for further advice
and action to the Assistant Attorney General serving the appropriate CSo
or regional office. -

If the licensee requests a hearing, he/she may continue to care for
children or adults (except in the case of summary suspension of a 1li-

cense, see 06.50) until the findings and order of the hearings officer
are issued.

The hearing may not be scheduled until at least 35 days have elapsed
from the receipt of the request for a hearing. The appellant must be
notified of the decision to schedule a hearing within 30 days after the
date of the request for a hearing.

Applicants for an initial license who are being denied, as distinguished

from licensees where license is being revoked, may not take children or
adults into care pending a hearing.

06.50 SUMMARY SUSPENSION OF LICENSE

A.

If the department finds that public health, safety, or welfare impera-
tively requires emergency action, and incorporates a finding to that
effect in its notice (letter of intent to revoke a license), summary
suspension of a license may be ordered pending proceedings for revoca-

tion or other action.

In such cases the letter of intent should inform the licensee that
arrangements must be made immediately for alternative placement of
persons in care. It should also inform the licensee of department's"
intent to revoke license as specified in 06.48.
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Examples of conditions which imperatively require emergency action are:

1. The State Fire Marshal declares in writing the existence of extreme

fire hazards which cannot be immediately removed.

2. There is evidence that children/adults are abused, and the licensee
does not immediately discharge the offending staff member; or the
licensee condones such treatment or is unable to present convincing
assurances that such conditiomns will not recur.

Prior to either the revocation or suspension of a license, the matter
should be discussed by licensing staff with his/her supervisor and a
representative from the Office of the Attorney General, who, in the
event of a hearing, will assist in the preparation of the case or may
seek additional remedies, such as a court injunction.

06.51 Planning for Relocation of Persons in Care

A.

D.

When revocation or suspension is anticipated, the placément agencies
concerned (CSOs, Division of Developmental Disabilities (DDD), juvenile
courts, etc.) should be notified as quickly as possible of the intended
action to enable them to make plans for the replacement of the persons
in care. ’

For residential facilities, it is the responsibility of the licensee to
arrange for the return home or relocation of persons in care, who were
placed directly by responsible relatives or guardian, (without the
benefit of the services of a placement agency). However, if necessary,
CSO service staff could, upon request, assist in the process.

Parents and persons standing in loco parentis to a child (i.e., agencies
having legal custody of a child) may remove a child from a facility at
any time they are dissatisfied with the care being provided, regardless
of the action taken by licensing staff or pending hearings.

:The Indian Child Welfare Advisory Committee (ICWAC) or Office of Indian
“Affairs (OIA) shall be consulted when American Indian persons are to be

relocated. Parental release of information must be obtained prior

to ICWAC or OIA consultation on a child. (See 01.04 for American Indian
Policy Statement.) (This policy does not apply to day care and adult
family home placements.)

For day care facilities, it is generally the responsibility of the
licensee to inform the parents of children in care of the summary sus-
pensions. If he/she should fail to do so, the licensor may inspect
agency files to obtain names and telephone numbers, etc., for the
parents and inform them of the summary suspensions.
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06.52 On-Site Visits of Licensed Agencies - Consultation

A.

B.

c.

On-site visits after licensing may occur prior to relicensing or the

expiration of a provisional license, upon receipt of a complaint or at
the request of the licensee.

1. Periodically inspect licensed facilities to determine whether or
not they comply with the licensing statute .and the requirements
adopted thereunder, and

2. To consult with public and private agencies (including family

homes) to help them improve their methods and facilities for the
care of: -

- a. Children;
b. Expectant mothers;
c. Adult retarded persons; or
d. Other adults in need of protection.

All licensed agencies must accord the department the right of entrance
and access to and inspection of records for the purpose of determining
whether or not there is compliance with licensing requirements (RCW
74.15.080). The department has the right to interview licensee's staff
and clients (WAC 388-73-036(2)(1)).

: )

On-site inspections and consultation 'are crucial parts of the licensing
process for protecting persons living away from their own homes. A newly

licensed agency's plan for care is tested with the actual placement of
individuals.

The licensing staff must have a clear concept of the intent of each of
the MLR, be skilled in observation, be informed of the conditions that
must prevail, and encourage the licensee to achieve the intent of the
various MLR. The licensing worker must identify deficiencies in an

_agency's program and offer alternative -ways in which a requirement may

be fulfilled.

It is the department's responsibility to encourage and assist agencies
to upgrade their services beyond the MLR. At the same time, the licens-
ing worker must clearly distinguish between minimum licensing standards
and the "ideal” level of care toward which most agencies should "and
generally do aspire. :

In providing consultation, the licensing worker will, in addition to pro-
. viding information and suggestions based upon his/her own knowledge and
experience, refer licensees to other resources for guidance, including:
professional organizations' colleges and universities; nutritionists;
health and fire authorities; etc. (See 06.13 F. 2. for limitation of
licensor's role in consultation.)
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If observations made by departmental staff during on-site visits or con-
sultation lead to negative findings which could form the basis for
revocation or non-renewal of license:

1. The licensee must be so 1nfdrmed;

2. A plan must be established for correction of deficiencies within a
reasonable time; or

3. Steps taken to revoke the license. (See Section 06.48.)
Each required on-site visit shall include a tour of the premises.

All agencies will receive an on-site visit within a 60-day period imme-

“diately prior to renewal of a license or 30 days prior to the expiration
of a provisional license. :

“Agencies wherein licensing deficiencies have been noted shall be visited

until:
1. Deficiencies are corrected or

2. Agreements are reached as to under what conditions license will be
continued or ' '

3. A decision is madg to revoke the license.

06.53 Complaints Against a Licensed Facility -

A.

The investigation of complaints agéinst a licensed facility is to be
given top priority (See 06.14).

1. Allegations of abuse or neglect of persons in care are to be
referred to child protective services or to adult protective ser-

- vices for immediate investigation. Licensing staff and protective

5 services staff. shall consult each other as to mutual responsibil-
ities in such cases (See 06.47 and Chapters 02, 26 and 44).

2. Incident reports are to be completed on all reports of élleged
child abuse in foster family homes, adult family homes, day care
facilities, group homes and institutions (See Chapter 26).

3. ‘Copiés of the incident report are to be sent immediately to the
"~ appropriate DSHS State Office through Regional administration.

4. Where a CPS complaint is received involving a group child-caring
facility, day care center, or mini day care center, licensed or
certified as meeting licensing requirements, notice is to be given
to:

a. The administrator or director of that facility,
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b. To the CSO adﬁinistrator and
Ce CSO CpS staff.

If the CPS/APS complaint against the facility is substantiated (see
Chapter 26.39(B)(2)), the following persons must be notified:

a. The parents of the child, unless deprived,.
b. The juvenile court having jurisdiction.
c. All six Region Directors and

d. The appropriate Bureau of Children's. Services or Bureau of
Aging and Adult Services Program Manager.

CPS staff have primary responsibility for the entry and continuing
service related to the CPS problem. - (See Chapter 34, Private
Agency/Child Group Care, and Chapter 26, Child Protective Services.)

With complaints involving another (non-DSHS) agency's foster or
adoptive family care, the agency supervising the child and foster
or adoptive home must be notified. The CSO administrator and RD
must be notified of the complaint at the time the complaint is
received. Although CPS investigates the child abuse and neglect
aspects of the case, this is done cooperatively with staff from the
other agency. The parents, unless deprived, and the juvenile court
having jurisdiction must also be informed.

A complaint alleging abuse or neglect by a DSHS supervised foster
care or adoptive family or family day care provider must be brought
to the attention of CPS, the child's worker, the licensing worker,
and the CSO administrator. ’

a. A case conference must be held to decide the appropriate
actions and responsibilities. The situation may also require

action on behalf of other children in the home and in relation
to licensing.

b. Unless they 'have been deprived the child's own parents must
be fully informed.

c. If the complaint involves an adoptive family and is substan-
tiated, the other CSO involved and the State Office adoption
program manager must be notified. If the child is under the
jurisdiction of the juvenile court, the court must be informed.

(See Chapter 32, Child Foster Family Care and Chapter 36,
Adoption.)

Where it is found that the applicant/licensee has been permitting,
aiding or abetting the abuse, neglect, exploitation or cruel or
indifferent care to persons under care, the license shall be denied,
suspended, revoked or not renewed.

. | ' " Pe 3?
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For complaints of a non-CPS nature (e.g., violation of other'licensing
requirements), see the procedure outlined in Sections 06.48 B., C.,
‘and D.

06.54 Action Against Unlicensed Agencies

A.

.g_‘x

It is illegal for an'agency subject to licensing to operate without a
license.

When licensing staff become aware of an unlicensed facility, they shall
write the person operating the facility, informing him/her that the pro-
vision of service without a valid license is a violation of the Revised
Code of Washington. An application should be attached.

, .
In -any circumstances where the facility is other than a family day care
shome, foster family home, or adult family home, the licensor should
‘confer with the Attorney General's Office and/or licensing program
manager. .

For all types of facilities where it appears that continued operation
of the facility would be threatening to the health and/or safety of the
children or adults in care, the advisability of seeking an immediate
injunction should be explored with the Attorney General's Office.

For family day care, foster family care or adult family home care, if an
unlicensed person does not submit an application within 15 days of being
notified (per B above) and subsequently receive a license, but continues
to provide care, or if a person whose license has been denied or revoked

continues to provide care, CSO licensing staff (after consultation with
the regional licensor) shall.

1. Send a second letter citing RCW 74.15.140 and RCW 74.15.150,
advising the person to comply with the law by getting a licemnse and
informing them that if they do not respond within 30 days, a refer-
ral will be made to the appropriate county prosecuting attorney and
to the State Attorney General's Office for legal action.

:2. If a response is not received within the allotted 30 days, letters
to the appropriate county prosecutor and to the Attorney General's
Office should be sent informing them of the person's noncompliance,
enclosing coples of correspondence with the person, and informing
them of who to contact for additional information.

3. The Attorney General's Office will inform the unlicensed provider
of the department's powers under the licensing statutes and specify
that civil action for an injunction could be a prospect.

4. When, if the person had applied, the facility would be unlicensable
or when licensing staff feel that there are particularly compelling
Teasons for seeking an injunction, licensing staff should present

such facts to the Attorney General's Office so that there is a
‘basis for further legal action.
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For other classes of agencies, the licenser will generally proceed
according to recommendations of the Attorney General's Office or licens-
ing program manager.

06.55 Certification

A. Persons and organizations providing out-of-home child care services may
not receive funds from the department unless they are licensed or certi-
fied. .

B. Those legally exempt from licensing (Chapter 74.15 RCW and WAC 388-73-
' 018) may request certification to enable them to be eligible for receipt
‘of DSHS funds or for other legitimate purposes. '

C. Upon receipt of a request for certification, licensing staff will invest-
igate to determine that the applicant meets the appropriate MLRs and any
other pertinent requirements for that particular type of agency or
service.

D. The CSO administrator or Regional Director will issue a letter to .the
applicant certifying that the agency has met the MLRs or inform the
agency of deficiencies to be corrected before certification will be

. granted.

| E. Licensing/certification does not obligate the department to make
referrals or payment to an agency; additional requirements may be imposed :
for such purpose. ‘
|
|
|

' ' F. Unless otherwise clearly evident from this chapter's text, requirements
and procedures for licensing and monitoring apply equally for certifi-
cation.

06.56 Licensing Records — Content ' » ‘ ‘ -

An official licensing record will be maintained for each licensed agency. . |
See Chapter 02 for composition of service records. Documents contained in-

the three parts of the record are as follows:

A. Narrative Section (Chronological order with most recent on bottom)

1. The DSHS 10-11(X), Application for Family Home Care License, or
' DSHS 10-08(X), Application for Child Care Agency License or
Certification, will be used as a face sheet for this section.

a. Cross references to other agency records concerning the appli-
cant/licensee should be noted by "See also " on the o
top of the application form above the box "#3, Applicant” on
the DSHS 10-11(X) and above #1, "Name of Agency or Parent
Organization If Any” on the DSHS 10-08(X).

|
\
|
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Subsequent applications for relicense or reopening will become
the new face sheet and be filed on top of the preceding appli-
cation.

All other material will be filed behind the face sheet (appli-
cation) in chronological order with most recent on the bottom.

All checklists appropriate to the licensing réquest, should be
filed in this section including:

ae

b.

DSHS 10-51A(X), Checklist for Licensing Family Care.

DSHS 10-51B(X), Checklist for Licensing or Certification of
Group Care Facilities.

DSHS 10-51C(X), Checklist for Licensing or Certification of

Day Treatment Program.

DSHS 10-51D(X), Checklist for Licensing of Maternity Services.

DSHS 10-51E(X), Checklist for Licensing or Certification of"
Child Placing Agency. '

DSHS 10-51F(X), Checklist for Licensing or Certification of
Day Care Center or Mini-Day Care Center.

Any other specific evaluation or monitoring guides used during
licensing/monitoring procedure.

Narrative recording form DSHS 2-305(X), Service Episode Record
(SER), will be used by licensing staff as a tool to record home

- study, relicensing, review and monitoring activity. The SER along

with the application and checklist forms, serve as the specific
verification that the licensee is in compliance with MLR (see
06.36). Areas which may be recorded are: -

Monitoring reviews and visits;

Compliance with MLR;

Deficiency to MIR;

Complaints;

Agreements for imprpving care or upgréding staﬁdards;

Relicense evaluation;

Written explanation of any waiver of requirements or excep-
tions granted;
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h. References to any pertinent information in the document
section;

i. Any other pertinent information.

Authorizing Documentation

1.

2.

For family care, the most recent copy (single sheet) of the trans-
mitted DSHS 10—20(X), Licensing and Approval of Homes, will be filed
on top.

The corrected DSHS 10-20(X) (double sheet) is left in the service
file folder, unattached.

!

Documents and Correspondence Section (Most recent document on top).

1.

Attachments -to Application for License (when applicable)

a. TB test reports.

b. Water test reports.

c. DSHS 10-47A(X), Family Day Care Home Requirement Agreement
(when applicable).

d. Licensee's discipline policy.

e. Certificates of compliance from fire and health authorities.
f. - Floor plan of child care facility.

Copies of licenses issued and cover letter.

Coﬁies of any letters written to licensee granting a waiver of
requirements or exceptions to licensing rules.

Reports to licensees following visits.  Each visit or short series
of visits to an applicant or licensee will result in a written
report to that person summarizing significant findings, conclusions,
and agreements reached. Except that for a family home, where no
deficiencies are observed, no written report shall be necessary.

Reports on complaints about a licensed agency. The report shall
include identification of the source of the complaint (if available),

_the nature of the problem, action taken and agreements reached.

The report shall be in writing and shall be addressed to the
licensee. It may be shared with the complainant upon request.
However, copies of CPS forms should not be in the licensing file
(see Chapter 26).

Incident reports, if any, and subsequent reports indicating action
taken. .

Letter(s), if any have been written, informing licensee of failure
to conform to MLR.
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Miscellaneous correspondence between DSHS and the applicant/licensee.
(Appointment letters, if noted on other forms or reports, may be
discarded).

Final operations review reports, if any, and réSponses thereto.

DSHS 2-306(X), Communication/Referrals, from placement workers eval-
uating type of care being provided.

06.57 Retention of Records.

Licensing records are to be retained for 4 years from date of closure in
accordance with departmental records retention requirements. Records of
closed.agencies should be retained for 1 year in the CSO and transferred to
the Records Reference Center for 3 years retention prior to destruction.

Note::. Records of agencies having had a license revoked or of an applicant
whose application was denied, should be retained indefinitely at the regional
or CSO rather than being transferred to the Records Reference Center.

06.58 Access to Records — Names of Licensees

A.

p. 44

Licensing files are generally disclosable to anyone requesting disclosure
except that the identity of third-party complainants should be protected
to the extent that such disclosure would violate the right to privacy of
the individual concerned. Other identifying details affecting the right
to privacy and vital governmental functions must be deleted.

1.

Specifically, the following types of materials from a typical
licensing file are disclosable.

-

Application for license (exclusive of personal data, i.e., :
names of third parties to the extent that such disclosure would
violate the right to privacy of the individual concerned).

Inspections, i.e., Fire Marshal, health services, licensing,
etc. .

Letters of reference (upon approval of originator).

Substantiated complaints (exclusive of identity of persons to

~ the extent that such disclosure would violate the right to

privacy of the individual concerned).

Present status of license, at time of request for disclosure
including whether the license has been issued, denied, sus-
pended, or revoked; and whether the department has issued a
letter of intention to deny, suspend, or revoke the license.

Policies and documents required by the terms of the license.
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The following are NOT disclosable:

ae

€.

Identity of complainants - disclosure of the identity of
persons who file complaints is not permissible to the extent
that such disclosure would violate the right to privacy of
the individual concerned, unless at the time the complaint
is filed, the complainant consents to disclosure.

Materials which in any way identify patients, residents,
clients or staff of licensed facilities including incidents
and/or conduct of patients, residents, clients or staff of
licensed facilities to the extent that such disclosure would
violate the right to privacy of the individual concerned .

All preliminary draft material assembled by the department
prior to the final decision of the department in a licensing
matter, i.e., issuance.of a license, revocation of a license,
denial of a license, is deliberative in nature and is nondis-
closable. Revocation letters are not.disclosable.

The contents of a licensing file, including notes, investiga-
tive findings, letters, references, etc., which are under
consideration pending a final departmental decision as to
appropriate action relating to the issuance, reinstatement

or termination of a license. This material is nondisclosable

as investigative material.

When a decision has been reached, the licensee informed of
that decision and afforded an opportunity to exercise all
administrative hearing rights, then this material, exclusive
of third-party identification to the extent that such dis-
closure would violate the right to privacy of the individual
concerned, may be disclosed.

Child or Adult Protective Services investigative reports pro-
vided in relation to the alleged abuse and/or neglect of a
child or adult under care of a child care agency, when such
investigative findings could have an effect on the licensing
status of the agency, would be nondisclosable.

(1) During the investigative process, such files would be
considered both "intra agency memoranda” and "investi-
gative findings of a state agency vested with the

responsibility to discipline members of any profession,"'

i.e., the child or adult care provider (RCW 42.17.310
(1)(d).)

(2) VWhen the investigation has been completed and the final
departmental decision announced regarding the licensing
status of the child care agency or adult care provider,
then the findings of the CPS investigation are disclos-
able; however, no information identifiable to persomns
whose right of privacy would be jeopardized should be
disclosed.

p. 45
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When a disclosure request is received, which is questionable, the depart-
ment's Public Disclosure Officer should be contacted prior to release

via whatever process the Regional Office determines appropriate. The
department's Public Disclosure Officer is:

Troyce Warner

Office of Administrative Regulations MS 0B-33D
Department of Social and Health Services
Olympia, WA 98504

Names and addresses of licensees may be furnished to persons seeking
placement resources, to other units of government, and to other persons
having a legitimate interest in such information. However, the depart-
ment shall not give, sell, or provide access to lists of individuals
requested for commercial purposes. (See RCW 42.17.260-(5).)

‘Licensors shall not endorse specific licensees. They may, however, pro-
Vide information concerning a facility's licensing status: Provisional
“license 1issued, limitations on license (e.g., age range and sex of

persons to be served), etc.

06.97 1Interface With Other DSHS Services

A.

Relationships with CSO placement staff

1. Although explanation of payment policies is not a licensing func-
. tion, most applicants for license will desire this information.
This may be accomplished by including a service 'worker in orient-
ations for applicants, by referring applicants to appropriate
service workers, and/or giving to the applicant any printed mater-
ial prepared by department staff related to the payment process
" (see Chapter 04, SSPS). '

2. After licensing, the placement worker will provide the licensee
with copies of agreements or.forms which the particular program

et (i.e., day care, foster care, etc.) requires to be completed

between the agency and the licensee or licensee and client. These
forms may be distributed to licensees by the licensor though this

<% 1s essentially not a licensing/regulatory function. (See Chapters
28 and 46 for samples.) :

3. Where it is necessary to obtain social information from an appli-
cant or licensed home in order to determine its suitability for a
particular placement or type of placement, it is the responsibil-
ity of the placement worker to obtain that information. Licensing
staff will maintain information on the DSHS 10-07(X), Family Home
Card for placement staff use.

4. Placement staff in turn are obligated to keep licensing staff
informed of their observations of the maintenance of licensing
requirements and the treatment of persons placed. This will be

done by the use of the DSHS 2-306(X), Communication/Referral, or
by memo.
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Relationships with other departmental placement staff.

l. [Licensing staff must develop close working relationships with
Division of Juvenile Rehabilitation (DJR) and Division of Devel-
opmental Disabilities (DDD) and Area Agency on Aging staff
responsible for referral or placement of children and adults. DJR
and DDD. staff should be made aware of the names, addresses and
capacity of licensed facilities, the type of care they provide and
changes in licensing status.

2. Each region and CSO should develop a procedure to keep these other
units informed.

Relationships with CSO protective service staff

Licensing staff must refer complaints. alleging abuse of children and/or
adults in care of a licensed facility to CPS or APS staff .for investi-
gation. Protective service staff should discuss their findings with
licensing staff so that the latter may take appropriate licensing
action. (See 06.53 Complaints.) .

Relationships with American Indian and Minority Community Workers/
Advisory Committees

Licensing staff may utilize all Indian/minority resources of the depart-

ment in seeking homes to be licensed for minority persons. These
resources may also be used on a consultative basis to help minority
families with the licensing process.

06.98 Interface With Non-DSHS Services

A. .

Fire and health authorities

l. Licensing staff must develop working relationship with the field
representatives of the Office of the State Fire Marshal and the
Division of Health (DOH).

2. In the case of mini centers, day care centers, group care facili-

’ ties, maternity homes and other maternity services which provide
residential care, day treatment programs, regional Crisis Residen-
tial Centers (CRCs) and juvenile detention facilities, copies of
all licenses issued to such facilities shall be sent to the Office
of the State Fire Marshal and to the DOH.

3. These offices shall also be informed when such facilities are

closed and when applications which require fire and health inspec-
tions-have been withdrawn.
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Local community

1.

Lists of licensees and names of applicants may be furnished to
local units of government for -their information in the enforcement
of local ordinances. '

Department offices responsible for licensing day care centers, mini
day care centers (either in-home or outside the home), group care
facilities, maternity homes or services, day treatment programs,
and child placing agencies shall inform local planning authorities
of receipt of an application by forwarding to each appropriate
local agency a copy of theform DSHS 15-165(X), "Receipt of Appli-
cation to Provide Child Care.” Y A

AFollowing this chapter (06) is a listing of county and city

planning agencies to which notices may be forwarded. Notices may
also be sent to other local governmental planning agencies request-
ing such notification. '

At the time of application, applicants should be advised that there
are specific local agencies that they should contact regarding
local requirements and that the department will be notifying local
authorities of the receipt of their applications.

06.99 Required Forms and Instructions

A.

po

‘See Ch. 99, Forms, for instructions on these forms:

DSHS

DSHS

DSHS

DSHS

‘DSHS

48

DSHS

DSHS

DSHS

DSHS

DSHS

2=-305(X) Service Episode Record (Rev. 12/79)

2-306(X) Communication/Referral (Rev. 9/78)

10-06(X) Chiidrén’s Agenc& License (Rev. 10/80)

10-07(X) Family Home Card (Rev. 9/78) |

10-08(X)' .Application for Child Care Agency.License or Certi-
fication (Rev. 6/80)

10-10(X) Foster Home License (3/73)

10-11(X) Application for F;mily Home Care License (Rev. 9/78)

10-16(X) . Certification of Foster Home for License (Rev. 9/83)

10-17(X) Termination of Foster Home License (10/72)

10-20 Licensing and Approval of Homes (Rev. 12/71)





10-37(X)

. DSHS 10-47A(X)

DSHS 10-51A(X)

DSHS 10-51B
DSHS 10-51C
DSHS 10-51D
DSHS 10-51E
DSHS 10-51F(X)
DSHS 10-92(X)
DSHS 10-153

DSHS 15-165(X)
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Request for Health Inspection of Child Care Agency
(Rev. 8/80) .

Family Day Care Home Requirement -Agreement (Rev.
5/75) '

Checklist for Licensing Family Care (Rev. 12/81)

. Checklist for Licensing or Certification of:

Group Care Facilities (Rev. 12/81)

Day Treatment Program (Rev. 12/81)

Maternity Services (Rev. 12/81)

Child-Placing Agency (Rev. 12/81)

Day Care Center or Mini-Day Care Center (Rev. 7/81)
Family Day Care Home License (7/74)

Request for Waiver to Licensing Requirements (4/82)‘

Receipt of Application to Provide Child Care (new
11/82)

Request for Inspection (State Fire Marshal)
(Rev. 11/80)

The following numbered publications (see Chapter 99 and Forms Stock List)
are used routinely in licensing, but are not included in this manual
because of their bulk. They may be ordered from the state office stock

room. (yLR means:
DSHS 22-04(X)

DSHS 22-05(X)

. DSHS 22-06(X)

DSHS 22-07(X)

- DSHS 22-08(X)

DSHS 22-10(X)

Minimum Licensing Requirements.)

MLR for Day Care Centers for Children (Rev. 1/81)
. ’ D

MLR for Mini-Day Care Programs for Children

(Rev. 1/81)

MLR for Family Day Care Homes for Children
(Rev. 1/81)

MLR for Day Treatment Programs for Children
(Rev. 1/81)

'MLR for Maternity Services (Rev. 1/81)

- MLR for Child-Placing Agencies (Rev. 1/81)






DSHS 22-11(X)

DSHS 22-12(X)

DSHS 22-13(X)

DSHS 22-60(X)

DSHS 22-101(X)
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Minimum Requirements for Licensing or Certification
of Group Care Facilities for Children (Rev. 1/81)

(Includes Regional Crisis Residential Centers, Other
Group Care Crisis Residential Centers, Juvenile
Detention Facilities)

MLR for Foster Family Homes for Children, Expectant
Mothers, Developmentally Disabled Adults and Other
Adults in Need of Protection (Rev. 1/8;)

- (Includes Foster Family Homes Serving as Crisis Resi-

dential Centers)

MLR for Child Care Agencies - Adult Family Homes
(Rev. 6/79)

(Chapter. 388-73 WAC - The content of this publica-
tion appears in its entirety in Manual A and is the
document from which the individual sets of MIR listed
above are derived). : ‘

Billing Instructions for Day Care Centers, Mini-Day
Care Centers and Family Day Care Centers (9/81)

Licensing of Facilities Statutes — Chapter 74.15 RCW
and Selected Extracts from other state statutes
related to licensing and purchase of service (to be
given to each applicant for license along with
application form and appropriate set of MLR) (5/81)

C. These "suggested formats™ are at the end of this chapter:

Suggested Format for Notice of Fee Renewal Day-Care
License :

~ Suggested Format for Notice of Intent to Suspend

Day Care License for Failure to Pay Licensing Fee

Suggested Format for Notice of Intent to Not Renew
Day Care -License for Failure to Pay Licensing Fee

Suggested Format for Notice of Suspension or Non-
renewal of Day Care License for Failure to Pay
Licensing Fee
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF DCFS MANUAL ' NOTICE NO.: T-11

ISSUED: 02/08/85
FROM: DIVISION OF CHILDREN/FAMILY SERVICES SECTIONS REVISED:
Shirley Goins, Director None

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Barry Fibel

Non—~SCAN 753-0204 or
SCAN 234-0204

I ‘ = I
|IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16|
l ' l

SUBJECT: CRIMINAL HISTORY AND CENTRAL REGISTRY (RECORD)

Insert this notice in front of Chapter 06, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-11 was entered.

BACKGROUND

A. The Washington State Patrol's Criminal Identification Section has
informed us that the form which we have been using to request checks
is no longer acceptable to them and that they need an updated listing
of persons authorized to request and receive criminal history informa-
tion.

]

i B. House Bill 1526, with its provisions for criminal history/arrest
record and Central Registry checks has a potential impact on most
programs currently provided through the Division of Children and
Family Services (DCFS), i.e. Adoption, Adoption Support, Child Pro-
tective Services, Day Care, Family Reconciliation Services, Crisis
Residential Center's, Group Care, Indian Child Welfare, and Foster
Care.. The legislation requires these checks to be done when a place-
ment is "authorized” by the department. DCFS with concurrence of the

~Assistant Attorney General has interpreted "authorizing a placement”
as_any situation where DCFS staff are called upon to make a recommen—
dation about the suitability of a placement resource for a child. The
legislation is divided into two groups: all applicants for licensure/
relicensure and their employees and those not required to be licensed.

When a record check is initiated, a separate check will be done for
each adult member of the household. '
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POLICY

A. LICENSEES

Policy:

Criminal History/Arrest Record and Central Registry (Child Abuse and
Neglect Register) Checks will be done by DCFS on all applicants seek=
ing licensure/relicensure and their employees and for all new
employees hired during the period of licensure.

B. THOSE NOT REQUIRED TO BE LICENSED: RELATIVES/OTHER RESPONSIBLE
ADULTS/ADOPTIVE PARENT(S)

Policy:

DCFS staff will request a criminal history/arrest record and central
registry check when the role of the department becomes one of making a
placement or making a recommendation about the suitability of a pro-
posed or existing placement resource. Some program specific
clarifications are listed as follows:

1. Indian Children

A record check will be done prior to placement by DCFS of an
Indian child in any unlicensed placement resource.

2. Family Reconcilation Services (FRS)

A record check will NOT be done when the role of DCFS staff is to
facilitate a discussion regarding temporary respite care of the
child(ren). When the child is or will be residing outside the
parental home pursuant to an agreement between the parent(s) and
the child, the "placement” decision is actually made by the par-—
ents rather than the department.

If the placement agreement between the parent(s) and child breaks
down, thereby necessitating the filing of an Alternative Residen-—
tial Placement (ARP) petition with the court to continue the out
of home placement, the child would be required by the court to
remain in a DSHS approved placement pending resolution of the
ARP.

If the DSHS plan is for the child to continue residing in the
unlicensed home, previously agreed to by the parent(s), there is
no need to move the child, but a record check should commence
immediately. If record check reveals questionable information,
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the worker shall initiate a supervisory consultation immediately,
noting in the case record the reason for the decision to leave
the child in the present home or move the child to a licensed

placement.

Child Protective Services, (CPS)

When the child(ren) has been “placed” with a relative by the
parent(s) prior to CPS involvement, do not move the child(ren)
but assess the risk to the child(ren) and the ability of the
caretaker(s) to protect the child(ren) from further abuse and
neglect. A record check should be initiated immediately.

1f record check reveals questionable information about the
placement resource, the worker will initiate a supervisory con-
sultation. The reasons for the decision to leave child(ren) in
the present placement or move the child(ren) to a licensed home
will be clearly noted in the case record.

Once CPS is involved, a record check must be done prior to place-
ment with a relative.

Adoption

While adoptive families are approved they are not licensed. A
record check would not be done as part of the approval, but would
be completed prior to placement by DCFS or voluntary agencies of
a child in an approved home.

Voluntary Foster Care Agencies

Unless DCFS is asked to make a recommendation about the suit=
ability of the home as a placement resource, placements made by
voluntary agencies in unlicensed homes will not require a record
check.

Group Care

For the child ready to leave group care, where DCFS has estab-
lished dependency and/or is currently making payment for the
group home placement, DCFS will initiate a record check prior to
making placement in unlicensed relative homes.

Crisis Residential Centers (CRC)

A record check will NOT be done when the role of DCFS staff is to
facilitate a discussion regarding placement alternatives. When
the child leaves the CRC and goes to reside outside the parental
home pursuant to an agreement between the parent(s) and the
child, the "placement” decision was made by the parent(s).
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8. Day Care

A record check will be initiated whenever the department author-
izes care by an in-home caretaker or by a relative.

HOME STUDY

This legislation also requires that the Department assess the character,
suitability, and competence of persons authorized to care for children.
When DCFS initiates a record check, a home study will also be completed,
except for adoptive families where a home study is part of the approval.
Guidelines for the areas to be covered are found in the Interstate Compact
Materials, DCFS Manual Section 30.99, Suggested Outline for Summary of
Prospective Family. This information will be filed in the child's case
record. Part of the home study must also include a check of DCFS records.

PROCEDURE

A. All criminal history check requests should be on DSHS 14-239(X), WSP
Identification Section Request for Criminal History Record Informa-
tion (see attached). The form is to include, as a minimum, the name,
birthdate, and social security number of the adult. A separate form
is to be completed for each adult in the household. Forms from each
office should be batched whenever possible.

B. All requests for information from the Washington State Patrol's Crimi-
nal Identification Section must bear the name of a person designated
to request and receive such information (see attached listing).

C. The designee will authorize all DCFS requests to the State Patrol.

D. Because of gaps in the Washington State Patrol's files and the Central
Registry, staff doing criminal history checks are encouraged to check
with local law enforcement agencies, where possible. Children and
Family Service Centers should explore with local law enforcement
agencies methods of obtaining information from them.

E. Information obtained from the Washington State Patrol or another law
enforcement agency shall be safeguarded in the same manner as the

information in the child abuse central registry established in RCW
26.44.070.
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| F. A check of the central registry of child abuse .and local DCFS office
CPS files shall also be made for those persons for whom a criminal
history record check is required. A central registry check shall be
made either by telephoning SCAN 234-3453 or writing to: !

Division of Children and Family Services

0B~41

Olympia, WA 98504

Attention: Central Registry !
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Receive Criminal History Information

Children's Services Personnel

Authorized to Request and

Spokane Center Office

S. 121 Arthur, Suite A
Spokane, WA 99202
MS: B32-6

Colfax/Pullman CSO

P.0. Box 149

300 s. Main

Colfax, WA 99111
MS: B38-1

Davenport CSO

P.0O. Box 640

8th and Park

Davenport, WA 99122
MS: B22-1

Moses Lake CSO

P.0. Box 1399

1620 S. Pioneer Way

Moses Lake, WA 98837
MS: B13-2

Wenatchee CSO

P.0. Box 3088

325 N. Chelan A

Wenatchee, WA 98801
MS: B4-1

Okanogan CSO

Rt. 1, Box 1234 S. 2nd

Okanogan, WA 98840
MS: B24-1

Spokane North CSO
P.0. Box TAF C-4l
E.232 Lyons
Spokane, WA 99220
MS: B32-4

Primary Contact Person

Dave Perkins
SCAN 584-1249

Freda Posey
SCAN 545-5050

Wili Berry
SCAN 545-6116

Carol Billesbach
SCAN 282-2250

Gloria Eakles
SCAN 565-0488

Vivian Rooks
SCAN 336-1011

John Dean
SCAN 249-5600

Back Up

Frankie McBroom
SCAN 584-1546

Barbara Sanborn
SCAN 545-5050

Judy Krupke
SCAN 545-6116

Loretta Lucas
SCAN 282-2265

Judy Cain
SCAN 565-0596

Vicky Bergstrom
SCAN 336-1011

Carmen Farley
249-5600
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Spokane East CSO
P.0. Box TAF C-40
S. 121 Arthur
‘Spokane, WA 99220
MS: B32-~1

Spokane Southeast CSO

P.0. Box TAF C-42

N. 1425 Washington 2nd Floor

Spokane, WA 99220
MS: B32-2

Spokane Central
Support CSO
P.0. Box TAF C-37
N. 1425 Washington
Spokane, WA 99220
MS: B32-3

Colville CSO
1100 S. Main

Colville, WA 99114

MS: B33-1

Newport CSO

P.0. Box 570

4th and Warren

Newport, WA 99156
MS: B26-1

Yakima Center Office

Primary Contact Person

Back Up

P.0. Box 9428

2515 Main Street, Valley Mall

Yakima, WA 98909
MS: B39-6

Ellensburg CSO
P.0. Box 1183
525 Mountain View

Ellensburg, WA 98926

MS: Bl9-1

Yakima CSO
P.0. Box 9788

2515 Main Street, Valley Mall

Yakima, WA 98909
MS: B39-1

Elaine Tyrie
SCAN 584-1219

Bob Doty
SCAN 545-2195

Kay Porta
SCAN 545-2146

Greg Colburn
SCAN 574-1011

Harry Sedies
SCAN 545-3043

Celeste Sunderland
SCAN 558-2826

Karla Smith
SCAN 686-1111

Janet Dahlin
SCAN 558-2150

Brian Barbour
SCAN 584-1212

Bob Biondi
545-2188

Joyce Wright
SCAN 545-2090

Barbara Pacerelli
SCAN 574-1202

Janet Thomas
SCAN 545-2290

Betty Coles
SCAN 558-2290

Dave Gruber
SCAN 686-1111

Bob Asbury
558-2207
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Toppenish CSO

P.0. Box 470

306 Bolin Dr.

Toppenish, WA 98948
MS: B50-1

Sunnyside CSO

P.0. Box 818

208 S. 8th Street

Sunnyside, WA 98944
MS: B54-1

Pasco CSO

P.0. Box 931

800 W. Court

Pasco, WA 99301
MS: Bll-1

Walla Walla CSO

P.0. Box 517

206 W. Poplar

Walla Walla, WA 99362
MS: B36-1

Clarkston CSO

720 - 6th Street

Clarkston, WA 99403
MS: B2-1

Everett Center Office

416 Central Building

1719 Hewitt Avenue

Everett, WA 98201
MS: N31-9

Mountlake Terrace CSO
21309 - 44th Ave. West

Mountlake Terrace, WA 98043

MS: N52-1

Mount Vernon CSO

P.0. Box 310

1800 Continental Place

Mount Vernon, WA 98273
MS: 29-1

Smokey Point CSO
MS: B65-1
Route via N31-1

Primary Contact Person

Nancy Frenchette—Bagley
SCAN 263-0100

Anita Schmidt
SCAN 263-0100

Dwayne Upp
SCAN 526-0100

Vi Scott
SCAN 629-4371

Connie Murphy
SCAN 545-5037

John Troutner
SCAN 265-5722

Carol Landeas
SCAN 544-1011

Barbara Thompson
SCAN 542-1400

Helen Gamet

Back Up

Marilyn McGree
SCAN 263-0100

Bill Rheinschmidt
SCAN 263-0100

Barbara Pepin
SCAN 526-0100

Ron Lindquist
SCAN 629-4371

Dallas Hohnsbehn
SCAN 545-5037

Carol Northrup
SCAN 544-1213

Yvonne Messick
SCAN 542-1438
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Primary Contact Person
Oak Harbor CSO Dwayne Berg

2415 - 20th NW
Oak Harbor, WA 98277
MS: Bl15-1

Bellingham CSO Millie Mangels
P.0. Box 639 SCAN 738-2570
4101 Meridian Street
Bellingham, WA 98226

MS: B37-1

Everett CSO Frank Coburn
P.0. Box 527 SCAN 265-8484
2809 Grand
Everett, WA 98206

MS: N31-1

Seattle Center Office

Child Care Agency, Licensing Unit

2809 - 26th Avenue S. Larry Levine
Seattle, WA 98144 SCAN 339-4080
MS: N56-1
King Eastside CSO Betty Cabaniss
15821 NE 8th Street SCAN 658-7072
Bellevue, WA 98008
MS: N40O-1

King South CSO Sophie Tersiisky
P.0. Box 848 SCAN 376-2663
21851 - 84th Avenue So.
Kent, WA 98031

MS: N43-1

Centralized Children's Rosie Oreskovich
Services Office SCAN 339-4224
2809 - 26th Ave. S.
Seattle, WA 98144
MS: N56-6

King North CSO Blanche Simmons
907 NW Ballard Way SCAN 428-7763
Seattle, WA 98107

MS: N42-1

Phil Anderson
SCAN 542-1505

Dena Burton
SCAN 738-2570

Karlen Carle
265-8484

Bettye Scott
339-4080

Pat Barnhart
SCAN 658-7101

Sue Browning
SCAN 376-2653

Arlene Miletich
SCAN 338-4224

Eloise Valdez-Heald

SCAN 428-7753
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Rainier CSO

3600 S. Graham

Seattle, WA 98118
MS: N4l1-1

Burien CSO

15811 Ambaum Blvd. S.

Seattle, WA 98166
MS: N44-1

Capitol Hill CSO

1700 Cherry
Seattle, WA 98122
MS: N46-1

Tacoma Center Office

1305 Tacoma Ave. S.

Tacoma, WA 98402
MS: N27-5

Pierce Centralized
Services
1301 Tacoma Ave. S.
Room 114
Tacoma, WA 98402
MS: N27-1

Bremerton CSO

4810 Auto Center Way

Bremerton, WA 98312
MS: B18-1

Olympia Center Office

Primary Contact Person

Back Up

P.0. Box 7489
Olympia, WA 98504
MS: KR-23

Aberdeen CSO

P.0. Box 189

405 W. Wishkah

Aberdeen, WA 98520
MS: Bl4-1

Chehalis CSO

P.0. Box 359

Chehalis, WA 98532
MS: S21-1

Gwenn McElland
SCAN 339-4654

Betsy Pierce
SCAN 381-1300

Sharon Kleinhen
SCAN 576-7407

Joan Rutherford
SCAN 462-2761

Louise Peele
SCAN 462-2566

James Van Houton
SCAN 356-4690

Steve Ennett
SCAN 234-4148

Gary Anderson
SCAN 325-1263

Gordon Sincock
SCAN 332-1011

Rose Wentz
SCAN 339-5702

Krisfy Galt
SCAN 462-2922

Robert Harris
462-2298

Nancy Carter
SCAN 356-4690

Richard Englund

SCAN 325-1280

Jim O'Neal
332-1202
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Kelso CSO

P.0. Box 330

711 Vine

Kelso, WA 98626
MS: S8-1

Olympia CSO

P.0. Box 1816

5000 Capitol Blvd.

Olympia, WA 98504
MS: KRr-1l1

Port Angeles CSO
716 South Chase

Port Angeles, WA 98362

MS: B5-1

Port Townsend CSO
P.0. Box 554
802 Sheridan

Port Townsend, WA 98368

MS: B 1l4-1

Shelton CSO

P.0. Box 1127

110 w. "K" Street

Shelton, WA 98584
MS: B23-1

South Bend CSO

P.0. Box 87

South Bend, WA 98586
MS: B25-1

Vancouver CSO

P.0. Box 751

Vancouver, WA 98666
MS: S6-1

White Salmon CSO
P.0. Box 129

White Salmon, WA 98672

MS: B20-1

Primary Contact Person

Back Up

Carol Sande
SCAN 239-2194

Mariam Madison
SCAN 234~-5981

Eileen Gatlin
SCAN 632-1223

Dennis Kelley
SCAN 632-1254

Lu Nichols
SCAN 745-1136

Jack Gray
SCAN 325-1236

Marian Gilmore
SCAN 476-6167

Marcie Danielson
SCAN 476-6583

Ann Watkins
SCAN 239-2160

Jean Lott
234-5981

Betty Warder
SCAN 632-1236

Tom Wingard
745-1155

Brandon Harmnisch
SCAN 325-1236

Ken Nichols
SCAN 476-6188

Jeff Schriner
(Stevenson Office)
SCAN 476-6522

Mary Lou Orthman
(Goldendale Office)
SCAN 476-6636
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DSHS 14-239(X) (07/84), WASHINGTON STATE PATROL IDENTIFICATION SECTION
REQUEST FOR CRIMINAL HISTORY RECORD INFORMATION

=22 WASHINGTON STATE PATROL

IDENTIFICATION SECTION
REQUEST FOR CRIMINAL HISTORY RECORD INFORMATION

PLEASE TYPE OR CLEARLY STAMP
THE ADDRESS TO WHICH OUR
RESPONSE IS TO BE MAILED. (A
RETURN ENVELOPE WOULD BE
APPRECIATED.)

USE THIS FORM WHEN REQUESTING CRIMINAL HISTORY RECORD INFORMATION FROM THE WASHINGTON :
STATE PATROL IDENTIFICATION SECTION. MAIL YOUR REQUEST TO P.O. BOX 2527, OLYMPIA, WA 98504.

FOR QUR SEARCH PURPOSES, PLEASE PROVIDE AS MUCH INFORMATION AS POSSIBLE IN THE SPACE BE-
LOw:

WA STATE IDENTIFICATION NUMBER (SID): WA1

NAME:

FRST MIDOLE

ALIAS/MAIDEN NAME:

SOCIAL SECURITY NUMBER:

FBI NUMBER:

|
I DOB. SEX: RACE: EYES: HAIR:
!
|
i

NAME ANO TITLE G PERSON MAKING REQUEST DATE

DG 1423000 7/84 Formarty DEMS O30 QX A-108
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DSHS 14-239(X) (07/84), WASHINGTON STATE PATROL IDENTIFICATION SECTION

REQUEST FOR CRIMINAL HISTORY RECORD INFORMATION (cont.)

CRIMINAL /ARREST HISTORY REQUEST FORM
Instructions

Genoral

This torm is used to req computer file information from the State Patrol Identification Section regarding both the arrest
and conviction histories of alleged perpetrators of CA/N applicants for a child care license, or persons with whom a child
will be placed. ’

Future plans are for this information to be requested via local law enforcement computer terminal. Since information
requests must be hand processed for the present, it is important that they be batched where possible and that the name
and address of the person designated to r ive the infor ion be clearly printed. .

items

Washington State Identification Number: Optiona! item. This is the number assigned to each name in the file. If know, it can
save search time.

Nama: Include name of subject.
Alias/Maiden Name: Provide, if possible.
Date of Birth: Should be provided.
Physical Descriptions: Include if possible.
Social Security Number: Provide.

F8! Number: Include if known.

Address: Hand pr ing of these req s makes a correct return address essential.

DSHS 142300 Bach
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF DCFS MANUAL NOTICE NO.: T-23
ISSUED: June 14, 1985
FROM: DIVISION OF CHILDREN/FAMILY SERVICES SECTIONS REVISED:
Shirley Goins, Director 06.38 E

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Barry Fibel

Non—-SCAN 753-0204 or
SCAN 234-0204°

IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16

SUBJECT: BACKDATING CHILD CARE AGENCY LICENSE

Insert this notice in front of Chapter 06, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-23 was entered.

BACKGROUND

It has been the policy to prohibit all backdating of licenses to assure
that the department does not make placement in or payment to a facility
prior to it being determined that the facility met appropriate licensing
standards. There are a number of situations in which these factors are not
relevant and in which it would be to the detriment of the department to
strictly adhere to such a policy. Where, for example a day care facility
submits an application for relicensing but the department or the State Fire
Marshal's Office have been unable to inspect or reinspect in a timely man-
ner, the facility which has been "riding” on its "expired” license may
escape paying a licensing fee for a period of time. Probably more signif-
icant is the fact that changing the licensing and relicensing dates
frequently cause the licensors', health services', and fire marshals'
inspections to be out of synch.

Similarly in respect to foster homes certified for licensing by a child-
placing agency, the issuance of a license by the department may be delayed
by the fact that the agency must depend on the department for a criminal
history record check/CPS check and any other investigation the department
may care to make.
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ACTION REQUIRED

Effective upon receipt of this notice, the procedure in the Section 6.4C E.
of the DCFS Manual should be read as follows:

E.

Provided that a timely reapplication for renewal is received, and
unless the expiration date has already passed, the beginning date
of the renewed license shall be the day after the expiration cate
of the previous license. When the expiration date has passed,
the new issuance date shall be used and the old license con-
sidered to have remained in effect during the interim period.
Licenses may not be backdated prior to the date licensing staff
Teconmends licensing to the licensing authority except as fol-

lows:

1. For relicensing of day care centers and mini day care cen-
ters, licenses will be reissued beginning the day after the
prior license expires to maintain the same anniversary date

for payment of application fees.

2. For provisional licenses, a full license, if issued, shall
commence from the date the provisional license was issued.

3. For foster family home licenses certified by a child-placing
agency, the license shall commence from the date certified
on the DSHS 10-16(X) (Rev. 1/84) or the date DSHS licensing
staff recommends licensing to the licensing authority fol-
lowing any additional investigation. See 6.36 through 6.38.
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TO:

FROM:

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF DCFS MANUAL NOTICE NO.: T-33
ISSUED: 09/11/85

Shirley Goins, Director SECTIONS REVISED:
DIV OF CHILDREN AND FAMILY SERVICES 06.46 C

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Barry Fibel

SCAN 234-0204 or
Non-SCAN 753-0204

I ~ l
IIF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16|
l |

SUBJECT: DUAL LICENSING OF FOSTER HOMES FOR BOTH CHILDREN AND ADULTS

Insert this notice in front of Chapter 6 of the DCFS Manual and note on the
Tan Notice Control Sheet the date Notice No. T-33 was entered.

Background

Prior to the separation of children's services from the Division of
Community Services, local office administrators were the determining
authority in respect to granting waivers for foster family homes to
receive dual licensing for both children and adults.

Action Required -

Delete the last sentence of DCFS Manual, Section 06.46 B. Section
06.46 C is revised to read: '"Waivers of WAC 388-73-028 which do not
also request a waiver to capacity limitation specified therein, shall
be granted only when there is approval by both the area office manager
for DCFS and the CSO administrator."

Waivers to the capacity limitation of WAC 388-73-028 must be approved
at both the DCFS center level and the Community Services Regional
Office level.
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DEPARTMENT OF SOCIAL AND'HEALTH SERVICES
Olympia, Washington.

TO: HOLDERS OF DCFS MANUAL NOTICE NO.: T-39
ISSUED: 11/19/85

FROM: DIVISION OF CHILDREN/FAMILY SERVICES SECTIONS' REVISED:
Shirley Goins, Director ~ Chapter 06, Licensing
Section 06.32

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Barry Fibel

Non-SCAN 753-0204 or
SCAN 234-0204

I ‘ I
| IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS.O0B-16 |
l ' I

SUBJECT: CHILD CARE LICENSE APPLICANT ORIENTATION

Insert this notice in front of Chapter 06, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-39 was entered.

BACKGROUND

In auditing foster home licensing procedures, the Operations Review team
found that the foster home licensors were inconsistent in respect to the
content of orientation sessions for prospective foster parents. In order
to mitigate such inconsistencies, the Division of Children and Family
Services will revise its procedural manual to include more specific
guidelines regarding orientation of new applicants.

ACTION

DCFS Manual, Chapter 06, Licensing, Section 06.32, is modified to add the
following items in Section C related to The Purposes of the Orientation:

6. Inform the inquirer/applicant of the department's requirements and
policies in respect to discipline.

7. Inform the inquirer/applicant of the department's legal responsibility
for reporting suspected child abuse and neglect.
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8. In addition, for foster family home applicants:

a. The orientation process shall elaborate on the needs of the chil-
dren for whom the parents may be caring.

b. The orientation process shall elaborate on the goals of foster
care in terms of the development of the children.

c. The orientation process shall elaborate on the expectations the
agency has for foster parents, including both capabilities and
responsibilities.

d. The orientation process shall explain the agency worker's role in
working with the foster family and the foster child.

e. The orientation process shall explain the possible involvement of
biological parents and the agency's goals for team involvement in
the case plan. ’

f. The concepts of case plan and plan for permanency shall be
explained to potential foster parents, including the roles that
the agency, the foster and biological families, and the child
play in the development and implementation of both plans.

g. The relationship between the foster family and the agency during
placement shall be explained.

h. The orientation shall outline the responsibilities of the
department in respect to the legal status of children in foster
and in respect to medical care for children in care.

i. The orientation process shall include the opportunity for poten-
tial foster parents to ask questions and discuss with staff
issues and concerns about foster parenting.
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. DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF DCFS MANUAL NOTICE NO: T-44
Issued: 4/25/86

FROM: Shirley Goins, Director SECTIONS REVISED:
DIVISION OF CHILDREN & FAMILY SERVICES Chapter 06, Licensing
Section 06.52

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Barry Fibel

SCAN 234-0204 or
Non-SCAN 753-0204

I )
| IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS 0B-16

SUBJECT: DAY CARE CENTER MONITORING

Place this notice in front of the Chapter 06, DCFS Manual, and note on the
Tan Notice Control Sheet the date Notice No. T-44 was entered.

BACKGROUND

The 1985 Budget Act included $516,000 for fiscal year 1986 and $487,000 for
fiscal year 1987 for field staff increases in day care screening, licens-

" ing, monitoring, and information and referral. That act stipulates that
the department shall conduct at least one scheduled and one unannounced
on-site inspection of each licensed day care facility during the facility's
licensing period.

ACTION REQUIRED

All DCFS center offices having filled the positions authorized by the afore-
mentioned Budget Act shall assure that the following procedures have been
implemented.

1. Each day care center and mini-day care center licensed by DCFS center
staff will be monitored once yearly. During each licensing period at
least one of these monitoring visits shall be unannounced. Visits
made for licensing and relicensing purposes shall count as the
required visit for that yearly period. ‘
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A visit made in response to a complaint shall count as a monitoring
visit provided that a complete inspection of the facility and programs
is made at the time of the visit.

Each center office shall establish a tickler file to assure that each
day care center and mini-day care center licensed by that office
receives the required visits.

DSHS 10-141, Statement of Deficiencies and Plan of Correction, shall
be used for each of the required visits to day care facilities.

Follow-up visits and licensing actions precipitated by any visit shall
also be recorded on the DSHS 10-141, the DSHS 2-305(X), or the file
shall contain explanatory letters.

Within one year of the issuance date of this notice, all day care cen-
ters and mini-day care centers licensed by DCFS center licensors shall
have been visited and, subsequent to that time, none of these facili-

ties shall go for more than one year without having had an inspecticn

nor more than three years without having had an unannounced visit.
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: Holders of DCFS Manuals NOTICE NO.: T7-83

ISSUED: 11/18/88

FROM: Joyce Hopson, Director SECTIONS REVISED:
Division of Children & Family Services Chapter 06, Licensing

Section 06.00

EFFECTIVE: On Receipt
FOR INFORMATION CALL: -
Barry Fibel

SCAN 234-0204 or
Non-SCAN 753-0204

FOR MANUAL DISTRIBUTION CHANGES, PLEASE NOTIFY: MANUAL .
PRODUCTION, M/S 0B-16. IF NOT DELIVERABLE, RETURN TO:
MANUAL DISTRIBUTION CENTER, M/S MG-13.

SUBJECT: TRIBAL LICENSING AUTHORITY UNDER SSHB 480, CHAPTER 170,
1987 SESSION LAWS '

Place this notice in front of Chapter 06, DCFS Manual, and note on the Tan
Notice Control Sheet the date Notice No. T-83 was entered.

BACKGROUND

SSHB No. 480, Indian Child Welfare Act of 1987, effective July 1, 1988,
exempts from licensing "... an agency, located within the boundaries of a
federally recognized Indian reservation, Ticensed by the Indian tribe;..."

However, the statute does permit the department to make payment for children
in the care of agencies licensed by the Indian tribes under certain conditions
without certifying each agency. It also permits the department and licensed
child placing agencies to place children in tribally licensed facilities. RCW
74.13.031, as revised by SSHB 480, now states that in purchasing foster care
for Indian children, "the purchase of such care shall be subject to the same
eligibility standards and rate of support applicable to other children for
whom the department purchases care." "The same eligibility standards" shall
include child care agency Ticensing standards (i.e., foster care, residential

group care and child placing agency standards) as promulgated by a national
child welfare organization.
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PROCEDURES

A. Federally recognized Indian tribes may request that the department make
payment for children placed in tribally licensed foster homes, group
homes, and by tribally Ticensed child placing agencies. The department
shall require tribes to submit standards for the facilities or agencies.

Such standard shall be essentially in conformance with Child Welfare
League of America’s Suggested State Licensing Models for Placement ard
Care of Children (1982). Copies of these recommended standards are
available from the state office on request. '

B. Requests for approval of standards shall be submitted by the tribe to a
DCFS regional office and shall be forwarded with the regional office’s
recommendation to the division director. The request shall be reviewed
in Olympia by the Office of Indian Affairs, licensing staff, and program
staff responsible for determining program eligibility.

Approvals/disapprovals shall be routed from Olympia through the regional
offices to the tribes.

C. Indian tribes may license only agencies providing service on the reser-
vation. The department shall not recognize as licensed nor make payment
to a child caring agency (including foster homes) off the reservation
which it has not licensed.

D. The department and state licensed child-placing agencies may place
children in tribally licensed facilities (with the consent of the tribe)
if background checks have been completed as required by RCW 74.15.030(2)
and (3) and by departmental procedures prior to the placement of
children.

E. Tribes may license a group care facility only if the facility meets
approved group care standards and is inspected by a fire safety
inspector and by a health inspector.
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T0: Holders of DCFS Manuals NOTICE NO.: T-101
ISSUED: 03/25/92
FROM: Diana Roberts, Director SECTIONS REVISED:
Division of Children & Family Services Chapter 06, Licensing
MS 5710 Section 06.52

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
SCAN 234-0204 or 753-0204

IF NOT DELIVERABLE, RETURN TO: MANUAL DISTRIBUTION CENTER, MS 5807.
FOR DISTRIBUTION CHANGES, NOTIFY: MANUAL PRODUCTION, MS 5806.

SUBJECT: GROUP HOME MONITORING

Place this notice in front of Chapter 06 of the DCFS Manual and note on the
Tan Notice Control Sheet the date Notice No. T-101 is entered.

|
l BACKGROUND

During recent years the monitoring of group homes by child care agency
lTicensors has not been given priority because of a lack of sufficient staff
and the presumption that regional group care coordinators and group care
monitors will be visiting these facilities. It has become apparent, however,
that these visits do not substitute for a licensor’s inspections.

Requirements related to the treatment approach, atmosphere, and program and to
the condition of the facility are not being observed and reported.

| ACTIONS REQUIRED

To the extent permitted by current staffing patterns, regional licensing staff
will follow these guidelines in monitoring residential group care facilities:

1. Facilities should be monitored at least yearly, except that programs

exhibiting deficiencies or about which there have been complaints should
be visited more frequently.

2. Monitoring visits should be unannounced to better assess the normal day-
to-day functioning of the program and condition of the facility.

3. Elements of the program which should be evaluated include:

- Milieu (Implementation of the treatment program in the day-to-day
Tiving of the residents)

- The condition of the facility

- Program quality

- Safety
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- Disciplinary policy and practices
- Supervision of residents
- Client records
- Service plans for children in care, including parent involvement.

A group home checklist and, of course, the statement of deficiency form
should be used in the course of the monitoring review.

4. A monitoring visit should include separate interviews with residents and
staff.

Interviews with residents should include questions about:
- Their day-to-day activities and care;

- Their involvement in planning for themselves;

- Their relationships with staff and other residents.

Interviews with staff should include:

- In service training
- Behavior management techniques
- Relationships with residents

- Agency policies and practices (including their involvement in
~development of).

5. Licensors shall coordinate monitoring activities with regional group care
coordinators and group care monitors. Coordination should include
familiarity with each other’s functions, coordinating monitoring visits,
and exchanging observations and information.

In summary, lapses which were due to excessive caseloads in recent years have
not diminished the department’s responsibility and authority to monitor -
residential group care facilities for compliance.
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TO: THOSE RECEIVING THE DIVISION OF CHILD AND FAMILY SERVICES MANUAL

FROM: Gerald E. Thomas, Assistant Secretary
Health and Rehabilitative Services

| |
[IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS OB-16]|

SUBJECT: Issuance of the Division of Children and Family Services Manual

The DCFS Manual contains 565 sheets of paper.

INTRODUCTION

This manual is issued to provide policy and procedural guidelines for field
office staff of the new Division of Children and Family Services (DCFS).
Establishing a separate DCFS Manual at this time will ease the Division's
task of revxewing service delivery of family and children's services and
issuing the revised text.

EFFECTIVE DATE

The effective date for this manual is July 1, 1984,

CHANGES FROM MANUAL G

There has been no attempt at this time to change policies and procedures
previously issued by Community Services. Chapter 1, Social Service Poliey
and Administration, and Chapter 2, Socilal Service Delivery System, have
been revised primarily to delete information that does not apply to DCFS
and to update terminology.

All chapters except 1 and 2 retain the office and position titles used by
Community Services with one exception: The Social Service Random Moment
Time sample in Chapter 2 retains CSO terminology and will have joint CSO
and DCFS responsibility until further notice. Until chapters are reviged,
use the following chart to convert Community Services terminology to DCFS
terminology: .

il

Regional Administrator (RA) or Children and Family Service
Regional Director (RD) and Center Director

Community Services Office

Administrator (CS0A)

[}

Community Services Office (CS0) Children and Family Services

Center Area Office
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Other changes from Manual G are as follows:

1. Chapter 1, section 1.15, Social Service Policy and Administration, now
references a DSHS 5-186(X), Request for Clarification/Modification of
Policy or Procedure. The form is designed to be used to formally
request interpretation or changes to DCFS policies or procedures.

2. Chapter 3, Social Service Eligibility, is not included. Eligibility
instructions are located in each program chapter.

3. Social Services Payment System information is now issued in the new
SSPS Manual. The SSPS Manual will also be issued July 1, 1984,

4. Chapter 5 consists of an interim notice on social service overpay—
ments. This will be expanded later into a regular chapter.

5. Chapter 33, Maintenance Payment Funding Source Eligibility for Chil~-
dren in Out—of-Home Placement, is a new chapter. A summary of the key
policy and procedural changes is located in front of the chapter.

6. Chapter 99, Forms, contains all DSHS forms used for DCFS field
offices. "Suggested formats" remain at the end of each chapter.

7. The section on RCWs was not duplicated since RCWs are now located in
the departmental manual entitled "Laws Relating to DSHS."

MANUAL ASSEMBLY

Divide the chapters among the three volumes of binders as you see best. The
tab for Chapter 22 will be used when the Family Planning chapter is
rewritten.

INTERIM NOTICES

Notices reproduced from Manual G are printed on gray paper. They will
retain their "G" prefix and their current number.

Interim notices for the DCFS Manual will be tan and will use a "T" prefix.
There will be several Tan Notices issued with your manual that will need to
be inserted.

Control sheets for interim notices are attached to T-l.

CONTROL SHEETS

Control sheets for regular revisions and interim notices are located at the
end of the manual.
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