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= ]152123. Standard
» 15213. Network Equipment Relocation and Connections (3/1/95)
m ]52131. Purpose
m 152132. Applicability
= 152133. Standard
m 152134, Procedure
o 15300. GENERAL SACWIS SYSTEM STANDARDS
= 15301. Updates to CAMIS Files (11/30/95)
m 153011. Purpose
= 153012. Applicability
= 153013. Standard
= 153014. Procedure
15302. Standards for Input of Names (4/14/94)
= 153021. Purpose
= ]153022. Standard
15304. Service Episode Records
= 153041. Purpose
= 153042. Standard
= 153043. Procedure
15305. Case Assignment, Transfer, and Closure (3/1/99)
m 153051. Purpose
» 153052. Standard/Procedure

15306. Residential Address for Children Served by Childrens Administration

(8/17/95)
= 153061. Purpose

= 153062. Standard/Procedure
o 15400. SACWIS SYSTEM PROGRAM SPECIFIC STANDARDS
= 15401. Program and Code Definitions (11/1/98)
= 154011. Purpose
= 154012. Standard
= 154013. Procedure
= 15402. Program and Code Definitions (11/1/98)
m 154021. Purpose
= 154022. Standard/Procedure
= 15403. Interstate Compact Cases/Referrals (11/1/98)
m 154031. Purpose
= 154032. Standard
= 154033. Procedure
= 15404. Courtesy Supervision (11/1/98)
= 154041. Purpose
= 154042. Standard
= 154043. Procedure
= 15405. Facility Complaints (2/1/98)
= 154051. Purpose
» 154052. Definition
= 154053. Standard
= 154054. Procedure
= 15406. Documenting the Placement of Children in the I.egal Custody of Childrens

Administration (2/17/99)
s 154061. Purpose
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» 154062. Standard/Procedure

15407. Documentation of L.egal Actions (11/30/95)
m 154071. Purpose
= 154072. Standard

15408. Files for Legally Free Children
= 154081. Purpose
= 154082. Standard/Procedure

15409. State Licensed Facilities/Persons (7/19/94)
m 154091. Purpose
= 154092. Procedure

15410. Social Service Payment System (11/8/94)
= 154101. Purpose
= 154102. Procedure
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1000. INTRODUCTION

1100. CONTEXT AND PURPOSE

A. The Children's Administration (CA) Operations Manual supports and implements the provisions
contained in the CA Case Services Policy Manual and Practices and Procedures Guide and
provides administrative guidance to the divisions and offices of the Administration. The
Operations Manual identifies technical policy and procedure that supports the agency's social
service delivery system and provides administrative direction consistent with state and agency
directives.

B. This manual sets forth procedures and practices regarding implementation of policy within the
context of the business environment of the Children's Administration.

1200. MISSION AND STRATEGIC PLAN
1210. Mission

The Children's Administration (CA) is committed to the safe and healthy growth and development of
children in their own homes, in out-of-home placement, and in child day care. CA provides a
comprehensive range of services designed to protect children from abuse and neglect, to support
families, and to assure quality of care. Services are intended to promote the safety of children and
the preservation, rehabilitation, and reunification of families to the maximum extent possible.

1220. Strategic Plan

A. The Children's Administration strategic plan seeks to expand and improve its capacity to
provide effective, quality services to protect children and strengthen families in crisis. Specific
strategies for agency planning and making effective changes have been developed using the
following basic, guiding principles to address the Administration's commitment to excellence in
service delivery and programs:

1. Family centered.

Culturally relevant.

Coordinated and collaborative.
Locally planned.
Community-based and preventive.
Outcome-based.

Creative.

8. Customer service based.

B. The Administration's strategic plan establishes a clear, consistent direction and provides a
structure for policy formulation, decision-making, and accountability.

NouhWN

1221. Goals and Objectives

The strategic plan includes the following goals and objectives:

A. Improved Administrative Structure: Delivery of services through an effective management
structure that is based on a creatively decentralized administration with appropriate centralized
oversight.

B. Family Centered Practice: The statewide delivery of culturally relevant services for children and
families that are based on family centered practice.

C. Community Based Services: Locally planned and coordinated support services that address the
unique needs of communities.

D. Quality Assurance: Accountable programs that are reflective of sound management practices
and that strive for excellence.
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E. Communication: Open communication and regular discussion of challenges and successes with
staff, clients, communities, and the legislature.

1300. APPLICATION OF DEPARTMENT POLICY

A. Children's Administration staff are accountable for the following applicable department policy.
The primary source documents include, but are not limited to:

1. DSHS Administrative Policies;

Case and Management Information System (CAMIS) Policies;
Social Service Payment System (SSPS) Manual;

DSHS Personnel Policies;

DSHS Travel Manual;

Paperwork Management Manual;

Washington Management Service (WMS) Policies;

Merit System Rules;

Union Contract; and

10. Agency Inventory System Manual

B. Each regional office and each local office can access current copies of each of the above
manuals or policies on the Intranet/Internet. CA staff must also adhere to other directives that
may be issued periodically by the Secretary or the Assistant Secretary.

WO NOU R WN

1400. MANUAL MAINTENANCE AND POLICY ISSUANCE

A. Each Director, Division of Children and Family Services (DCFS) Regional Administrator, and
Division of Licensed Resources (DLR) Regional Manager is responsible for ensuring that
employees within their span of control have the ability to access the manuals on the Intranet or
Internet.

B. The manuals are available electronically through assigned computers to all CA staff.

C. For guidelines regarding manual maintenance and policy issuance, see the CA Practices and
Procedures Guide, Chapter 1000, section 1200
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2000. ORGANIZATIONAL RESPONSIBILITIES

2100. CHILDREN'S ADMINISTRATION ORGANIZATIONAL
STRUCTURE

The Children's Administration (CA) management team is responsible for developing and
implementing Administration policy and programs and for statewide resource management.
Members of the management team include the Assistant Secretary, Division Directors, Office
Chiefs, and the six DCFS Regional Administrators.

2200. ORGANIZATIONAL UNITS
2210. Office of the Assistant Secretary

2211. Information Services

A. The Office of Information Services supports the Administration's personal computers (PC),
networks, and the Case and Management Information System (CAMIS) applications.

B. PCs and networks are supported by Computer Information Consultants (CIC) who are located at
various offices across the state. CICs install and maintain computers and desktop software.
They also manage each office's local area network (LAN), including file servers and printers.
These PCs and networks provide word processing, electronic mail, and access to CAMIS.

C. The CAMIS application is supported by a team of programmers and technical specialists based
in Olympia. The programmers make modifications to CAMIS and work with the Department of
Information Services (DIS) to operate CAMIS 24 hours a day.

2212. Constituent Relations

The Office of Constituent Relations was created by the legislature in 1991 to provide timely,
thorough, and objective resolution of complaints from clients, foster parents, legislators, and others
regarding services or programs of the Administration. See Chapter 3000, section 3200, for a
description of the formal complaint process used when informal resolution of concerns is not
possible.

2220. Division of Management Services

The Division of Management Services provides statewide leadership and program support to the
other divisions of the Children's Administration in administrative support functions, resource
management, diversity, human resources, quality initiative, public disclosure, and department
public relations and communications support.

2221. Office of Children's Administration Research

A. The Office of Children's Administration Research (OCAR) conducts research and evaluation

projects of selected policy and program issues for CA, the Juvenile Rehabilitation Administration

(JRA), and other Administrations, as requested. Data from OCAR research are used to inform
policy development, improve practice, and identify program effectiveness and client and
provider satisfaction.

B. OCAR provides technical support and analysis to CA for management information and policy
development.

2222, Office of Federal Funding

2223. Operations Support
Operations Support staff:
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Plans and manages projects related to statewide CA issues and management initiatives;
evaluates issues; and conducts evaluations on specific topics, as requested.

Develops accountability mechanisms for statewide use, including regional performance
expectations and benchmarks for office and regional performance; works closely with staff of
the Office of Quality Assurance and Training.

Plans and develops strategic planning outcome based measures to meet state budgeting and
performance requirements; develops reports and data mechanisms to collect and measure
outcomes and performance.

Responds to data-based information needs and produces regular, special and ad hoc reports,
including the monthly DSHS fiscal/program review, for Administration and agency
requirements; develops improvements in management information tools.

Assists the Division of Program and Policy Development and the Division of Licensed Resources

(DLR) in developing and implementing management tracking systems.
Provides background check services, described in chapter 5000, section 5500.

Responds to requests for the public disclosure of information and documentation within required
time frames.

2224. Fiscal and Budget Management

A. Fiscal Management staff are responsible for the following activities:

1.

w

Statewide fiscal, business, and contracts operation of CA to assure the effective and
efficient use of federal and state general funds.

Development and direction of fiscal operations and standards for the Administration.
Development of strategies for allocating and monitoring resources.

Development of Administration budget proposals and forecast assumptions to identify and
justify resource needs.

Coordination of statewide procurement, business management, facility management, and
asset management activities.

Regional Business Managers work under the supervision of the Regional Administrators and
have a matrix reporting relationship to the Director of Management Services.

Fiscal Management staff coordinate reporting of corrective actions resulting from audit findings
with Regional Business Managers and contract coordinators.

2225. Contracts

For responsibilities of staff involved in contracts and obtaining services through contracts, see
chapter 10000, CONTRACT MANAGEMENT.

A. Headquarters staff in the Division of Management Services, DLR, or the Division of Program
and Policy Development, as applicable, are responsible for the following:

1.

Facilitate the resolution of problems, affecting contract performance, between the
contractor and local CA staff when issues cannot be successfully resolved at the local or
regional level.

Provide technical assistance and support to contractors and Administration field staff
regarding issues arising from the provision of the contracted service(s).

Provide technical assistance and consultation to regional staff and contractors on contract
issues as needed.

B. Staff in the contracts section of the Division of Management Services coordinates statewide
contracting activities for the Division of Program and Policy Development, the Division of
Children and Family Services (DCFS), and DLR.

C. The Division of Management Services contract management staff are the primary liaison with
the department's contracts personnel in Central Contract Services (CCS).
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2226. Diversity

The diversity coordinator provides statewide coordination and oversight for diversity issues in CA.
Specific requirements are identified in chapter 4000.

2227. Quality Initiative

A. Executive Order 97-03 requires each agency to implement a quality improvement program. The
continuous quality improvement approach has demonstrated improved performance in a wide
range of public and private organizations. Successful quality efforts require effective
leadership, strategic planning, customer focus, employee involvement, continuous
improvement, and self-assessment of results.

B. Each agency is required to implement a program to improve the quality, efficiency, and
effectiveness of the public service it provides. Improvement in quality is to be accomplished
through:

1. Business process redesign, employee involvement (including involvement of recognized
collective bargaining representatives), and other quality improvement techniques.

2. Provision of training to employees to enable them to successfully implement and complete
their efforts in quality improvement.

3. Designation of a person in each agency to be responsible for improvement of the quality of
the systems and work processes within the agency.

4. Establishment of a Quality Steering Committee composed of appropriate senior
management, mid-management, front line staff, and support staff organizations.

C. The CA Quality Improvement Manager provides statewide coordination and technical assistance
to support the Quality Initiative. The position is responsible for:

1. Planning, coordinating, and implementing activities to further the Quality Initiative.
2. 2. Preparing the CA's annual quality improvement plan and revising as needed.

3. 3. Providing training regarding continuous quality improvement (CQI) theory and practice
for all organizational levels of CA.

4. Assisting quality improvement teams to use the continuous improvement strategy,
including statistical process control.

5. Developing mechanisms to report on the status of implementation of the Quality Initiative
and progress made by quality improvement teams.

6. Facilitating identification of priority areas for process improvement.
7. Designing, administering, and analyzing customer, client, and employee surveys.

2230. Division of Program and Policy Development

The Division of Program and Policy Development provides statewide leadership, program support,
and policy development to the major program areas directly administered by CA divisions. Program
and Policy Development staff, under the leadership of the division director:

A. Facilitate staff support and respond to assigned tasks and projects at the direction of the
Assistant Secretary or designee. Participate and coordinate with field staff in special project
tasks.

B. Provide input to and staff support for policy development activity. Participate with and provide
staff support to the process of writing policy and procedure for the CA Manuals, including the
Case Services Policy Manual, the Practices and Procedures Guide, the Indian Child Welfare
Manual, and this Operations Manual.

C. Review and interpret federal and state statutes for decision-makers and field staff. Inform
decision-makers of needed changes and facilitate implementation of revised statutes.

D. Write Washington Administrative Code (WAC) rules in consultation with stakeholders.

E. Provide uniform interpretation and clarification of program policies and procedures for
headquarters and field staff.
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F. Assist field staff in the coordination and monitoring of service programs for compliance with
statutes, regulations, and department policies to maintain program integrity and to evaluate
system effectiveness. Monitor headquarters-managed contracts for compliance with contract
terms.

G. Develop and design with regional staff and other department resources: pamphlets, brochures,
and other materials necessary to improve the quality of programs and services.

H. Work with OCAR on the selection of research projects.

I. Provide information and program consultation to other department programs, regional staff,
local offices, and community groups.

Perform public and community relations activities, in conjunction with other CA divisions.

Prepare, route for departmental, intergovernmental, and public review, as required, and submit
to the funding source federal project grant applications and state plans and amendments.

L. In conjunction with the Regional Administrators and the headquarters management team,
develop legislative proposals for Executive Management consideration.

M. Assign legislative bills for analysis, including those affecting other divisions and offices.

N. Coordinate requests from legislators and legislative staff to ensure that CA responses are
timely and consistent.

0. Perform legislative bill analysis, analyze and comment on proposed regulations, and monitor
legislation and legislative activity.

ol

2231. Office of Quality Assurance and Training

The Office of Quality Assurance and Training:

A. Develops internal evaluation systems and quality control mechanisms to improve existing CA
programs and to promote and disseminate best social work practice within the Administration.

B. Develops tools, guidelines, and program standards for evaluating practice and program
implementation.

C. Provides technical assistance and consultation to regions in developing and establishing regular
program reviews, measures of program performance, workload tracking, and development of
workload management strategies.

D. Conducts program reviews and provides ongoing assistance in implementing recommendations.

E. Identifies skills and characteristics that promote quality child welfare practice for line staff,
supervisors, and management; utilizes information gathered to develop training plans for staff;
shares information with regional managers for the purpose of improving hiring decisions.
Identifies training needs on issues important to line staff, supervisors, management, and
stakeholders and develops training resources to meet needs.

F. Provides Academy training for new social work staff, advanced social work skills, supervisory
training, and training on special topics.

G. Edits and publishes a statewide Practice Digest that includes articles on practice strategies
written by both CA staff and community sources.

2232. Correspondence

The correspondence desk provides administrative assistance by reviewing, prioritizing, delegating,
and coordinating assigned correspondence from the Governor's Office, the DSHS Secretary's Office,
and the CA Assistant Secretary's Office. Correspondence desk staff coordinates manual distribution,
manual updates, and records retention for headquarters. Staff also assigns and tracks Sunset
Review Notices received from the Office of Forms and Records Management.

2240. Division of Licensed Resources

The Division of Licensed Resources (DLR) was established by Executive Order to improve the health
and safety of children in out-of-home care, to strengthen monitoring and licensing of all licensed
care resources, and to separate regulatory oversight from placement activities. The division is
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composed of the Office of Foster Care Licensing (OFCL), and a unit of investigators charged with
investigation of allegations of child abuse and/or neglect in licensed child care homes and facilities.

2242, Office of Foster Care Licensing

A. The duties of the Office of Foster Care Licensing (OFCL) include:

1. Implementation of WAC minimum licensing requirements for foster family child homes,
staffed foster homes, group homes, child placing agencies, crisis residential centers, and
overnight youth shelters to address health and safety of children in care.

2. Perform the activities necessary to license or certify family foster homes, residential
facilities for youth, and child placing agencies as authorized under chapter 74.15 RCW.

3. Oversee and conduct Group Care Health and Safety Reviews, in conformity with chapter
5000, section 5400, of this manual.

4. Conduct and lead Health and Safety Reviews of foster family homes.

5. Conduct investigations of allegations of failures on the part of licensees to meet minimum
licensing requirements.

6. Provide or arrange for the provision of Foster Parent Scope training for foster parents

B. See chapter 12000 of this manual and chapter 5000 of the CA Practices and Procedures Guide
for the standards to be implemented by OFCL.

2243. Facility Investigations Unit

The Facility Investigations Unit is responsible for conducting investigations of alleged child abuse
and neglect (CA/N) in department-licensed, certified, and regulated facilities for children. The
investigative staff conduct their investigations in accordance with the standards outlined in chapter
5000, section 5300, of this manual and the DLR Child Abuse Section Practice Guide - Investigating
Abuse and Neglect in State-Regulated Care.

2300. REGIONS

2310. Regional Responsibilities

The Regional Administrator for DCFS and the Regional Manager for DLR are responsible for regional
performance expectations, service delivery, and administration of all activities related to DCFS or
DLR services through the region's local offices and private contractors. The Regional Administrator
is responsible for supervision and oversight of all DCFS activities in the region, while the Regional
Manager is responsible for all OFCL functions, as applicable. Specific responsibilities include the
following:

A. Implement regional performance expectations and communicate Administration expectations to
all staff.

B. For the Regional Administrator, participate as a member of the CA Management Team.

C. Develop regional allocation plans and manage expenditures of dollars and Full Time Equivalent
(FTE) positions against the approved budget and allotments.

D. Establish adequate management oversight systems to ensure appropriate resource
management, policy compliance, and monitoring and tracking of audit findings.

E. Develop and implement region-wide procedures to execute the policy provisions of federal and
state law and the Case Services Policy Manual, the Practices and Procedures Guide, and this
Operations Manual to maintain basic state-wide program consistency.

F. Disseminate state and regional office program and policy information to field staff.
G. Communicate the Administration's mission, goals, and objectives to all staff.

H. Communicate agency and Administration information to all staff to ensure adequate
understanding of policy and resource issues.

I. Coordinate training opportunities for field staff with the Office of Quality Assurance and Training
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to ensure uniform implementation of state and regional programs and practices. Deliver
regional training per CA policy, including monitoring compliance with mandatory training
requirements.

J. Work to achieve satisfactory compliance with state and regional policy and procedure by
monitoring service delivery in the region.

Respond to inquiries and provide policy interpretation and clarification for staff.

Identify, research, and implement solutions to problems affecting service delivery.

Develop community resources to assist and complement service delivery in the region.
Manage regional contracts for service provision and fiscal integrity, as applicable.

Appoint and provide support for regional committees as authorized by law or the Secretary.

Provide staff to participate in CA committees requiring regional representation to maintain a
field-oriented approach to procedure development.

Respond to media inquiries and to central office requests for information for other inquiries
from the media and the legislature about children and family services issues or licensing
issues, as applicable.

R. Develop and implement procedures for a system of adequate service delivery, within assigned
responsibilities, within the region. Within available resources, this system shall be consistent
with state workload standards and any applicable state policies and includes:

1. Local office organization and structure.
Reception and clerical support.

Intake and assessment

Case assignment.

Social service planning, delivery, and resolution.
Case consultation.

Case transfer.

Case resolution.

Privacy, security, and accuracy of social service and other records, including CAMIS.
10. Client and customer relations.

11. Quality improvement activities.

vOoOZ=r X
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2320. Exceptions to Policy/Waivers

A. The department does not have the authority to waive provisions of the Revised Code of
Washington (RCW) and federal laws and rules.

B. For DCFS programs and services, the Regional Administrator is delegated responsibility for
granting all Exceptions to Policy (ETP) or waivers to rules, policies, or manual provisions,
where such ETPs or waivers do not conflict with federal or state statute. The Regional
Administrator may delegate all or selected subject areas to subordinate managers, if such
delegation is done in writing.

C. For manual provisions and WAC relating to child care licensing issues and other matters under
his or her responsibility, the Director, DLR, is delegated responsibility for granting ETP or
waivers. The Director, DLR, may delegate all or selected subject areas to subordinate
managers, if such delegation is executed in writing.

D. The Director, DLR, is required to report monthly to the Assistant Secretary on all waivers
regarding licensed or certified child care facilities.

2330. Community Interagency Protocols

A. The Regional Administrator is responsible for maintenance of active community involvement in
the planning for services. Community resources and volunteers are part of the total resources
available to fulfill service objectives.
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The Regional Administrator or the DLR Regional Manager is authorized to enter into such
interagency letters of agreement as deemed necessary to ensure the delivery of appropriate
services to clients and to create and maintain improved working relationships with other
agencies. The agreements may take a form determined by the Regional Administrator/Regional
Manager or designee but must be in writing and signed by the parties. The agreements are not
legal contracts and may not obligate the expenditure of state funds.

2340. Business Management

2341. Purpose and Scope

A.

B.

C.

Regional Administrators, Area Managers, and DLR Regional Managers are responsible for fiscal
and resource oversight.

The Regional Business Manager plans and manages the business affairs of the region for DCFS
and DLR, including fiscal and administrative planning, and administers management support
services to field offices.

The Business Manager participates as an essential member of the region's management team,
on vendor/community groups, and carries out statewide fiscal and resource activities under the
direction of the CA Division of Management Services.

2342. Business Manager Responsibilities

The
Regi

A.

Regional Business Manager performs the following and/or other functions as directed by the
onal Administrator or the Director, Management Services Division:

Supervision or oversight of administrative support functions, including: accounting/fiscal;
budget; federal funding; contracts; personnel/payroll; procurement/purchasing; CAMIS training;
facilities; equipment; and computer information.

Facility planning and management and/or coordination if co-located with other Administrations
or divisions of the department.

Equipment management and procurement, including inventory oversight.

Preparation and justification of operating and program budget information. Development, with
the regional administrative team, of distribution of allotments.

Timely preparation of regional monthly management reports, including the Monthly
Management Report (MMR), new FTE report, and vacancy report, monitoring the region's total
expenditures to the allotment. Analysis of the current data and project expenditures based on
history, making recommendations to regional management. Review and determination of fiscal
reporting needs for regional management staff's use in monitoring field office expenditures.

Development of regional procedures for contract administration, facility planning and
management, accounting, procurement, disbursements, fiscal internal controls and audit
responses; personnel and payroll; CAMIS training, and office automation/equipment.

Assistance to the SSPS regional coordinator in determining account codes as needed. Oversight
of the review of SSPS payments. Review of SSPS codes and expenditure account coding to
ensure accuracy.

Management and reporting on the monthly establishment of accruals, including review of the
logic used, and accuracy of accruals.

Coordination and/or conduct of self-assessment; oversight and/or development of corrective
action plans for findings of federal and state auditors pertaining to regional office operations;
monitoring of local offices for timely compliance and completion of plans; coordination or
conduct of internal control audits of local offices.

Determination and development of reports that will meet regional management information
reporting needs.

Evaluation, development, and implementation of systems, policies, and procedures that will
enhance client/staff services.
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2400. COMMUNICATION

Communication among state, regional, and local offices occurs on an as-needed basis for purposes
of consultation to carry out the job assignments of Children's Administration positions. However,
staff must take direction from their own supervisor, or, in the supervisor's absence, through the
established lines of reporting authority.

2410. Correspondence

A. In recognition that each letter is an opportunity for improving public relations, CA staff assigned
by the Headquarters Correspondence Desk to prepare responses to correspondence must meet
due dates assigned by the Correspondence Desk.

B. Letters prepared by CA staff must respond to the pertinent issues. While point-by-point
response for each issue may address the correspondent's stated concerns, these may miss the
main point of the issues being raised. Accordingly, correspondence needs to address the larger
issues raised.

C. CA staff preparing correspondence must ensure that editing, grammar, and content are
accurate before submitting letters to the correspondence desk.

2420. Telephone Calls

2421. Response Times

To provide good customer service to clients, stakeholders, foster parents, and others, all CA staff
must respond within 24 hours or the next business day of receipt to telephone calls within the staff's
assigned responsibility, whether complaints or other types of calls. See DSHS Administrative Policy
14.18.

2422. Collect Telephone Calls

A. Purpose and Scope

1. This section establishes guidelines for CA staff to follow when asked to accept charges for
a collect telephone call.

2. When receiving requests to accept charges for a collect telephone call, each CA employee
must use the employee's best judgment in determining the necessity of accepting the
charges.

B. Guidelines

1. The DCFS Area Administrator or DLR Regional Manager, as applicable, for field staff must
establish criteria for acceptance of collect calls, including designation of staff authorized to
accept the calls, so that appropriate calls are accepted and inappropriate calls are avoided.
Typically, CA staff may accept the charges for a collect telephone call from the following
individuals:

A child/youth in the custody of CA;
A child/youth with a case open for services to CA;
he incarcerated parent of a child who is a CA client;

An individual with whom CA must make contact for case planning or investigative
purposes; or

e. Other individuals with whom contact is necessary to promote the health and welfare of
children served by CA.

2. The assigned social worker, the worker's supervisor, or other staff designated by the Area
Manager will make efforts to reduce the number of collect telephone calls accepted by:

a. Providing clients with the toll-free number, where one is available, for his/her office;

b. Offering to call the client back immediately after initial contact has been made, if this
would not jeopardize contact with the client;

O n T O
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c. Not accepting collect calls from individuals whose business would be expected to
assume long distance telephone calls; and

d. ot accepting collect calls which are not necessary for case planning for a CA client.

3. After agreeing to accept the charges for a collect telephone call, the assigned social worker
or the worker's supervisor will document in the client Service Episode Record (SER) that
he/she agreed to accept the collect call and the reason for accepting the charges. The SER
documenting the client contact may be used for this purpose. In addition, the person
accepting the call will inform the business office or telephone billing coordinator of the call
and anticipated bill by e-mail.

4. Staff of the Office of Children's Administration Research (OCAR) may accept collect
telephone calls as part of research projects when such activities are part of the
methodology designated for collection of data
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3000. CUSTOMER RELATIONS AND COMMUNICATION

3100. COMMUNICATIONS
3110. Citizen Participation

The department's requirements for creating, terminating, ensuring coordination of, and limiting
duplication of advisory groups are contained in DSHS Administrative Policy 2.05.

3120. Legislative Relations

A. The department's expectations for staff relationships with legislative bodies and public officials
are contained in DSHS Administrative Policy 1.01.

B. Departmental requirements regarding staff interaction with members of Congress and their
staff are contained in DSHS Administrative Policy 1.04.

3130. Media Relations

The department's public information policy is contained in DSHS Administrative Policy 2.08. It
requires maintenance of an open press policy and standardized procedures for media contact.

3140. Publications Management

The department's requirements for publications developed for distribution to audiences other than
DSHS employees are contained in DSHS Administrative Policy 2.07. In addition, before publication,
draft materials are to be reviewed and approved by the appropriate Director and the Assistant
Secretary.

3200. CITIZEN COMPLAINTS
3210. Expectation

A. Client and community complaints regarding Children's Administration (CA) actions, including
those of the Division of Children and Family Services (DCFS) and the Division of Licensed
Resources (DLR), will be reviewed in a timely, thorough, and fair manner.

1. Constituent relations staff assists clients, foster parents, and other affected individuals in
resolving complaints and grievances regarding Children's Administration (CA) policies and

procedures, or the application of a policy or procedure related to CA programs. WAC 388-
39-030

2. Under RCW 74.13.045, constituent relations staff may inquire into, determine fact, and

facilitate the resolution of disputes and complaints. The number for Constituent Relations is

1-800-723-4831.

B. The department endeavors to resolve complaints at the lowest level possible but believes all
levels of the organization must be accountable and responsible to individuals who are
experiencing difficulties with CA's services. RCW 74.13.045

3220. Review Process

A. To facilitate informal review and resolution of issues, CA will follow the steps outlined in
chapter 388-74 WAC, Complaint Resolution, and will comply with the requirements of RCW
74.13.045, Complaint Resolution Process.

B. The citizen complaint procedures do not apply to:
1. Disputes regarding written personal service contracts or financial agreements;

2. Contested standard rate payments, contested rate payments, or exceptional payments
above standard rates;
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3. Decisions of the court;
4. Decisions regarding grant programs for which an appeal is available;

5. Decisions regarding civil rights actions covered under the department's civil rights
complaint procedures;

6. A denial, suspension, or revocation of a license for which an appeal is available;

7. Child placement or removal actions of Children's Administration under RCW 26.44.050.
C. The citizen complaint procedures do not:

1. Create substantive rights in any person;

2. Create any rights to judicial or administrative hearings;

3. Constitute an "adjudicative proceeding" or an "agency action," defined in RCW 34.05.101;

4,

Become subject to the provisions of the Administrative Procedure Act, Chapter 34.04 RCW.

3230. Confidentiality

A. The provisions of federal law, the Revised Code of Washington (RCW), the Washington
Administrative Code (WAC), and CA policies regarding confidentiality of client records and
information apply to this complaint procedure.

B. Participation does not affect a complainant's ability to access confidential client records and
information.

C. Confidential records or information shall not be disclosed to complainants or other participants

in the complaint review process unless authorized by law.

D. Review panel members who are not DSHS employees shall sign a confidentiality agreement
prior to participating in the review process.

3240. Non-Retaliation

CA and its staff shall not intimidate, threaten, coerce, or discriminate against any person who has
complained, provided information, assisted, or participated in any manner in the complaint review
process.

3250. Definitions
See Appendix A for definitions related to citizen complaints.

3300. ADVISORY COMMITTEES

3310. CA Advisory Committees
RCW 43.20A.360 and RCW 74.13.031 govern the creation and utilization of a statewide Children's
Services Advisory Committee as well as Regional Oversight Committees.

3311. State Children's Services Advisory Committee

A. The task of the statewide committee is to assist the Secretary in the development of a
partnership plan for utilizing resources of the public and private sectors and to advise on all
matters pertaining to child welfare, adoption, and related services.

B. The statewide committee membership is a broad-based group of child and family advocates, at

least one of whom is from the adoption community, who represent diverse geographic, cultural,

political, service/treatment, and other professional constituencies.

C. The statewide committee consists of 18 members -- two from each region and six at-large. At
least five members must be from Regions 1 and 2. One member of each regional committee
shall represent the region as a member of the statewide committee.

D. Membership is by application to the Assistant Secretary, and members may serve a maximum
of two three-year terms.
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E. The statewide committee holds 10 regularly scheduled one-day meetings each year. Travel
arrangements and reimbursement are handled through the state office for the committee.

3312. Regional Committees

Regional committees meet on a regular or semi-regular basis, on a schedule determined by the
Regional Administrator, based on local needs and activities.
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4000. NON DISCRIMINATION - MINORITY AFFAIRS

4100. DSHS NON-DISCRIMINATION POLICY

Children's Administration (CA) staff must follow the Nondiscrimination in Direct Client Services
Administrative Policy No. 18.81 when working with clients.

4200. WORK FORCE DIVERSITY

A. CA is an equal opportunity employer and bases its employment practices on Affirmative Action
requirements. The Administration's Affirmative Action Plan establishes hiring targets by job
groups and protected group categories for all permanent classified positions.

B. The Administration's goal is to achieve a statewide workforce that reflects the ethnic and
cultural composition of the client population in each service delivery area. In order to meet this
goal, each region and headquarters maintains a staff recruitment plan which identifies hiring
targets that are based on the ethnic and cultural composition of the client population and
includes persons of disabilities.

4300. CULTURALLY RELEVANT SERVICES

CA respects and supports the ethnic identity and cultural diversity of the children and families it
serves and seeks to provide culturally relevant services and to prevent discrimination on the basis
or race, color, national origin, or disability in every aspect of service delivery.

4310. Placement

A. For adoption and out-of-home case planning, see CA Case Services Policy Manual, Chapter
4000, section 4500.

B. For expectations regarding assessment of the suitability of prospective foster and adoptive
parents to care for a particular child, see the CA Case Services Policy Manual, Chapter 4000,
section 4400, and Chapter 8000, section 8300, and the CA Practices and Procedures Guide,
Chapter 4000, section 4200.

C. CA must not deny any individual the opportunity to become an adoptive or a foster parent on
the basis of race, color, or national origin of the individual or of the child involved; and shall
not delay or deny the placement of a child for adoption or into foster care on the basis of race,
color, or national origin of the adoptive or foster parent or the child involved.

D. When family members cannot be located, foster or adoptive parents with the greatest ability to
meet the child's psychological needs will be selected. In assessing the suitability of prospective
foster and adoptive parents to care for a particular child, the CA social worker will consider the
following factors:

1. The family's ability to form relationships and to bond with the child
2. The family's ability to help the child integrate into the family.

3. The family's ability to accept the child's background and help the child cope with her or his
past.

4. The family's ability to accept the behavior and personality of the child.

5. The family's ability to validate the child's cultural and ethnic background. A foster or
adoptive family need not be of the same ethnic background as the child in order to meet
the ethnic or cultural needs of the child. Unless CA staff identifies a compelling reason, the
CA social worker will not match a child to a placement family on the basis of race of the
child or family.

a. The family's ability to cope with any forms of discrimination the child may encounter.

b. The family's ability to care for or nurture self-esteem in a child of a different race or
ethnicity.

c. The family's ability to maintain the child's ties to another racial, ethnic, or cultural
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community.
The family's ability to meet the child's educational, developmental, or psychological needs.

E. In order to assess culturally competent practice when reviewing cases for general practice
considerations, the supervisor for the assigned social worker routinely will look for
documentation of:

1.
2.
3.

@

Consistent use of interpreters and translations when appropriate.
Use of culturally relevant resources.

Clear permanency planning that involves the child's family, their preferences, and ethnic
community resources.

Family member placement resources and decisions made regarding the use of those
resources.

Support services directed at increasing the capacity of family members to provide
placement.

The ability of the foster or adoptive parents to nurture, support, and reinforce the child's
identity.

The use of cultural consultation and resources by the social worker and the foster family.
All placement decisions and any placement changes.

Reasons for selection of a particular placement resource for a child. Unless CA staff
identifies a compelling reason or ICWA applies, the CA social worker will not match
children to a foster or adoptive family on the basis of race of the child or the family.

4320. Limited English Proficiency (LEP)

A. CA provides equal access to its services and programs to persons who do not speak English or
have a limited ability to speak or read English well enough to understand and communicate
effectively. Each limited English proficient (LEP) person must be provided oral and written
information in their own language through certified or qualified interpreters and translators at
every aspect of service delivery. LEP clients must be informed that they have the right to an
interpreter or translator at no cost and without significant delay.

B. In order to ensure equitable service delivery to LEP clients, each DCFS and DLR region shall:

1.

LA S

Post in each reception area multilingual signs, which explain the availability of
interpreter/translator services at no cost to the client.

Establish with the client the primary language in which the client prefers to communicate.
Record each client's primary language in the case file and in CAMIS.
Mark LEP on the outside of each limited English proficient client's file.

Indicate the name and date for each interpreter or translator used for each client in the
service episode record (SER) or in the case file on the Client Language/Accommodation
Assessment form.

File copies of translated documents in the case record with their corresponding English
versions.

Obtain the services of an interpreter for limited English speaking clients, even though they
have not requested the assistance of an interpreter, whenever there is difficulty in
communication.

C. The following resources are available to CA staff to provide certified and qualified interpreters
and translators for clients:

1.

Identified staff members whose bilingual skills have been certified by passing a DSHS
language fluency examination or by a DSHS recognized professional organization such as
the American Translators Association or the State of Washington Administrator for the
Courts.

AT&T Language Line Services which can access highly trained interpreters and linguists
who speak more than 140 languages from any telephone, 24 hours a day. Toll free: 1-800-
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752-6096.

3. Certified or qualified interpreters or interpreter/translation agencies under contract to the
Children's Administration.

4. DSHS Office of Language Interpreter Services and Translations (LIST) which will translate
or coordinate translation of forms, publications, and information for clients.

Clients have the right to secure, at their expense, their own interpreter or to have a family
member or friend serve as their interpreter. This does not waive CA's responsibility to arrange
for a certified or qualified interpreter. CA staff shall not allow children to serve as interpreters
for their parents.

4330. Serving Persons with Disabilities

A. CA staff will provide equal access to its services and programs to persons who are deaf, deaf-
blind, and hard of hearing in accordance with DSHS Administrative Policy 7.20.

B. CA provides equal access to its services and programs to persons with disabilities. The
Administration will provide reasonable accommodations to all clients with disabilities and take
steps to furnish appropriate auxiliary aids and services whenever necessary to make services
accessible to persons with disabilities.

C. Primary consideration will be given to the preferences of the individual with the disability in
determining what type of auxiliary aid or service is necessary. These auxiliary aids or services
include, but are not limited to:

1. Telecommunications devices for the deaf (TDD). These devices are connected to telephone
lines and enable persons who are deaf or hard of hearing to communicate through printed
messages. Each local office must be equipped with a TDD or teletypewriter (TTY).

2. Washington State Telecommunications Relay Service, a statewide 800 service, which
relays messages from TDD users to telephones. Telebraille is also available through the
relay service.

3. American Sign Language (ASL), the native language of the deaf community in the United
States. ASL is a visual-gestured language with vocabulary and grammar, which is different
from English.

4. ign language interpreters. Whenever available, the services of an interpreter who is
certified by the Registry of Interpreters for the Deaf (RID) and/or the National Association
of the Deaf (NAD) is to be secured. If a certified interpreter is not available, a non-
certified interpreter deemed qualified by the client may be used. A certified interpreter
must be used for all medical and legal appointments.

5. Lip-reading or note writing.

6. Qualified readers who read standard print materials to visually impaired or blind persons.

7. Extra large print versions of materials.

8. ASCII (American Standard Code for Information Interchange) text files for voice
synthesizers and computer screen magnification.

9. Braille transcriptions.

4400. NON-DISCRIMINATION RESPONSIBILITIES OF
CONTRACTORS

For responsibilities of contractors relative to non-discrimination, see chapter 10000, section 10600,

and

45
45

A.

the DSHS Basic Contract, General Terms and Conditions.

00. FOSTER AND ADOPTIVE HOME RECRUITMENT
10. Inter-Ethnic Placement Act of 1996 (42 USC 671a)

The Multi-Ethnic Placement Act (MEPA), as amended in 1996 by the Inter-Ethnic Placement Act
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(IEPA), mandates that race, culture, or ethnicity may not be used as the basis for any denial of
placement, nor may such factors be used to as a reason to delay any foster or adoptive
placement.

1. MEPA and IEPA, as amended, maintains a prohibition against delaying or denying the
placement of a child for adoption or foster care on the basis of race, color, or national
origin of the adoptive or foster parent, or the child involved.

2. The act also imposes a Title IV-E State Plan requirement prohibiting delay or denial of
foster and adoptive placements on the basis of race, color, or national origin.

3. Failure to comply with these provisions of the Title IV-E State Plan requirements will
subject the department to fiscal sanctions in cases where corrective action plans failure to
correct the problem within six months.

B. MEPA and IEPA, as amended, mandate agencies to provide for the diligent recruitment of
potential foster and adoptive families that reflect the ethnic and racial diversity of children in
the state for whom foster and adoptive homes are needed. Child welfare agencies must
develop a recruitment plan that ensures that foster care and adoptive placements are available
to dependent children and those dependent children are not subject to discrimination in their
placement. 42 USC 671a

C. Children falling under the protections of the Indian Child Welfare Act of 1979 are exempt from
the provisions of MEPA and IEPA.

D. CA shall provide for community based recruitment of foster and adoptive families who reflect
the racial and ethnic diversity of the children served by the Administration through the Division
of Children and Family Services (DCFS), with the assistance of the Division of Licensed
Resources (DLR).

1. Each region will maintain a pool of potential foster and adoptive parents who are capable
of promoting each child's development and case goals.

2. Regional recruitment efforts must reach all members of the community and provide
potential foster and adoptive parents with information about the needs of available
children, the nature of the foster care and adoption processes, and the supports available
to foster and adoptive families.

3. Standards may not be used for foster and adoptive parents which are related to age,
education, family structure, and size or ownership of housing or which exclude groups of
prospective parents on the basis of race, color, or national origin.

4520. Recruitment Plans

Each DCFS Regional Administrator must develop a comprehensive recruitment plan, which ensures
that foster care placements and adoptive homes are available to dependent children, and those
dependent children are not subject to discrimination in their placements. This plan will include:

A. A description of the characteristics of waiting children.

B. Specific strategies to reach all parts of the community.

C. Diverse methods of disseminating both general and child specific information.

D. Strategies for assuring that all prospective parents have access to the home study process,
including location and hours of services that facilitate access by all members of the community.

E. Strategies for training staff to work with diverse cultural, racial, and economic communities.

F. Strategies for dealing with diverse linguistic barriers.

G. Non-discriminatory fee structures.

H. Procedures for a timely search for prospective parents for a waiting child, including the use of

exchanges and other interagency efforts, provided that such procedures must ensure that
placement of a child in an appropriate household is not delayed by the search for a same race
or ethnic placement.
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5000. HEALTH AND SAFETY

5100. ADMINISTRATIVE INCIDENT REPORTING (AIRS)
5110. Purpose

This policy establishes uniform requirements for reporting and managing serious and emergent
incidents involving the Children's Administration (CA). These incidents are defined as Administrative
Incidents and must be reported through the Administrative Incident Reporting System (AIRS). This
reporting system has been established to provide early notice and factual information for incidents
requiring the immediate attention of the administration. Information from these reports will be used
to identify issues, patterns and trends, and to determine if action is needed to improve the health
and well being of children, families, and staff members.

For information beyond the scope of this policy see AIRS Companion Guide, Appendix C of
this manual.

5120. Scope

This policy's operating procedure applies to:

A. Children and families receiving services from CA.

B. Licensed and unlicensed facilities and providers.

C. Employees, interns, and volunteers of the Department of Social & Health Services (DSHS) as
they relate to services CA provides.

D. Allegations of Employee Misconduct

Allegations of employee misconduct or criminal conduct are not documented in AIRS. If
an allegation of misconduct or criminal conduct may potentially receive media or other high
profile attention, notification through the chain of command is made as soon as possible by
telephone up to the Office of the Assistant Secretary. Allegations of employee misconduct
and/or criminal conduct are addressed by following DSHS Personnel Policy 545 and DSHS
Administrative Policy No. 6.01. In addition to these policies, appointing authorities follow the
Washington State Patrol (WSP) and DSHS Interagency Agreement and protocol for complying
with Executive Order 96-01.

5130. Incidents Requiring an AIRS Report

A. Child Fatalities/Near Fatalities

Child fatalities and near-fatalities resulting from allegations of child abuse and/or neglect on
an open case are reported to the Office of Risk Management by telephone or by completing
the Case and Management Information System (CAMIS) referral form within one hour from
the time CA received notification of the incident. Child fatalities of Native American children
also are reported to their respective tribe.

1. Child fatalities must be reported in AIRS if:

a. There is an open case on the family prior to the fatality incident or any CA history
on the family within 12 months of the fatality, including information-only referrals.

b. The fatality occurred in a CA or Division of Child Care and Early Learning (DCCEL)
licensed, certified, or state operated facility.

2. A near-fatality is defined as an act that places the child in serious or critical condition
(RCW 74.13.500). Child near-fatalities must be reported if:

a. The near-fatality is a result of alleged child abuse and/or neglect on an open case
or on a case with CA history within 12 months; or

b. The near-fatality occurred in a CA or DCCEL licensed, certified, or state operated
facilit
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Y.
3. Child fatalities and near-fatalities must have a new referral created in CAMIS when:
a. They meet the above criteria.

b. The fatality or near-fatality is reported as being the possible result of child abuse or
neglect regardless of whether or not the family has had prior contact with CA.

c. A new referral is not required when a near-fatality later becomes a fatality due to
the circumstances reported in the original referral. An update to AIRS and a note in
the Service Episode Record (SER) will suffice.

4. The initial report of fatality or near-fatality is input into AIRS by the intake supervisor or
Child Protective Services (CPS) program manager at the time of the report. Updates to
the initial report are documented in AIRS by the local office assigned to the case or
where the case was last opened if the referral is not accepted for services.

B. Client Related

For the purpose of completing an Administrative Incident Report, a child client is defined as a
child (or youth up to age 21) in the care, custody, or supervision of CA (per RCW 26.10) or
DSHS as it relates to services CA provides. An AIRS report must be made on the following
client related incidents:

1. Serious Injury: Serious injury of a child client requiring professional medical treatment
(beyond first aid treatment) alleged to be the result of (a) physical abuse, (b)
unexplained injury or (c) an injury that is not consistent with caretaker(s) explanation.
Note: If it is a life-threatening injury, report the incident as a near-fatality.

2. Allegation of Molestation or Rape: Allegations of molestation or rape by an adult
caretaker of a child client who is in the care and supervision of the department, or
incidents involving multiple victims or patterns of molestation or rape between child
clients placed by the department. Identify if the incident involved two residents in a
facility, siblings, the caretaker, or third party adult.

3. Suicide Attempt: Any suicide attempt that results in injuries requiring hospitalization of a
child client.

4. Placement Exceptions: Child is placed in one of the following placements: a) an institution
not designed for foster children, such as adult mental hospitals or detoxification programs
where children and adults are co-mingled; b) a foster home without specialized training
and support to provide for the safety of children in the home where children reside who
are sexually aggressive, physically assaultive or who have demonstrated a pattern of
assaultive behavior; ¢) at DSHS offices due to no placement resources being available or
at detention facilities once legal holds are eliminated; d) apartments or motels, unless an
appropriate licensed foster home or relative caregiver is not available and only with
approval from the Regional Administrator (RA) and a determination that adequate
supervision is provided for the child.

5. Other: Any other client-related critical incident that does not fall into one of the
previously identified categories that is believed to require administrative notification
and/or attention.

C. Incidents Involving a Facility or Foster Home (Provider Incident)

1. An allegation of licensed provider misconduct is reported in AIRS by supervisors or
management personnel. These include but are not limited to:

a. Criminal activity that would disqualify a licensed provider from providing care to
children (see WAC 388-06-0170 & 388-06-0180).

b. Allegation of sexual abuse/sexual exploitation.
c. A pattern of high-risk child abuse and/or neglect referrals.

2. When an administrative incident meets one of the reporting requirements mentioned
above and occurred in or involved one of the residents or staff in a facility or foster
home, the Facility-Foster Home Section in AIRS is completed. Definition of facilities and
foster homes include:
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a. Foster homes, facilities, private agencies licensed by the Division of Licensed
Resources (DLR).

b. Licensed childcare facilities licensed by DCCEL or facilities that meet the criteria for
child care licensing.

c. Other licensed, certified, or state-operated facilities.
d. A person or agency subject to licensing under RCW 74.15.

D. Staff Safety Incident or Potential Threat of Harm
(For additional information on staff safety, see Operations Manual 8600).

Individuals reporting a staff safety incident are required to indicate in AIRS whether or not the
incident resulted in serious injury that required professional medical treatment. The following
staff safety incidents require an AIRS report:

1. Serious Threat of Harm: A staff person or contracted provider feels their safety was/is in
jeopardy, or they were/are at risk of harm as a result of receiving a threat.

2. Illness Serious/Communicable: Exposure to any blood borne pathogens, tuberculosis (TB),
or any other serious/communicable illness (constituting a risk to others on the job) that is
classified by the Department of Health (DOH) as requiring further evaluation, testing, and
community education.

3. Environmental Hazard: Exposure of a staff person to any environmental hazard while in
the course of carrying out job duties that require medical consultation to ensure the
health of that person (e.g. exposure to methamphetamine manufacturing materials, etc.).

4, Traffic Accident: A traffic accident that occurs while a staff person is in the process of
carrying out his or her job duties, whether in a personal or state-owned vehicle.

5. Physical Assault by Client: Assault of a staff person by a child, parent, or individual
identified as a client receiving services from the department. Immediately notify law
enforcement and document the jurisdiction and police report case number in the
"Community" section of AIRS.

6. Physical Assault by Other: Assault of a staff person by any other person (non-client) that
occurs during the course of the staff person carrying out his or her job duties.
Immediately notify law enforcement and document the jurisdiction and police report case
number in the "Community" section of AIRS.

7. Other: Any other serious issue that threatens the safety of staff.
E. Theft/Vandalism/Property Damage
Report incidents of theft, vandalism, damage, or loss of state or private property in excess of
$250.
F. High Profile

These are incidents that may generate significant interest by the media, the legislature and/or
the Governor's Office. Incidents reported as high profile, including those marked high profile
by intake, are reported in AIRS and must include an explanation regarding the reason it is
considered high profile.

G. Other

AIRS reports are not limited to the incidents described above. If other types of critical
incidents requiring the attention of the administration occur, consult with the CA Office of Risk
Management.

5140. Administrative Incident Management and Reporting
Procedures

A. Administrative incidents identified in Section III are entered into AIRS within 24 hours of receipt
of the report. The initial report is to include information known to the department at the time of
the report.

B. Intake supervisors and/or CPS program managers input the initial AIRS report on child fatality
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and near-fatality cases. CPS program managers update and close the AIRS reports on child
fatality and near-fatality cases.

C. Unit supervisors input the initial AIRS report on worker, staff safety, client related, and
property loss incidents. Other incidents are input by intake supervisors or unit supervisors as
determined by the region.

D. The supervisor of the unit responsible for investigating the incident ensures an AIRS report was
made, updated, and closed when the investigation is completed. If there is not an investigation,
the intake supervisor or the supervisor of the unit reporting the incident makes an AIRS report,
updates, and closes as appropriate.

E. When automated transmission using AIRS is not possible, report the incident by phone to the
Office of Risk Management and report in AIRS as soon as transmission is possible.

F. Managers in the chain of command are automatically notified of the incident through AIRS and
are required to review the incident report within 48 hours of receipt of the report.

G. All incident reports are completed and approved by the regional designated chain of command
within 10 working days of receipt of a report.

H. Follow-up reports occur as additional information becomes available.
I. AIRS will be managed by CA Office of Risk Management.

5150. Reviews of Administrative Incident Aggregate Data

A. At least quarterly, statewide program managers designated responsible for management and
oversight of administrative incidents conduct an internal review to evaluate occurrences,
summarize findings, identify areas for further study, and make recommendations to strengthen
practice, programs, and systems. Results of the quarterly statewide review are provided to the
appropriate directors.

B. At least quarterly, an internal review of all administrative incidents is conducted by each region
and local office. The Office of Risk Management and Division of Program and Practice
Improvement provides support and consultation as needed. Summary reports from AIRS are
used to evaluate practice and identify trends and strategies to improve outcomes. Results of
the local office review are provided to the local office Continuous Quality Improvement (CQI)
Standing Team. Results of the regional review are provided to the Regional Management Team.

C. Twice yearly, the Division of Program and Practice Improvement, in partnership with statewide
program managers designated with responsibility for management and oversight of
administrative incidents publishes a summary report for CA management review that identifies
statewide and regional trends.

5160. Administrative Incident Reporting Timelines

Activity Due

Child fatalities or near-fatalities Report to Office of Risk Management (ORM) by telephone
resulting from alleged CA/N on open |within 1 hour of receiving information.

cases or on families receiving

services within 12 months of fatality

All Administrative Incident Reports Report in AIRS within 24 hours of receiving information.
When automated transmission in AIRS is not possible,
report by phone to ORM or DLR as appropriate.

Regional Administrator (RA) or Review within 48 hours of receipt of AIRS email
designee reviews administrative notification.

incident report

Completed Initial Administrative Completed in AIRS within10 working days.
Incident Report, including follow-up

in AIRS
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Child Fatality The Regional CPS Program Manager or designee reviews
the case record within 14 calendar daysof receiving
notification of the child fatality.

Child Fatality The Regional CPS Program Manager or designee provides
the RA with a summary of the case within 45 days.
Child Fatality Review (CFR) Final report is completed and documented in AIRS
within 180 days of report of fatality.
Executive Child Fatality Review Completion of the final report and documentation in AIRS
(ECFR) within 180 days of the report of fatality.
CFR Work Plans Work plans are completed and documented in AIRS

within 30 days of the Child Fatality Review or Executive
Child Fatality Review.

Quarterly reviews of all Reviews occur quarterly*:
administrative incidents documented
in AIRS » Statewide program managers with responsibility for

management of administrative incidents conduct an
internal review to evaluate occurrences, potential
trends and summarize findings, with
recommendations.

» Regions and each local office review administrative
incidents occurring in their jurisdictions

*January-March; April-June; July-September; October-

December
Summary report of administrative Report provided twice yearly to CA Management by Office
incidents statewide to CA of Risk Management in partnership with program managers.
Management
Alleged employee misconduct or Notification through chain-of-command by telephoneas
criminal conduct that may potentially | soon as possible. Employee misconduct isnot documented
receive media or other high profile in AIRS. Follow:
attention

e DSHS Personnel Policy 545

e DSHS Administrative Policy No. 6.01.

o Executive Order 96-01 (WSP/DSHS Interagency
Agreement)

5200. CRITICAL INCIDENT REVIEWS

A. Purpose

Critical Incident Reviews (CIRs) examine all information provided to the department regarding
the child and his or her family. The goals of CIR teams are to:

1. Increase our understanding of the circumstances around a child's death.

2. Evaluate practice, programs and systems to improve the health and safety of children.
RCW 74.13.640

"The Department of Social and Health Services shall conduct a child fatality review
in the event of an unexpected death of a minor in the state who is in the care of or
receiving services described in chapter 74.13 RCW from the department or who has
been in the care of or received services described in chapter 74.13 RCW from the
department within one year preceding the minor's death.
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Upon conclusion of the child fatality review required pursuant to subsection (1) of
this section, the department shall issue a report on the results of the review to the
appropriate committees of the legislature and shall make copies of the report
available to the public upon request."”

For information beyond the scope of this policy see AIRS Companion Guide,
Appendix C of this manual.

B. Child Fatality Manner of Death Definitions

1.

2.

6.

Unknown/Undetermined: Nature of death is unknown or undetermined at the time of the
report.

Natural/Medical: Alleged nature of death is Sudden Infant Death Syndrome (SIDS), or
otherwise determined to be a natural/medical death, including attended or expected
deaths.

. Accidental: This includes, but is not limited to vehicle accidents, falls, drowning, overlay,

and/or any other nature of death that is alleged to have been accidental in nature.

Suicidal: Any death alleged to have been suicide by the medical examiner, law
enforcement, or attending physician.

. Homicide by Abuse: Homicide alleged to have been committed by a parent or caretaker

acting in loco parentis.

Homicide by Third Party: Homicide alleged to have been committed by anyone that was
not a parent or acting in loco parentis.

C. Requirements

A CIR is required for a child fatality, near fatality or serious injury when the child is under the
age of 18 and one of the following conditions applies:

1.
2.

3.
4.,

The child death, near fatality or serious injury is suspicious for abuse or neglect and

There is an open case on the family or any CA family history within 12 months prior to
the fatality. This includes information-only referrals within 12 months preceding the death
of the child. Cases only open for adoption support do not meet this criteria, unless there
has been another active service provided to the family during the 12 months proceeding
the death of the child or the death is believed to be the result of child abuse or neglect or

The fatality occurred in a CA licensed, certified, or state-operated facility or
The fatality occurred in a home or facility licensed to provide childcare through DEL.

D. Critical Incident Reviews

1.
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Child Fatality Review (CFR)
a. Protocols

i. A CFR is coordinated by the Child Fatality/Critical Incident Review Team
(CIRT) Members.

ii. The Child Fatality/Critical Incident review team is a multidisciplinary team
comprised of individuals who have not had involvement with the case.

iii. Participants in the ECIR are selected by the Child Fatality/Critical Incident
Review Team.

iv. The Child Fatality/Critical Incident review must include professionals who
represent the culture of the community in which the fatality occurred. This
would include professionals who can address the specific issues of the case
such as service providers, foster parent representatives, children advocates,
medical professionals, law enforcement, CA staff persons and may include
representatives from the legislature. It is important to have professionals
who are representative of the client's ethnic and cultural background.

RCW 74.13.640

The department shall ensure that the fatality review team is made up of
individuals who had no previous involvement in the case, including individuals
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Vii.
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Xi.
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whose professional expertise is pertinent to the dynamics of the case.

. DCFS and DLR staff assigned to the case assists in gathering and providing

case information to the CIRT leader for documentation in AIRS prior to the
review.

The CIRT leader may arrange for interviews with any persons involved with
the family or the deceased child as appropriate for the CIR.

All CIR participants must sign confidentiality statements before reviewing CA
records or documents.

The Child Fatality/Critical Incident Review Team supervisor in coordination
with the Office of Risk Management, is responsible for tracking the progress
and completion of the CIR.

ix. The Child Fatality/CIRT members review the case record within 14 calendar

days of receiving notification of the child fatality and provides the RA with a
verbal debriefing of the case within 45 calendar days of receipt of the report.

The Child Fatality/CIRT leader must complete the CIR and have the report
posted on the public website within 180 days of the department receiving a
report of the fatality. The CIR is documented in AIRS under the same incident
number identified for the Administrative Incident Report.

The Governor may authorize an extension to the 180-day timeframe per RCW
74.13.640. When this authorization is provided, the justification is
documented in the follow-up section of the initial incident report in AIRS.

b. Reviews

Vi.

Reviews address practice, internal policy issues, contract issues, and system
issues.

ii. Reviews include recommended strategies and implementation steps.
. Reviews are used to build community alliances, expertise, and commitments

for program improvements, policy, and procedural changes, and improved
multi-disciplinary collaboration.

iv. Reviews may identify program and system strengths, communication issues,

and specific information regarding child mortality.

Review recommendations may address the total community child protection
system and need not be limited to CA or DSHS programs.

Reviews may address individual employee actions and decisions in the
specific case under review. Reviews should not name the employee.

Cc. Reports

The Child Fatality/Critical Incident Review Team member ensures the
issues/recommendations from the CIR are entered in AIRS under the CIR.

ii. The report will not be released until the AIRS Review Report is locked

indicating that the report has been approved by the Office of Risk
Management.

The Office of Risk Management in collaboration with the RA shares the report
with the DSHS Secretary, CA Assistant Secretary, CA Division Directors, and
RAs.

iv. The Office of Risk Management provides a copy of all reports to the Office of

the Family and Children Ombudsman.

The Office of Risk Management makes CIR reports available to legislative
committees and the public, per RCW 74.13.6405:
"Upon conclusion of a child fatality review required pursuant to this section,
the department shall within one hundred eighty days following the fatality
issue a report on the results of the review, unless an extension has been
granted by the governor.
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Reports must be distributed to the appropriate committees of the
legislature, and the department shall create a public web site where all child
fatality review reports required under this section must be posted and
maintained. A child fatality review report completed pursuant to this section
is subject to public disclosure and must be posted on the public web site,
except that confidential information may be redacted by the department&"

vi. All reports of the CIR team are public record.

vii. Release of information is subject to laws regarding public disclosure and
confidentiality. Requests for CIR reports are processed through a disclosure
program manager at CA headquarters.

viii. Aggregate information with identifying data, including team
recommendations, is disclosed to the public in the annual report.

ix. The CA Office of Risk Management will:
a. Make available CIR reports to all CA staff persons.

b. Prepare and distribute a report summarizing team findings and
recommendations.

c. Publish child fatality information in the annual Children's Administration
Performance Report.

d. Work Plans

i. Upon completion of the CIR, if there are practice and system issues identified
during the review process, a CIR Work Plan will be developed and entered
into the AIRS system within 30 days of completion of the review.

ii. The Work Plan is based on issues identified in the review. The RA or designee
in coordination with the Division of Program and Practice Improvement, and
the CA Office of Risk Management develops, the draft Work Plan.

iii. The Division of Program and Practice Improvement RA submits the draft Work
Plan to the Assistant Secretary for approval.

iv. The approved Work Plan is documented in AIRS by the Office of Risk
Management in collaboration with the Regional CPS Program Manager.

v. Implementation, follow up and tracking of the Work Plan is done by the
Division of Program and Practice Improvement in coordination with the CA
Office of Risk Management.

vi. The CA Office of Risk Management will:

a. Provide regular reports from CIRs with summary data to increase social
workers' understanding of risks to children.

b. Prepare and distribute a report summarizing team findings and
recommendations.

c. Publish child fatality information in the annual Children's Administration
Performance Report.

5220. Critical Incident Review Matrix

Type of Case
Child Fatalities, Near Fatalities, Serious Injury CIR | No Review Required

1. Open case, no placement, no CA/N alleged X
2. Open case, no placement, CA/N alleged

3. Open case, placement, no CA/N alleged

4. Open case, placement, CA/N alleged

5. Services within 12 months, no CA/N alleged X
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6. Licensed care (DLR/DEL), no CA/N alleged
7. Licensed care (DLR/DEL), CA/N alleged

8. Adoption support, services within 12 months, no CA/N alleged X
9. Adoption support, services within 12 months, CA/N alleged X
10. Adoption support, no services within 12 months, no CA/N alleged

11. Adoption support, no services within 12 months, CA/N alleged

12. Case open for tribal payment only

13. No services within 12 months

14. Significant history prior to 12 months, CA/N alleged

X | X | X | X|X|X

15. Case open for tribal payment only

Cases with significant history beyond 12 months may require a review. RA has option to request
review of any case

5230. Administrative Incident Review Activity

Case Status

» At time of child fatality or critical incident, services are active in Children's Administration
(CA) programs.
OR
» There was an open case that received services from any CA within 12 months prior to child's
death or critical incident. Services include "information only" or low risk referrals.
e Services were provided by a CA licensed, certified, state-operated facility or Division of
Child Care & Early Learning (DCCEL) home or facility.

Unexpected Child Fatality Review (CFR), or Executive Child Fatality Review is
Child Abuse/Neglect Required
(CA/N) Fatality CFR:

» Participation by local/regional staff and/or others appointed by
regional administrator (RA). CA may invite community partners who
had involvement with and/or provided services to the child's family

» CFR prepared and coordinated by regional CPS program manager in
Administrative Incident Reporting System (AIRS)

« Regional CPS program manager completes review within180 days or
RA may authorize extension

Executive CFR:

» Recommended by Director of Field Operations, RA & CA Office of Risk
Management.

» Convened by Assistant Secretary

e Coordinated by ORM and regional CPS program manager or other RA
designee

e The Executive CFR will include statewide, multidisciplinary participants
with no direct involvement in services for the child's family. Executive
CFR will determine timeline for completion of report.

Unexpected CFR is Required
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Non-CA/N Fatality CFR:

» Participation by local/regional staff and/or others appointed by RA).
CA may invite community partners who had involvement with and/or
provided services to the child's family

» CFR prepared and coordina