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INTRODUCTION

MANUAL G - COMMUNITY SERVICES - ADULT SERVICES

AUTHORITY

Manual G is the principle statement of policy and procedures for the Soclial
Services Delivery System (SSDS) and adult service programs. It is the
source document for Community Services Offices (CSO) as to policy, proce-
dure, and forms/instructions.

While this program manual is based on federal rules, the Revised Code of
Washington (RCW) and .the Washington Administrative Code (WAC), the latter
take precedence in the event of any conflict.

It is expected that Regional Office (RO) and Community Services Office
(CSO) staff will implement the policies, program standards, procedures and
forms described in this manual for all social services provided through
Community Services Offices.

The final authority for the interpretation of the management policies and

procedures for this manual rests with the Assistant Secretary for Community
Services and the Secretary of the department.

NUMBERING AND ORGANIZATION

Each chapter is designated by two digits (e.g., Chapter 44 - Adult Protec-
tive Services), each major section is identified by an additional two
digits (e.g., 44.30 - Service Procedures) with subsections numbered

sequentially (e.g-., 44.31 - Individual Service Plan being the first sub-
section of 44.30 - Service Procedures).

Program chapters generally follow a common format: Program Authority,
Operational Policy, Program Standards, Service Procedures, Interface with
Other DSHS Services, Interface with Non-DSHS Services, and Required Forms
and Instructions. Samples of and instructions for all required forms are
located in Chapter 99. '

MANUAL USAGE

This manual is intended for day-to-day reference as needed by CSO service
workers, supervisors, administrators, RO and SO staff. Therefore, it is
essential that all staff responsible for delivery of social services be
thoroughly familiar with the contents.

SS Manual - 1351
-1 - , David v.
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| Each unit supervisor is responsible for assuring that unit staff are thor-

; oughly familiar with service policies and priorities, system requirements

. and service eligibility criteria described in Chapters 01-05. In addition,
service workers are responsible for knowing the eligibility policy, service
priorities and required forms and procedures described in each chapter for

; these services they are charged with delivering.

The State Office (SO) and ROs will monitor service delivery against the
policy, program standards, service procedures, and forms instructions
detailed in each service chapter. Unit supervisors will also find Manual G
provides program standards useful in training, monitoring, and assessing
staff performance.

MANUAL ISSUANCE

Policies and procedures are developed by Community Services program mana-
gers, approved by bureau and division directors, and issued by the
Assistant Secretary for Community Services. Issuance approval coordination
is the responsibility of the Community Service Policy Unit.

Staff from the Social Service Payment System write Chapters Ol through 05.
The Bureau of Aging and Adult Services staff write Chapters 06, 20, 42, 44,
and 46. Chapter 22 {s written by the Health Services Division. Chapters
28 and 48 are written by staff from the Division of Children and Family
‘ Services. Parts of Chapter 48 are also written by the Division of Medical —
Assistance. The Division of Income Assistance writes Chapter 60, 64, and
66. The Office of Citizen Participation writes Chapter 62 and the Bureau
of Refugee Assistance writes Chapter 68. Chapter 99, Forms, is the
responsibility of each of the above writers.

MANUAL MAINTENANCE

Manual revisions and interim (Green) notices are issued as needed. Each
revision includes a cover memo with instructions indicating what is to be
deleted or inserted. These cover memos should be posted at the end of the
manual, after the control sheets. Revisions generally incorporate and
replace interim (Green) notices. New material is indicated by lines in the
margin. Both interim notice and revision numbers and the dates posted

| should be logged on the control sheets at the end of the manual.

SS Manual - 1352
David v.
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CHAPTER 01 T e

SOCIAL SERVICE POLICY AND ADMINISTRATION
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Merit System Rule 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) 1Inefficiency.

(3) Incompetence.

(4) Insubordination.

(5) Indolence.

(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."

DSHS Personnel Policy No. 540 states that "Employee misconduct is construed
to be that action or lack of action which has 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 Bmployment" 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 18 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 1s the basis for the development of trust between
worker and client. Such trust is essential to the provision of effecitive
social services. - |

s : ’
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. 1In instances
where the department has an obligation to report data to another govern-
mental entity (for example, the Work Incentive (WIN) Program data .to
Employment Security), the client should be advised of this requirement at
the time he/she applies to DSHS for services.
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D. 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 13 expressly prohibited. However, general
information not identified with any particular individual 18 not con-
sidered to be confidential and may be released pursuant to Washington
Administrative Code (WAC) Chapter 388-320.

E. All information which i{dentifies a client and is kept in his/her social
: gervice file is considered confidential unless specific circumstances,
statutory or regulatory rules indicate otherwise.

e— ——

01.04 IKDIAN 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-
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.
Indians retain the right to tribal self-government (Indian Self-
Determination Act of 1964) and hold dual status as citizens of the State

-and citizens of tribal governments. Reference the DSHS Indian Affairs
Policy Statement issued March 28, 1974 by Secretary Charles R. Morris.
Regional Office and CSO staff will obtain consultation from the DSHS
Office of Indian Affairs in the SO when additional information or clari- —_—
fication 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 citizenms, 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 Indian children.

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

3. To aseure that necessary assistance is provided to departﬁental st?ff
by Indian tribal representatives and urban Indian organizations in
the eocial service planning for Indian children for vhom the deparf—

went has a responsibility. : ‘ l
|
|
|

C. A local ICWAC shall be established within each region. The number and
locations of the local committees in each region shall be mutyally deter-
mined by the Regional Director (RD), 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 RD shall
appoint committee members from among those individuals designated by
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Indian representatives. 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. fhe 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 DSHS RD and/or the CSO administrator shall appoint, in consul-
tation with the tribal councils and urban Indian organizations, a
member of the CSO ‘s Family and Children’s Section staff as a liaison

" member of the committee.

4. The local ICWAC is an ad hoc advisory committee not specifically
"authorized by statute. :

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

1. To assure that necessary assistance 1is 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.
S. To recommend plans for each Indian child, ’

6. To assist in the implementation of recommended plans, and i

' 1
7. To act in an advisory capacity to the RD and CSO administrator :
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.

E. Members of the local ICWAC shall agree to abide by RCW 74.04.600 and the
rules of confidentiality binding DSHS staff. The necessary consent of
the parents of the child concerned, or from the court i1f the child is
under the jurisdiction of the court, must be obtained and documented 1f
an individually identifiable situation 18 to be referred to the committee.
Whenever it 18 not possible to locate or obtain consent from parents of
Indian children referred for child protective, foster care or adoption
services, the service worker will contact the Office of Indian Affairs,
SCAN 234-0966, MS OB-41, Olympia, WA 98504. -






Manual ¢ |
01.04 (comt.)
Dec. 1, 1978

The RD and the local ICWAC shall mutually develop policies where a poten~
tial "conflict-of-interesgt" may exist. In addition, each region shall
develop a working agreement with the local ICWAC(8) on the procedures,
locations, and scheduling of case staffings. The working agreement 1s
subject to amendment by mutual agreement of the RD 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 organizations, tribal and
off-reservation Indian/Alaskan Native program gtaff, and the CSO
ICWAC when appropriate.

2. Max {mum 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 administration |
and service delivery staff with existing tribal and of f~reservation
Ind{an/Alaskan Native social service programs and staff when appro-
priate.

4.  Assuring that Indian client caseloads will be carried by field staff N
with demonstrated skill and acceptance 1in delivering culturally and :
socially relevant services to Indian clients and commumities. .

3.  Case planning and coungeling 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. ﬁaximizing the placement of Indian children in Indian homes wvhenever
out-of-home placements are necessary.

01.05 PURCRASE OF SERVICE POLICY

A.

p- 10 o ' : d) - § |

It 1s the policy of DSHS to purchase selected services, not presently pro-
vided by the department, when the services can be provided by the vendor
on a cost-effective basis meeting department performance and program qual-
ity standards. '

Services purchased shall be consistent with the goals and priorities of
DSHS, aund with applicable plans, rules, regulations, and laws of the state N
and federal government.
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When a minor is the service applicant, eligibility will be determined
on the basis of the service need such as foster care, family planning,
child protective services.

Within 45 days of request for service, applicants for, or recipients
of, service will be provided a copy of DSHS 14-139(X) when they are
found ineligible, when services are denied, or when they have not
furnished the required information.

When services are to be reduced, suspended, or terminated, DSHS
14-145(X), Notification of Social Service Action, shall be provided the
recipient at least. ten days prior to the effective date of intended
action. Notice of this action shall include information about the
4ndividual’s right to request a fair hearing 1f dissatisfied with the
decision. The ten-day notice is not required when a service is pro-
vided and at time of authorization there are specified beginning and
ending dates. The client shall be given a copy of the written agreement
at the time of initiation of services, and a termination notice shall
be sent dated no later thaa the specified ending date. (See Chapter 99
for instructions and sample of DSHS 14-145(X).)

Services shall not be suspended, reduced, or terminated until the fair
hearing decision is rendered if a request for a hearing is received
prior to the effective date. There are two exceptions to this policy.
One, when it has been determined at the hearing that the sole issue is
the result of a change in .or application of state or federal law or
policy and two, when a change affecting the recipient’s service eligi-
bility occurs while a hearing decision is pending and the recipient .
fails to request a subsequent hearing after notice of the change has
been given. I1f, under these exceptions, service 1s to be discontinued,
the recipient shall be notified in writing at least ten days prior to
the effective date of the stated actionm. (See WAC 388-15-030(6)(9).)

Eligibility determination 1s not required for persons who apply for a
day care, child foster family care, or adult family home license or who
apply to adopt a child.

Community Services Office (CSO) service workers will determine servéce
eligibility. Vendors or providers may also determine eligibility {
provided for in a written agreement or contract with the agency. i

Eligibility for services will be redetermined: |
1. When the CSO has received information about anticipated changes in
the individual’s situation;

2. Within 30 days after the CSO has received information that a
change has occurred in the jndividual'a circumstances which may
make the individual ineligible;

3. At six-month intervals 1if no changes occur;






Manual G ,
03.13 (cont.)
Rev. 12 - 10/79

, 4. At 12-month intervals when the individual’s gross moanthly fncome

! at time of determination is derived exclusively from pensions,

' social security benefits (SSA), Supplemental Security Income
{(SSI), or a combination thereof, and in group eligibility when
conditions or characteristics are not apt to change substantially
(such as physical disability).

0. When appropriate, service workers will file SSA/SSI benefit application
for clients, particularly for disabled children in foster csare, 1if they
are eligible. It is important to realize that the SSI definition of
dissbility for children is the same as that which is applied to adults.

: Service workers shall file for SSI when a child in foster care has any

R medically determinable disability which is expected to last for a mini-

‘ munm of one year and which, when applied to an adult, would preclude

1 ability to engage in substantial gainful activity. This means that any

I physical, psychological, emotional, or mental factors, or combination
of factors, are considered in assessing disability for SSI purposes:

P. When appropriate, service workers will explore/apply for other finan-
cial resources for a client, particularly children in foster care.
Resources may be available to a child as a dependent or beneficiary of
his/her parent or guardian. Resources may i{nclude, but not be limited
to, life insurance, medicsl {insurance, Veteran’s benefits, Indian
benefits (i.e., trust funde, per capita), etc.

Q. In Work Incentive (WIN) Program CSOs, AFDC recipients who are mandatory
or voluntary WIN registrants, and vho are selected for active partici-
- pation in WIN are eligible for WIN supportive services until their
participant status ends or until 30 days after entering paid employ-
ment.

R. The following sources of income/resources are not considered when
determining eligibility for Title XX: :

1. Certain Indian income/resources
a. Real property held in trust.

b. Per capits payments to or funds held in trust for any
individual in satisfaction of a judgment of the Indian Claims
Commission or the Court of Claims.

(1) Any trust when guardianship is with the superintendent
of an Indian agency. The superintendent must provide
the department with a written statement that he/she 1is
maintaining control of the trust according to provision
of 25 CFR 104.

(2) Trust funds in excess of exempt levels {f the super-
intendent indicates the funds will not be released to

meet public assistance needs. ,
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eceived from Alaska Native Claims Settlement Act to
such payments are exempt from taxation under
(a) of the Act.

(1) VYunds of Alaska Native Children in the care, custody,
and control of the department shall be protected. Each

CSO 8

ervice worker will be responsible to take the

following action:

(a)

(b)

(2) Each

Contact the Local Indian Child Welfare Advisory
Committee (LICWAC) for technical assistance to
complete DSHS 4-220(K), Family Ancestry Chart, to
be placed in the child’s file. (See Chapter 99 for
form - no instructions.) ’

Contact the 13th Regional Corporation (RC), (Atten-
tion: President, Post Office Box 24764, Seattle,
Washington 98124, or call 206-622-5232), for
technical assistance on specific action required to
place the child’s funds in a trust account.

CSO service worker shall notify the 13th RC and the

appropriate LICWAC(s) when a child:

(a)
(b)

(c)

Transfers to the jurisdiction of another CSO.
Leaves the care and custody of the department on
replacement with natural parents or extended family
member.

Reaches the age of majority.

(3) Dipregard this policy for those children who will be in

DSHS

Money received
house or a car

care and custody for less than a 30-day period.

from sale of property, such as stocks, bonds, a
(unless the person was engaged in the business of

c0unted as income from self employment)

selling such property in which case the net proceeds would be |
i

Withdrawals of
Money borrowed.

Tax refunds.

- Gifts.

Lump sum inhert

Capital gains.

bank deposits.

tances or insurance payments.
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The value of the coupon allotment under the Food Stamp Act of
1964, as amended, in excess of the amount paid for the coupons.

The value of USDA donated fooda.

The value of supplemental food assistance under the Child Nutri-

tion Act of 1966 and the special food service program for children

under the National School Lunch Act as amended.

Any payment received under thé Uniform Relocation Assistance and

. Real Property Acquisition Policiles Act of 1970.

bEarnings of a child under l4 years of age (no inquiry shall be

made) .

Loans and grants, such as scholarships, obtained and used under
conditions that preclude their use for current living costs.

Any grant or loan to any undergraduate student for educational
purposes made or insured under any program administered by the
Commissioner of Education under the Higher Education Act, and

Home produce utilized for household coansumption.

03.15 Eligibility

A. An individual or a family 1is eligible for services as indicated on the
following chart and table: (See 03.31 through 03.55 and the specific
chapter for further criteria.) .

(Text continues on page 9)
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03.60 INTERFACE WITH OTHER DSHS SERVICES

A.

The service worker shall confer or coordinate with Financial Services for

determination/verification of eligibility for financial and/or medicsl
assistance.

Determination of social service eligibility is an integral part of all
service programs as service eligibility must be determined prior to

delivery of service.

03.70 INTERFACE WITH NON-DSHS SERVICES

The service worker shall confer or coordinate with:

Social Security Administration for determinetion of benefits under SSI/
SSA for children and adults.

Veterans® Administration for financial/eocial services.

Other community agencies, i.e., medical community, private agencies,
courts, etc., for verification of need/eligibility for DSHS service
Programs.

03.80 REQUIRED FORMS AND INSTRUCTIONS

A.

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

DSHS 2-265(X) Information and Referral Log (I & R Log)(Rev. 6/78)

DSHS 4-220(X) Family Ancestry Chart (4/78)

DSHS 11-17(X) Referral for Supplemental Security Income (Rev.
1/77)

DSHS 14-05(X) Application for Foster Care and Support Enforcement
Services (Rev. 11/78) :

DSHS 14-139(X) Social Services Application (Rev. 9/78)

DSHS 14-145(X) Notification of Social Service Action (Rev. 9/79)

DSHS 14-154(X) Social Services Authorization (Rev. 3/78)’

DSHS 14-159 Change of Service Authorization (Rev. 2/78)

DSHS 18-235(X) " Authorization for Payment of Initial Supplemental

Security Income to DSHS (Rev. 1/77)

Forms and instructions used for determining eligibility are included 1in
Chapter 99, General Forms, as they are generic to all services.

The following is a mailing list used in this chapter:

Mailing list of Alaskan Native Regional Corporations (4/79)

p. 43






Region

Region

Region

Region

Region

Region
Rngiéﬁ
RAglon
Region

Region

(1] 1

02

03

04

05

06

07

08

09

10

Manual C
03.80 (cont.)
Rev. 12 - 10/79

Aleut Corporation 274-1506
Attention Carl Moses, President

833 Gambell Street

Anchorage, Alaska 99501

Arctic Slope Native Corporation - 852-6930
Attention Joe Upicksoun, President

Post Office Box 566

Barrow, Alaska 99723

Calista Corporation 279-5516
Attention Robert Schenker, President

516 Denall Street ..

Anchorage, Alaska 99501

Bering Straits Native Corporation ' 443-5252
Attantion Jerome Trigg, President

Post Office Box 1008

Nome, Alaska 99762

Bristol.Bay Native Corporation 842-3070
Attention Harvey Samuelson, President

Post Office Box 197

Dillinghsam, Alaaka: 99576

Bristol Bay AnchorLge Office 277-9511

445 Bast Sth. Avenue, Suite 10

Anchorsge, Alaska | 99501

Chugach Native, Inc. 274-4558
Attention Cecil Barnes, President

912 Bast 15th Avenue

Anchorage, Alaska 99501

Cook Inlet Region, Inc. ' 274-8638

Attention Roy M. Huhndorf, President
Post Office Drawer 4-=N
Anchorage, Alaekas 99509

Antne Incorporated 822-3486
Attention Robert Marsghall, President

Post Office Box 823, Drawer G

Copper Center, Alaska 99573

Kontag Corporation 4864147
Attention Jack Wick, Preeident

Post Office Box 746

Kodiak, Alaska 99615

Nana, Incorporated 442-3301
Attention John W. Schaeffer, President 442-3303
Post Office Box 49

Kotzebue, Alaska 99752





N Region 11
Region 12
Region 13
Y
Ll
~—
e

Doyon, Limited

Attention John Sackett, President
Doyon Building

First and Hall

Fairbanks, Alaska 99701

Sealaska Corporation

Attention John Borbridge, Ptesident
811 West 12th Street
Juneau, Alaska 99801 _ \

13th Regional Corporaticn
Attention Dennis Small, President
Post Office Box 24764 »
Seattle, Washington 98124

Manual G
03. 80 (Coﬂt. )
Rev. 12 - 10/79

452-4755

586-1512

206-622-5232
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addition to visits by CSO staff. Licensing staff may make such additional
inveatigation of the character and reputation of the applicant as they
deem advisable, including contact with former employers, physicians,

police records, etc.

Licenses are issued, denied or revoked strictly on the basis of applicant/
licensee ‘s conformance or lack of conformance with published minimum licen-
sing requirements appropriate to the type of care to be provided (family
day care, full time foster care, etc.).

Following issuance of a license, licensing staff visits licensees period-
ically to determine continued compliance with licensing requirements and
to provide consultation to assist licensees to improve their practices and
facilities. After due notice, failure by the licensee to correct noted
deficiencies and to provide care consistent with licensing requirements
results in revocation 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 Administration and RCW 74.15.130.)

06.13 General Policies Related to this Service

A.

. The department licenses facilities as required by state statute.

It is essential that licensiﬁg staff be fully knowledgeable of both
statutory law (RCW) and administrative law (WAC-minimum licensing require-
ments) pertaining to the categories of facilities for which they have

licensing responsibility.

The department purchases care only from 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 .

Licensing per se does not obligate the department to make referrals or pay-
ment to a program or facility; additional requirements may be imposed for
such purposes. Purchase of service contracts with licensed agencies can-
not waive or alter licensing requirements; they may, however, expand upon
or add to those requirements. :

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 1is 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.)

CSO staff shall refer inquiries regarding licensing to the proper source
for detatled information (see 06.00).

})
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The department will train licensing staff regarding statutory and admin~
istrative provisions and procedures for licensing.

A licenge 18 1ssued to an individual or specific organization to conduct
business at a specific location and is not transferable as to person or
place.

To provide clients facilities best ghited to meet their particular needs,

" a gelection of 3 or 4 homes should be available for every person needing

placement.

The policies outlined in Chapter 01.04, Indian Policy Statement, will be
followed when licensing activities involve or have an effect on Indian
persons. - . )

Licensees are required to carry automobile liability/medical insurance if

transportation for persons under care is provided. Licensees are -encour-

aged to carry appropriate homeowners or personal li{ability insurance. The
department provides a limited general liability insurance policy tor ‘
licensed child foster parents (except those caring only for independently

placed children) including parents licensed and supervised by voluntary

child placing agencies.

',_061l5,'Pr;orit1es Related to this Service , —

In the allocation of their time, licensing staff shall give ptiority to the
following matters in the order listed: B

A.

Receipt aﬁd lnvestigation of a complaint about a licensee’s treatment of
persons in care receives top priority and must be followed up immediately.
(See 06.50 and 06.53 B.6.) :

Revocation of licenses of licensees not in substantial compliance with
minimum licensing requiréments.

Processing of inquiries and new applications for license.

Regular visitation of provisionally licensed agencies and agencies having
a history of providing questionable or msrginal care.

Reneval of licenses prior to expiration.
Visitation of new licensees.
Visitétion of other licensees.

Provision of consultation to licensees upon request.
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2. Direct a letter to the assistant attorney general serving the CSO
concerned, enclosing a copy of the letter to the prosecuting attorney
and requesting further advice, the initiation of injunctive pro-
cedures or other appropriate action.

3. If neither the prosecutor nor attorney gemeral ‘s office takes action
within a reasonable period of time, request RO to provide futher
advice and/or seek consultation from the SO program manager for
licensing.

06.52 CERTIFICATION

Persons and organizations may not receive funds from the depirtment unless
they are licensed or certified.

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
funds or for other legitimate purposes.

Uﬁon receipt of a reques£ for certification, CSO licensing staff will
investigate to determine that the agency meets the appropriate MiRs for
that particular agency and any other pertinent requirements.

The CSO administrator will {ssue a letter to the agency certifying that
the agency has met the MLRs or inform the agency of deficiencies to be
corrected before certification will be granted.

Licensing/certificatioh does not obligate the department to make referrals
or payment to an agency; additional requirements may be imposed for such

purpose.

06.53 Records - Content

B G
~
' . A.
B.
C.
D.
S
E.
A.

An official licensing record will be maintained for each licensed agency. See
Chapter 02 for composition of the record. Documents contained in the three
parts of the record are as follows: l

Narcative Sectlon (Chronological order with most receant on bottom) !

1. The DSHS 10-11(X), Application for License, will be used as alface
sheet for this sgsection). '

a. Cross references to other agency records concerning the appli-
cant/licensee should be noted by "See also " on .the
top of the form above the box "#3, Applicants.”

b. Subsequent applications for relicense or reopening will become
the new face sheet and filed on top of the preceding application.

c. All other material will be filed behind the face sheet (appli-
cation) {n chronological order with most recent on the bottom.
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2.

Documents and Cbrrespondence Section (Most recent documeat on top).

1..

2.
3.

4.

6.
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All home study forms appropriate to the licensing request, {.e.,
DSHS 10-45, DSHS 10-47(X) or DSHS 10-51(X).

Any other specific evaluation or monitoring guides used during
licensing/monitoring procedure, 1.e., DSHS 15-52(X) Sponsor
Agreement - Adult Pamily Homes.

. Narrative recording forms DSHS 2-305(X), Service Episode Record,
will be used by licensing staff as a tool to record relicensing,
review and monitoring activity. These, along with the application
and home study forms, serve as the specific verification that the

licensee 1s in compliance with MLR. Areas which may be recorded
are: ’

a. Monitoring reviews and visits;

b. Compliance with MLR;

c¢. Deficiency to MLR;

d. Complaints;

e. Agreements for improving care ox upgrading standards;

f. Relicense evaluation; .

8- Written explanation of any waiver of requirements or exceptions
granted; . - ‘

h. References to any pertinent information in the document section;

i. Any other pertinent information.

-

Attachments to Application for License (when applicable)

a. TB test reports.

b. Water test reports. :

¢. Licensee 's discipline policy.

d. Certificates of compliance from fire and health suthorities.

Copies of licenses issued and cover letter.

Copies of contracts, if any.

Copies of any letters written to licensee granting a waiver of
requirements or exceptions to licensing rules.

Reports to licensees following visits. Each visi{t or short sertes
of visits to an applicant or licensee will result in a written

report to that person summarizing significant findings, conclusions,
and agreements reached.

Reports on complaints about licensed agency. The report shall
include identification of the source of the complaing (if avail-
able), 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.

¢D
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06.60 INTERFACE WITH OTHER DSHS SERVICES

A.

Relationships with placement staff

1. Licensing staff must develop close working relationships with CSO,
Division of Juvenile Rehabilitation (DJR) and DDD staff responsible.
for the placement of children and adults so that such staff are aware
of the names, addresses and capacity of licensed facilities, the type
of care they provide and changes in licensing status. Each CSO should
develop a procedure to accomplish this.

2. Placement staff in turn are obligated to keep licensing staff informed
of their observations in the use of facilities relative to the main-
tenance of licensing requirements and the treatment of persons
therein. This will be done by the use of the comminication/referral
document or by memo.

Relationships with protective service staff

Licensing staff must refer compliants alleging abuse of children and/or
adults in care of a licensed facility to CPS or APS staff for investiga-
tion. Protective service staff should discuss their findings with
licensing staff so that the latter may take appropriate licensing action.

Relationships with Indian and Minority Community Workers/Advisory Commit-
tees Licensing staff may utilize all Indian/minority resources of the
department 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 .70 INTERFACE WITH-NON-DSHS SERVICES

A.

Fire and health authorities

In the case of mini centers, licensing staff must develop a working rela-
tionship with the field representatives of the Office of the State Fire

-Marshal and the Health Services Division (HSD). Copies of all licenses

{ssued to mini centers shall be sent to the Office of the State Fire
Marshal and to the HSD. These offices shall also be informed when
licensed mini centers are closed and when applications for which fire and
health inspections have been requested are withdrawn. |

¢
Local community

Licensing staff will maintain a list of licensed homes for referral to
the community for private family foster or day care placements:

p. 27 -
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06.80 REQUIRED FORMS AND INSTRUCTIONS '

A. The following forms are used in the licensing and monitoring of family

day care homes fo;
1. DSHS 2-305(x)
2. DSHS 10-07(X)
3. DSHS 10-11(X)
4. DSHS 10-20

5.  DSHS 10-37(X)

6. DSHS 10-47(X)
7. DSHS 10-47A(X)
8.  DSHS 10-49(X)
9.  DSHS 10-92(X)

10.  DSHS 10-97(X)

11.  SPM 224

B. The following forms
foster family homes

1. DSHS 2-305(X)
2. DSHS 10-07(X)
3.  DSHS 10-10(X)
4.  DSHS 10-11(X)
5. DSHS 10-51(X)

C. The following forms
family homes:

1. DSHS 2-305(X)
2. DSHS 10-07(X)

3. DSHS 10-10(X)

p- 28

children:

Service Episode Record  (9/78)

Family Home Card (Rev. 9/78)

Application for Family Home Care License (Rev. 9/78)
Licensing and Approval of Homes (Rev. 12/71)

Request for Health Inspection of Child Care Agency
(Mini Center Only) (Rev. 8/77)

Family Day Care Initial Home Study (Rev. 5/75)

Family Day Care Home Requirement Agreement (Rev. 5/7%)

Family Day Care Howe-Summary (Rev. 5/75)

"Family Day Care Home License (Rev. 7/74)

Day Care Home Register (Rev. 5/75)

Request for Inspection (Mini Center Ouly) (Rev. 7/77)

*State Fire Marshal form

are used in the licensing and monitoring of child
for children and expectant mothersa:

Service Episode Record (9/78)

Family Home Card (Rev. 9/78) -

Fostér Home License (Re;- 3/73)

Application for Family Home Care License (Rev. 9/78)
Foster Home‘Study. (Rev. 10/72)

are used in the licensing and monitoring of adult

Service Episode Record (9/78)
Family Home Card (Rev. 9/78)

Foster Home License (Rev. 3/73).

\r%
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When a foster care payment continues to the guardian, the service
worker remains responsible to perform the six-month SSPS review to:

a. Ensure the child’s continued eligibility for foster care paymvnt
(use SSPS service code 3210); and

b. Update the circumstances of the guardianship arrangement.

Establishment of guardianship eliminates the automatic six-month review
1n Juvenile Court. However, 1f the service worker finds that the
guardianship has failed or i1s terminated, i.e., death of the guardian
or other reason, the case should be brought before the Juvenile Court
to review the status of the child.

‘A child found to be dependent under RCW 13.34.030(2) remains under the

court’s jurisdiction, i.e., dependency continues, even though a legal
guardianship was established.

Appointment of guardianship for American Indian children will follow
procedures in 23.38 F.

Consent to Place

Lf a child and a parent cannot agree to the child’s return home, but do
agree to the child’s placement out of the home, or when a parent 1s unable
to care for a child of any age, the parent(s)/guardian may request a
voluntary placement.

Children may be accepted for voluntary family foster care or group
care placement only when the parent(s) have signed a DSHS 9-04(X),
Placement Authorization and Acknowledgment (found in Chapter 99), and
when one or more of the out-of-home placement criteria listed in.
Manual G, Chapter 32.13 1. exists.

Court intervention shall be.sought in spite of parent(s) willingness
to place the child voluntarily when:

a. The family situation or dependency of the child warrants, or

b. There 1s not a responsible plan to remedy the situation which
necessitated the placement, or

C. It appears that a placement of more than three months is neceded.

When a request for a voluntary placement involves an Amerlcan Indian
child, see Scction 23.38 C. for procedures.

rocedures for handling voluntary placements are found in Manual G,
Chapters 32 and 34

p. 23
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23.37 _Other Juvenile Court Related Responsibilitics

The service worker may be asked to or decide to pertform other dutics in arelation
to working with the juvenile court.

A. A "DSHS Social Worker" may be required by the court to scrve summons (RCW
13.34.070) to any person the court detemmines to be a proper or necessary
person to the proceedings. :

B. If a petition is filed and the court finds reasonable grounds, the juvenile
court judge may enter an order directing a service worker to take a child
into custody (RCW 13.34.050).

C. The juvenile court may require the service worker to bring a child vha is
in rhe department’s physical or temporary custody to a shelter care hearing
(see RCW 13.34.050 through 13.34.070).

n. A service worker may ask the court to appoint a guardian ad litem for a
child who 1s alleged to be subject to a child abuse/nepltect (see RCW
26.64.053(1) and RCW 13.34.100).

b . In all cases, when there s an existiong court order {or placement of (he
child outside of the home, a change in the court order must be. obtained
prior to placing the child back 1o the home. An order of the court may
be changed, modified, or set aside only by the juvenile court judge {(RCW
13.34.150). A service worker may request modification of a court ordor at
any time.

. The service worker 1s responsible for making review reports or other
reports as ordered by the court.

G. When a child has been declared to be dependent, placed out of the howe, und

' then is returned to the home after an out-of-the-home placement, the super-

vision by the service worker shall continue for a period of at least six

months at which time there shall be a hearing on the need for continucd

intervention. (Sece Chapter 13.34.130 RCW.) The service worker must pro-

|
|
vide for the continued supervision or arrange f{or and/or monitor that
scrvice. The intensity of that scrvice is to be determined by the scervice
worker and/or juvenile court order.
23.38 1Indian Child Welfare
This section consolidates all legal requirements of P.L. 95-608, the Indian
Child Welfare Act of 1978.

CThe information the service worker will provide for documents in this scction
s very amportant for complying with the most stringenl procedural requirements
of tederal taw vegarding the provision ol services to [ndian families and

placement of Indian children outside the natural home.
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When a Child s Enrollment Statqi_igquqgtionable

The service worker shall complete DSHS 9-539, Letter to Tribe - Enrollment
Status, and send by certified mail. If tribal affiliation is also ques—
tionable, prepare DSHS 9-540, Letter to Bureau of Indian Affairs ~ Tribal
Affiliation, and send by certified mail. Notify the LICWAC or Indian con-
sultants that Indian status of child is pending and plan in a manner to
assure compliance with appropriate procedures if Indian status 1is con-
firmed. :

Alternative Residential Placement ( ARP)

1. When American Indian/Alaskan native parent/custodian/child requests
‘an ARP, the service worker -shall:

a. Follow the standard ARP procedures as outlined in Manual G,
23.31. 1In addition to following standard ARP procedures, the
service worker shall: .

b. Prepare or forward the following forms upon filing an ARP peti-
tion:

(1) Prepare DSHS 9-534, Letter to Parent and/or Indian Custodian
and DSHS 9-535, Letter to Tribe - Notification. These forms
are to be filled out in their entirety and mailed to the
parent/custodian and/or tribe, as appropriate, by cerctified
mail. A copy of each form is to be kept in the social serv-
ice file.

(2) The service worker shall provide copies of DSHS 9-543,
Notice to Parent and/or Indian Custodian, and DSHS 9-544,
Request for Continuance, to the court. The court staff per-~
son responsible for providing notice will complete these
forms and send to the parent and/or Indian custodian.

(3) Provide DSHS 9-541, Notice to Indian Tribe, Band or Nation, .
and DSHS 9-542, Notice of Intervention and Request for Con-

tinuance, to the court staff person responsible for providing

notice. They are to be completed in their entirety and
mailed to the tribe by the court. Copies of each form must
be obtained from the court and kept in the soclal service
file.

(4) The service worker shall provide a completed copy of DSHS
© 9-535, Letter to Tribe, and DSHS 9-534, Letter to Parent
and/or Indian Custodian, to the court staff person respon-
sible for providing notice, to assist the court staff 1n
completing the notice forms.

C. Where appropriate 1in the above procedures, use: (1) DSHs 9-538,
Letter to Canadian Indian Parent, and (2) DSHS 9-537, Letter to
Canadian Indian Band. Send each by certified mail.
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Lf che Indian parent, custodian and child are residents of a
reservation over which the Indian tribe maintains exclusive
Jurisdiction, the servic: worker shall not file an ARP poti-
tion In superior court as the state has no jurisdiction over
the matter.

If the Indian parent, custodian and child (12 or over) are resi-
dents of a reservation maintaining concurrent jurisdiction, the
service worker shall propose to the parent and/or Indian custo-
dian and child that the casc be transforred to tribal court.

When all parties agree to transfer a case to tribal court, the -
service worker shall provide the. state court with copies of DSHS

.9-547, Motion to Transfer Jurisdiction to Indian Tribe, and DSHS

9-547A, Order to Transfer Jurisdiction to Indian Tribe. The

service worker shall alsou provide to the tribal court DSHS 9-548,

Motion for the Tribal Court to Accept Jurisdiction, and DSHS

9-548A, Order for Tribal Court to Accept Jurisdiction. The serv-

ice worker must obtain copies of these forms from each court for
the social service file.

When the parent, custodian or tribe denies transfer of the casc
to a tribal court maintaining concurrent jurisdiction, the scerv-
ice worker shall notify the Indian consultants or the Office of
Indian Affairs by telephone and request them to staff the case.
If .the parent(s) has consented to LICWAC staffing, LICWAU will
staff the case.

The service worker shall consult with LICWAC and place Lodian
children in an Alternative Residential Placement (ARP) taking
into consideration the committee’s vecommendations. When L1CWAG
statffing 1s denied by the parent, custodian or child (12 or
over), the service worker shall utilize Indian consultants.

Indian children shall remain in a non-Indian home or facility
only until arrangements can be made Lo place the chitld in an
Indian home or facility. Children 12 years and over must be
given the opportunity to consent to the placement. Prior to the
dispositional hearing, the service worker shall provide.reports
to court and other relevant social service information to any
tribe that has requestzd Lo intervene 1a the matter.

Information to be submitited to the court shall be developed in
consultation with LICWAC or Indian consultants, in order Lo
assist the court i1n determining 1f appropriate interim services,
which are culturally relevant, have been offered to an Indian
parent/custodian and child, and whether the feasibility of traos-
ferring the case to tribal! court was considered.
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Dbependency Petition

After filing a dependency petition (see outline and DSHS 9-428, Rev. /81,

" {n 23.80), the scrvice worker shall, within five (5) working days ol filing

the petition:

4.

Prepare DSHS 9~534, Letter to Parent and/or Indian Custodian, and DSHS
9-535, Letter to Tribe - Notification, and send by certified mail to
the parent or custodian and/or tribe, as appropriate. These forms are
to be completed in their entirety.

" The service worker shall provide copies of DSHS 9-543, Notice to
Parent and/or Indian Custodian, and DSHS 9-544, Request for Contin-

uance, to the court staff person responsible for providing notice.
The forms shall be sent to the Indian parent/custodian by certified
mail.

Provide DSHS 9-541, Notice to Indian Tribe, Band or Nation, and DSHS
9-542, Notice of Intervention and Request for Continuance, to the
court staff person responsible for providing notice. They are to be
completed in their entirety and mailed to the tribe by the court.
Coples of each form must be obtained from the court and kept in the
social service file.

If the parent and/or Indian custodian and child (12 and over) are
residents of a reservation maintaining concurrent jurisdiction, the
service worker shall propose, to the parent and/or Indian custodian,
that the casc be transferred to tribal court.

When all parties agree to transfer a case to tribal court, the serv-
ice worker shall provide the state court with copies of DSHS 9-547,
Motion to Transfer Jurisdiction to Indian Tribe, and DSHS 9-547A,
Order to Transfer Jurisdiction to Indian Tribe. The service worker
shall also provide, to the tribal court, copies of DSHS-9-548, Motion
for the Tribal Court to Accept Jurisdiction, or DSHS 9-548A, Order for
Tribal Court to Accept Jurisdiction. The service worker must obtain
copies of these forms from each court for the social service file.

1f either the parent/custodian or the tribe’s location is unknown, the
service worker shall prepare and send DSHS 9-536, Letter to Bureau of
Indian Affairs. Provide DSHS 9-545, Notice to Secretary of the U. S.
Department of Interior Reparding an Indian Child, to the .court for
completion and mailing to the address printed upon the form. This
form 1s to be completed in its entirety.

The service worker shall provide a completed copy of DSHS 9-535,
Letter to Yarent and/or Custodian, to the court staff person respon-
sible for providing notice to assist the court staff in completiny
notice forms.






8

Manual ¢
23.38 (cont.)
Rev, 42 - 12/81

If the Indian parent, custodian and child are residents of a reserva-
tion over which the Indian tribe maintains exclusive jurisdiction,
the service worker shall not file a dependency petition in superior
court as the state has no jurisdiction over the matter.

Juvenile Court Hearings and Reports

Shelter Care Hearing

a. At the initial shelter care hearing that is held within 72 hours
(excluding Sundays and holidays) after taking a child into
custody, the service worker shall inform the court that aon Indian
child is the subject of the hearing. The service worker shall
notify the LICWAC or Indian consultants and, when possible, shall
staff the case on an emergency basis prior to the initial hear-
ing. When 1t is not possible to obtain consultation before the
initial hearing, the service worker shall inform the court that
the LICWAC or Indian consultant recommendations are pending, and
shall staff the case at the earliest convenience aftér the initial
hearing. '

b. The report developed by the service worker shall include recom-
mendations of the LICWAC or Indian consultants.

c. The service worker shall provide the Letter Notices as outlined
in Section 23.38 C., Dependency Petition.

d. If the parent/custodian or Indian child has consented to staffing
by the LICWAC, the service worker shall coordinate development of
court reports with the LICWAC. In situations whoere LICWAC revidw
has been denied, the service worker shall utilize Indian consul-
tants.

Dispositional Hearing and Reports.

a. In preparing the necessary reports, DSHS 2-305(X), Service Epi-
sode Record (social study, predisposition study, agency placement
plan and six-month reviews), the service worker shall coordinate
with LICWAC-Tribal representatives or Indian consultants to pre-
sent a consistent agency view of culturally relevant case plan
development and service delivery. Service worker testimony shall
reflect this process. ’

b. Prior to testifying in court, the service worker shall coordinate
with the LICWAC and a representative of the Indian child’s tribe
in order to provide a consistent expert viewpoint of the culturatl
relevance of case planning and service delivery. When the
LICWAC-Tribal representatives are not used, the service worker
shall utilize Indian consultants. The service worker shall
request LICWAC or Indian consultants to appear in courl to pro-
vide supportive testimony.
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Social Study

P

This report shall give particular details to the court regarding
the cultural relevance of service planning and scrvice delivery.

The report shall contain the parents/custodians and child’s (12
and older) views in regard to the service plan.

The scrvice worker shall include copies of the DSHS 9-541 and
DSHS Y-534 forms.

If recommendations of the Local Indian Child Welfare Advisory
Committee or Indian consultants were not followed, the service
worker shall show by clear and-convincing evidence, including
expert testimony, why the service worker plan is more relevant

than plans recommended by the Local Indian Child Welfare Advisory

Committee or Indian consultants.

The social study report should describe the serious emotional or
physical damage to the child which may result from the continued
custody by the parent or Indian custodian and 1t should document

what actual efforts have been made to reunite the child with his/

her family.

The service worker will try to utilize Indian community programs
designed to prevent the break-up of the Indian family. In
describing why the child cannot be protected in the home, the
service worker shall:

(1)

(2)

(3)

Explain the cultural relevance of past efforts of working
with the family and child.

Describe in detail the specific purpose of treatment pro-
grams which are designed to keep the child at home which
were considered and rejected and why rejected.

Give the child’s (12 and older) attitude towards placement
and indicate if LICWAC or the Indian consultants agree. 1If
the child does not wish to return home, the child will not
be forced to do so. '

In describing the likely harm to the Indian child as a result of
removal, the servce worker shall assess the dynamics of the par-
ticular placement involved (i.e., extended family home, other
Indian family home, non-Indian home, etc.).

In describing the steps to be.taken to minimize harm to the child

because of scparation, the service worker shall include a summary
of the extended family-tribal dynamics that will be supportive of
the situation.

p. 29
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In relation to the efforts expected of the parents, the scrvice
worker shall provide a succinct statement of the cultural rele-
vancy of the expected cffort.

4, Six Month Review Report to Court

a.

When American Indian children are involved, the service worker
shall use urban Indian orpanizations/tribal social services, if
provided, and LICWAC or Indian consultant recommendations when
developing a service plan. If committee or Indian consultant
recommendations and the scrvice worker’s plan conflict, the
parties shall utilize the pre-existing DSHS internal grievance

procedure.

The service worker shall provide descriptive testimony about his/ .

her case planning and service delivery that is relevant to Indian
culture when LICWAC or Indian consultant recommendations are not
used.

The above subsections (23.38 D. 4. a. and b.) are to be used in
addition to the standard requirement for a six-month report as
outlined in 23.37 G.

Termination of Parental Rights

l. Involuntary Termination

a.

. Staff each case with LICWAC or Indian consultants prior to filing

with the court.

Within five (5) working days of filing an involuntary termination
of parental rights petition for an American Indian child, thec
service worker shall do the following:

(1) Prepare completely and send by certified mail DSHS 9-534,
Letter to Parent and/or Indian Custodian, and 9-535, Letter
to Tribe - Notification. - Provide DSHS 9-541, Notice to
Indian Tribe, Band or Nation, and DSHS 9-542, Notice of
Intervention and Request for Coantinuance, to the court for
completion.

(2) If the whereabouts of either the parent or the tribe are
: unknown, prepare and send DSHS 9-536, Letter to Bureau of
Indian Affairs, and provide DSHS .9-545, Notice to Secrectary
of the U.S. Department of Interior Regarding an Indian
Child, to the court for completion and mailing.
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S

2. Voluntary Termination

Prior to accepting a voluntary termination from an American Indian
parent(s) or custodian, the service worker shall follow these pro-
cedures:

a. The service worker shall refer any voluntary termination to tribal
' court if the parent and child are reservation residents, and the
tribe that the.child is a member of, or eligible to be ‘a member
of, exercises exclusive tribal jurisdiction over Indian child
welfare matters (i.e., the tribal court exercises total control
over child welfare matters within the exterior boundaries of the
reservation). Neither the state nor the federal governments can
preempt or take away tribal authority to enter orders in child
welfare matters arising within the tribal court jurisdiction.
The voluntary termination petition should only be filed in
Superior Court if the tribal court gives permission.

b. In all voluntary termination cases concerning Indian children,
the service worker and a LICWAC representative or Indian consul-
tant shall discuss notification of the tribe with the parent.
The discussion with the parents should include the following
points:

(1) The advantage of voluntary termination in tribal court,
(2) The advantage of voluntary termination in state court,

(3) The future implications of voluntary termination 1in state
or tribal court.

c. When an Indian parent still wishes to relinquish to the state
after active efforts have been made to explain the benefits of a
voluntary termination in tribal court, service worker shall coor-
dinate with court staff to complete the DSHS 9-546, Certificate
of Presiding Judge, and record the voluntary termination in court.

d. If the parent agrees that notification to the tribe of the volun-
tary termination is acceptable, the service worker shall prepare
appropriate forms as outlined in 23.38 C.

e. When an Indian parent/custodian who is the resident of a reserva-
tion where there is councurrent state/tribal jurisdiction (1i.e.,
the state courts and tribal court both exercise jurisdiction over
child welfare matters within the exterior boundaries of the
Indian reservation) or is an urban (off reservation) resident
desires the voluntary termination to remain confidential (no
LICWAC staffing or notice to tribe), the service worker shall:

(1) Immediately notify and involve Indian consultants;

Y
M
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(2) Coordinate with court staff to prepare the DSHS Y- 540
Certificate of Presiding Judge;

(3) See that the voluntary termination is recorded before the
judge in court.

Where confidentiality is requested and the parent is not a member
of a tribe that exercises exclusive jurisdiction over Indian
child welfare matters, no notlce will be sent to the tribe of a
voluntary relinquishment.

f. Service workers shall not accept a voluntary termination of an

Indian child until at least ten (10) days after the child"s birth,

F. Guardianship
1. = When considering the establishment of guardianship for American Indian
children, staff shall consult with the LICWAC or Indian consultants

|
|
|
|
|
’ ~and utilize extended family/tribal resources.
|
|
|
|
|

2. Any of the following may be designated as guardians of Indian/Alaskan
Native children:

a. Any Indian tribe, federally or non-federally recognized.

b. An Alaskan Native corporation established under the Alaskan
Native Claims Settlement Act (see .Chapter 03).

c. Appropriate nonprofit Indian/Alaskan native Social Service
Corporation (for example, Seattle Indian Center).

G. Consent to Place

American Indian parent/custodian consent to place a child shall be done
as follows:

1. Staff shall follow voluntary termination procedures (23.38 E.2.) in
’ accepting consent to place from American Indian parents/custodians.

2. The service worker shall coordinate with LICWAC or Indian consultants
(and tribal social service staif, when available) in the development
of culturally relevant case services.

3. The service worker shall reach mutual agreement with the parent/
custodian and child (12 and older) regarding the appropriateness of
the service plan. This plan will be time limited and include
description/justification.

4. The child shall be placed in a setting that must meet the child’s
cultural needs and identification. Consultation with LICWAC or
Indian consultants shall be made prior to placements.






10.
11.

12.
13.
14,
15.

16.

DSHS

DSHS

DSHS

DSHS
DSHS
DSHS
DSHS

DSHS

9-476

9-477
9-478

9-479
9-480
9-481
9-482

9-552
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Petition for Termination of Relationship: Parent-
Unborn Child (12/79)

Consent to Termination (12/79)

Waiver of Right to Receive Notice and Appearance

(12/79)

Authorization to Release Information (12/79)

Order of Service and Publication (12/79)

Notice of Petition and Intent to Release Custody
or Consent to Adoption {(12/79) :

Motion and Ovder Appointing Guardian ad Litem for
Minor Parent (4/30) :

Voluntary Termination Information/Referral (12/80)

The following specific forms, instructions and guidelines used in cases
involving Indian Child Welfare as referenced in 23.38 are included in

the remainder of this chapter in numerical order with their corresponding

instructions:

~N OV W N -

ow

10.
1.
12.

13.
14.

15.
16.
17.

The following are required outlines for use in developing reports and peti-

tions for court-related actions. Since courts may differ in their

DSHS
DSHS
DSHS
DSHS
DSHS
DSHS
DSHS

DSHS
DSHS

DSHS
DSHS
DSHS

DSHS
DSHS

DSHS

DSHS

DSHS

9-534
9-535
9-536
9-537
9-538
9-539
9-540

9-541
9-542

9-543
9-544
9-545

9-546
9-547

9-547A
9-548

9-548A

Letter
Letter
Letter
Letter
Letter
Letter
Letter

to
to
to
to
to
to
to

Parent and/or Indian Custodian (12/80)
Tribe - Notification (12/80)

Bureau of Indian Affairs (12/80)
Canadian Indian Band (12/80)

Canadian Indian Parent (12/80)

Tribe - Enrollment Status (12/80)
Bureau of Indian Affairs - Tribal

Affiliations (12/80)

Notice to Indian Tribe, Band or Nation (12/80)
Notice of Intervention and Request for
Continuance (12/80)

Notice to Parent and/or Indian Custodian (12/80)
Request for Continuance (12/80)

Notice to Secretary of United States Department of

Interior Regarding an Indian Child (12/80)
Certificate of Presiding Judge (12/80)
Motion to Transfer Jurisdiction to Indian Tribe

(3/81)

Order to Transfer Jurisdiction to Indian Tribe

(3/81)

Motion for the Tribal Court to Accept Juris-
diction (3/81)
Order for the Tribal Court to Accept Juris-
diction (3/81)

procedures, additional items required by the court may be added to these

reports.

processes.

1.

9

AN

3.

This information 1s required in order to facilitate legal
included as follows:

They are

Information tor Dependency Petition (Outline #1)
Information for Alternative Residential Placement Petition (Outline
Request for Termination/CGuardianship Petition (Oucline #3)

&
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DSHS 9-534 (12/80), LETTER TO PARENT AND/OR INDIAN CUSTODIAN

Instructions

The DSHS 9-534 is a form letter to be completed by the service worker.
This is the department‘s notice to an Indian parent or custodian that
a petition has been filed with the juvenile court.

- Two copies are to be completed and one sent to the parent/custodian,
the other retained in the chiLd'o service recorde.
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9-534 (12/80), LETTER TO PARENT AND/OR INDIAN CUSTODIAN

O3HS File No

Dear ——— .
This mfter is t0 let you dnow that & court heering 19 p tor .. _ ——————— . ON
—————— & . ——
telsphone ~ «=—~-. Cause No

Thes coun hearing could repult in {1 toster care for your chetd. { ] the Oapartmaent of Soo-ol and Hestth
Servioes’ takng custody of your chig [ | your chiid being taken away torover. { 1potental financisi obhigetion
to the Oftice of Suppant Entorcement. [ | other . .

Thia 18 8 very serious matier 30 plesse come 10 Ihe hesning You have Lhe nght 10 on sttorney If you cannot
811070 One. an atiorney well he a0p00Nted 10 you by the 1vdQe M court 0n Ihe day of the heeting

Becauss of the Indien Cluig Weitsre Act of 1978 you have the nght to v'oqueu the! your case be moved from
the county Court whers it 18 NOw. 10 the Court of 1he tribe of wRiCh you 2re & membder You also Mve the nght to
rofuse 10 Nave your Case Moved {0 irhal court .

You mey need more time 10 get ready 10 yout court hesring It you do. you have ine right 1o ash for and to got .
ftwenty @xire days  you wanl 10 Go this. Call The Cowrt at the 10'PhONe AUMDAT Given EDOve, a3k for the .
v Of . 8nd tell Rem Or her that you want twenty eatra days (o prepare tor your heanng
You must lotiow the 10160NONO CaN with o lefter 10 the coun indicating your desire 10 Aave entre Lime. Of reques!
CONNNUANCE 1orms from the Prodakion COUNseior that you fil in end return 1a ihe Court 1113 necesserytosend ina
written request becsuse Ihe COunt needs 10 have a record of what you sre kg for

i you have any questions about thus tetter or the Court hesring. plesse test frea to cali me ot
and | will tal% 0 you sbout these matters

Verey truly yours,

D3HS Service Woreae

O35 a0orens

038 Tewwonone N.moor

083 Lener 20 Porem

Ot 10 12 800 0
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DSHS 9-535 (12/80), LETTER TO TRIBE — NOTIFICATION

Ingtructions

The DSHS 9-535 18 a form letter to be used and completed by the service
worker. Tﬁil 18 the department’s notice to a child’s Indian tribe that
a petition has been filed in state juveaile court.

The service worker will complete three (3) coﬁiea. Send original to
Indian tribe, retain second for child’s service record, and send the
third to the clerk of juvenile court.

-~
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L N DSHS 9-535 (12/80), LETTER TO TRIBE - NOTIFICATION

m ’ " D8HS Fite No.

TO: indien Tride. Band or Netion.

This tetter la to notily you that 8 court hesring 8 scheduled lor

. e of Chag
‘. L ] .t ——————
(Brhants of Chic) (Dote end Twea)
[} . Teleph No.
(Paoe of Matrwg)
Cause No. The g Mmay result in | | foster care. [ | temporary of permanent loes
of parentsl rights, | | DSHS supervision: . .
{ | other.
mcma"-mi- - . M
o s
'
The child's mother is
iden neme . her [ ]
Sinos wa of (or is shgidle for P in) your tribe.

the tride. if tedersily recognized, has the sbeoiute right pursuani to the Indian Child Wetlere Act of 1978 (28 USC
1901) to intervens at any POt in the COUrt Procedings. It you wish 10 iniervens in this situstion end nesd
80Gitionel Hme, AOtity the coun end he SCheduiod COurt Reonng can snd will be duieyed up to twenty Gaye wPon
your requast. if you are not iy QMEed. yOuU May 10 intervens, but it i3 UP O the judge 10 grant or
deny the pelition.

mm.uwuumoomn.mmtumuwmnmmcmmcw-umwmwm : <
jurisdiction of the tride

You may wish 10 contacl another tribe or indian orQs. ion for ati and/or p
intervention. The nesrest indian tribe or 0rQa on 18 .
at
no.
(] This case will be staffed by the Region _____ indian Child A y C i otbyanA

Indisn voluntser consuitant.
OR

i1 This case was stafled by Region ____ indien Chud A C on

. The nme: are

OBHE Lot 10 Tride - 1
OB &833 (P2t
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DSHS 9-535 (lZ[SO),}LETTBR TO TRIBE — NOTIFICATION (Cont.)

o

Messe tot me know what p are r y for @ of
end what egditions! information you need and send me any forms required for enroliment

Ploass Leep (he information enciosed on the petilion and in thes letter of nohitication contidential

.1 would De very interested 1 knowing of any relative ar other Inbat members who coui'd 010vide 8 gOOd home
for this child. and if there sre 8ny tridel S0CIAI Services avarisbie tor the chid and/or famity 1 wilt look torward to
hetring from you

O8#t3 Bermce Worke:

O3S Aodrece

, - . O3S Telsphone Mumber

Enclosures
| ) Petition
[ | Other relevant intormetien

O%+43 Letser to Tre0a - 2
. OBt S4M 12 B0 M

S
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" DSHS 9-536 (12/80), LETTER TO BUREAU OF INDIAN AFFAIRS

Ingtructions

DSHS 9-536 is a form letter to the Bureau of Indian Affairs tequesting‘
information about a child/family/Indian tribe..
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SHS 9-536 (12/80), LETTER TO BUREAU OF INDIAN AFFAIRS

OSHS Fue NO oo el e
Portiand Area Director
Bureau of Indian Affairy
1425 NE irving Street
Portisnd. OR 97208
Dear Sir or Madam
_Pursuant 10 the prowisions ol the Indign Child Wetlare Act (23 USC 1901) 1 am writing 10 notity you that

. an Indian chid 13 Ihe sutject of an invotuntary chid custody

pr Q tn the - . Courty Superior Court Juvenide Division The fotlowing
. intormation cannot be determined

{ 1 aentity of the child's parents.
| | tocation of the child's parents.
1 ) dentity of the child's tribe

The following nfOrmMalion regerdiNg . . . o e e e
and fis or her tamily 13 known 10 the Department of SOCis! and Heallh Services

(] Cﬁlld'l"u}l name e .

{ ] Chigeturthaste. _ . .
1] Chudsowihpisce — . e s

[ ] Names of chiid’'s parenis or Indan custndian —

Mother's Masden NaME. . L e e e e e
A( ] Tridat sitihation of mOtNOr Ll i e e

of tether . ___ _______ . .. Ot ChUC e ¢ e et s o
{ ] Birthdate of mother ____ - ent b e e et e e =

{ | Oirthdste of father ___ .. .. .. enfoliment numbder
(|} Loceton of chide paronts Of INAIRN CLMMOIEN | | | L comt e e e e e

{ 1 Any saoditional informsation

Since the chid's leQal s19tus in regard 10 the Indian Child Welfare Act s uncertain, we are unable to property
plan tor the child in the adsence of the (nformalion request Your esrhest response will D8 MOSt apprec:ated

Sinceraty,

QSRS Tewprnng Numbe:

DSMS Letter 110 Woriean
o echer AN

[ Y XY WP N
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DSHS 9-537 (12/80), LETTER TO CANADIAN INDIAN BAND

Instruc;ions

DSHS 9-537 18 a form letter to a Canadian Indian Band notifying them that
a petition has been filed in juvenile court. This 18 to be completed by -
the service worker in duplicate. One copy goes to the Indian Band and
the second copy is to be retained in the service record.

oA
.
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DSHS 9-537 (12/80), LETTER TO CANADIAN INDIAN BAND

DSHS Fle NO . o . L e

Yo . .. Canagian Indian Band

This letter 13 10 adwse you thet 8 Court heanng (3 scheduled for _ __ _.

iMame of Chutdy

—— . —— o — e s e e on . - -
. (Butnasie of Crwic) (Dave sna Times
at . — eiem——.. . tetephone number _ _ .. ... .
Pace Of resrng)
Cause NOo eer oo . Tne hoarning may rasuit in | | foster care | | temporary o
permanent 108s of parental rights_ | | othe:

There ¢ reason (0 Deheve that . __ . .. e e e e e e e cmrme o e
ina of the . . . e e e me 2 Canadian Inguan Banc
Tha child’'s mother s ———— - IO --. her ad-
OO B oo et e+ e o mers b e s e —— = —. 1NE CRI'S Tother
13 . JOUUURRRETUREN YT B 1. 7. 1.1 T ST U U U RS

This tatter 18 10r PuUrPOses Of NOLILCBHON Only As 8 Canadian Indian 8and. you do not hove the automalic right
10 intervene 1n 8 (LACal Drocesding oOf he United States. nor 10 request thet fhe case be transterred 10 the
junisdiction of your band

However. please contact mae if you want more inlormation about the situstion and/or f you have serv:ces that
you woula Iine t0 offer to the child or tamily | wit look forward (o hearing from you

D%HS Servce Worner

OSHMS Aoares

DSHS 1eephone Number

O3 Letter 10 Canadun 1ng.en Bana

Ol 8432 (17 3 . %{
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DSHS 9-538 (12/80), LETTER TO CANADIAN INDIAN PARENT

Instructions

DSHS 9-538 is a form letter to a Canadian Indian Parents of Canadian
Indian children. This is to be completed by the service worker in dupli-
cate. One copy goes to the parent and the secoud copy is to be retained
in the.service record.
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DSHS 9-538 (12/80), LETTER TO CANADIAN INDIAN PARENT
| N
i
DSHS fue No - o e m— - e s .
.
Dear e e e e
.
This letter 18 (0 let you know that & court hesrng is planned 10+ - .
N e e - _— al . e e e — T
Loratang
. telephone number . .. ... .. ... P P .— cause no . - ‘
‘
Yhis court heering could result in | | toster care fur your chig, { | 1he Daositment of Sac.at ang Heaith ‘
Services’ taking custody of your chitd, { | your clitd Deing taxen away Inrever | | other - }
Thus i8 8 very 36110Us Matter 30 please cOme 10 the heatng You Nave the rignt (o an altotney if you cannol ’
aftorg one. an stiorney will De 8pPOINIed 10 yOu Dy the judge n court on the day of the hessing ‘
It you have any questions sbout thig letter Or the court haaring. plesse feel tree 10 Celt me at 18laphone number
——— . 8Nd 1 will tal} 10 YO aDOU! (hese matters .
~ BN
’
Very tiuty yours
|
:
OSHS Service worer - ‘
IS aogress
039S Truphrone Mumper
¢
f
|
[T WY 10 Consg-an ing.an Pargm \x»u«.'-'
D498 8% 2} @ ey -
— ~
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'DSHS_9-539 (12/80), LETTER TO TRIBE ~ ENROLLMENT STATUS

Instructions

DSHS 9-539 is a form letter to be completed by the service worker. This
18 a request for an eligibility determination of a child’s enrollment in
the tribe of his/her parents. 1t must be completed entirely for a com-
plete, accurate determination and sent by regular mail.

Two copies are to be cdaplated. One is sent to the tribe and the other
retained in the child’s service record.

n
AR |
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DSHS 9-539 (12/80), LETTER TO TRIBE ~ ENROLLMENT STATUS
.
SHS Fie No ——ve e e s e e ——
TO — Tnbe
The Depaniment of Social and Health Services recenily recerved a reterrel in mg&d 10 8 child whoso namae is
e —— e emmm s ot s et e ae e e WA DOR ON
pee e WO ——————— . and
_ —— N - The chiid's ptace of birth was
o = ———— 4 m —— e e - . .+ —.— In Oorder to deternine wheatner thig
CRIId 8 SUDJECt 10 Ihe Provisions of the Indian Cid Weltare Act 125 USC 1901 and/0r the Indian provisions of (he
Washington Admenirative Code. could you prease pivide me with ganswars 10 {he 10110wing Quesions
1 i3 the child's mother . _ .. ... . . . 11
of buth, ___ .. . . .l ... e . ~. presently an enrnlied member
of the ..
e
2. Isthe chiid's tather. o L . ... .l e e ’
<—
otLIMh L e e . . .« «--~ Dtesenliiy an enroited member of
e . e cmcee. Trupe?
I Lo e . .. . . .. presently an enrolled member
of-the ___ ___ __ Tribe?
4 it the chilg, .. — e emmmmm e e e e e e e s © e e e e e ... 18 NOt presently
I <
an anrolied member of the  ._. _ . . ... ... . e - Tabe. 19 the chiuld
ahQibie for meambdership?
S What kinds of case planmng services 8nd/ct Cuurt involvement can you offer?
|
.
! Since \his child's legal status 1n regard fu :he Ingian Crild Weitare Act and the Washington Adminiatrative '
| Cooe 18 uncertan we are unadle 10 properiy plan (or the chitd 0 the absence of (he infarmalon requested from ]
you. Your eariirst response will e mast apprecuted i
© i
Sincerely ) .
|
- 0SHS Seveke womser ToTTTTmTTT
0sns Aagiens Tt T
DSHS tewanone Numoer -
OSHE Letter 10 Toune s Frruument Sravue
033 §158 '7 40 )~
T,
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DSHS 9-540 (12/80), LETTER TO BUREAU OF INDIAN AIFAIiS = TRIBAL A!!ILfATIONS
Instructions

DSHS 9-540 is a form letter to the Bureau of Indian Affairs rquesting
assistance in determining a child’s tribal affiliation. The service
worker must provide all known family information from the child’s
record (i.e., father/mother names, other relatives, etc.) and send by
regular mail. o

Complete two copies and send original to Bureau of Indian Affairs and
retain the other for the child’s service record.’
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DSHS 9-540 (12/80), LETTER TO BURFAU OF INDIAN AFFAIRS -~ TRIBAL AFFILIATIONS

OSHS File No .

‘Portiend Area Director

Buresy of indian Afteirs
1428 NE irving Sireet
Porliend. OR 97208

Dear 8ir or Madem:

Pursuent to the wovuiom‘ of the Indian Child Weitsre Act (P L 93-808). | em writing to requas! your
SeEIANCE in GEtarmMININg whother O not 8 chikd known 10 this sgency 18 an indian Child within the mesning of the

. the chitd's birthdate is

indign Chil0 Wettare Act Thechidsneme s . o

. and the place of the chikd's birth s
Although our information suggests that thie ¢hild is of Indian hentage. we have been unadie 10 develop sufficient
information 10 identity any probabie 110a! affiliston 101 the child The mior we have the 9

Since this cﬁlw'. lega! status in regard 10 the Indran Chiid Wellare Act 1o uncenaein. we ase unabie to properly
plan for the child in the of 1ha ntor ted Your eariigs! re8pONnos will bo moet appreciatod

Sincerely,

D8HS Servce Worker

O8M8 Adcraes

O6HS Telppnone Wumbs:

DO Lamw 19 Qwasu Of Indien
Afgrs o TrOml Attdozone
l‘&

OWCE 5008 138Dy

—~ Iam,
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DSHS 9-541 (12/80), NOTICE TO INDIAN TRIBE, BAND OR NATION

Instructions

DSHS 9-541 1s a legal court notification document. The service vorker
will provide a copy to .the juvenile court staff person responsible for
providing notice of a pending hearing. This is to be completed entirely,
by the court and sent by Registered Mail/Return Receipt Reguested. A
copy must be obtained from thecourt for the service record.

" The service worker will provide a copy of DSHS 9-535, Letter to Tridbe -

Notification, to assist the court in completing this document.

NOTE: DSHS 9-542, Notice of Intervention and Request for Continuance
' is to be attached to this document &and returned by the tribe to

the court.
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. DSHS 9-541 (12/80), NOTICE TO INDIAN TRIBE, BAND OR NATION
'
SUPEMOA COURT OF WASHINGTON FOR COUNTY OF
W RE THE WELFARE OF )
) L)
- : NOTICE 1O
o Inchen Chia ) NOIAN TRIBE. BAND OR NATION
)
. Pursusnt 10 the indran Child Wellare Act ot 1876, 23 USC 1901, d you are & tedereity recognised indien ¢de,
Band Of AGHION 8nd NG SEOVS- Aemed Cheid i ot stigrhe t0 0y Out Wede, yOU Nave SOSOHIC ghts’
which o Geacribed below
YOu 876 heredy noted thet o | | t [ g "g reQardwng the above-
Aemed Indhen CIWG 1 Tes COUr WINCh Moy fosult i | | loster care. | ) Y Or per toes of
m.||amAwnmmamm._"-& [ I
—— Couse Mo o ihe County Superor Coun foceted ot
umber
J Thalthe cheid s _____ years Oid. and was 0N Oh the dey of o
= Inat The Chid ree00s wah ha/her [ | poremis). | | Indian custoten. [ | corateher ¢ & Aome locaied ot

e e ae | ) OVABGR | | M0 the a1 07 e0r DOUNEIES OF

(

e — - Ingian . OF tRat the cheid s = | | an inden

Toner nome toCed N County. | | 8 non-inchen losier home localed

Counly [ | other

That the Cheid's mother @

she res.des ot - -

The ched's father s —— ‘ . .

Hig enwolimeni Aumber 18

Thet (Nere i3 16a30n 10 DEliIGve that (he LhiLd 1§ 8 8n10Ued Mmember Of the

Tribe, Or ehgedie to be - the Tride. (hgt the U11be has ihe

2000010 11N 10 1Eervene 81 By POIE 1 the LOUN < 1Hyou wish 10 e gt of nd
W.mwuim.mnmmw-wcmw-uumw‘owvmwmm
T e MmOs] 70CIve Way 10 HUSrvOne ANGAM 1EQUeN § COMMMUENCS 4 10 1+l Oul e Stlached 101 M and return € 88 000N ‘ l
B8 POV DI 10 ... ... .a.. th s ses me o e seaesaeas 81 the following address

e e —————— teloprone number  _ . .. _

— comm The 11Be con olo.

HMervene Oy DOsOnslly aODBS G 8t IRe Aest SCRedUIed hesring

ROTICH 11} wOram toust
BARG O MA 1O b

L= YRy

(t
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DSHS 9-541 (12/80), NOTICE TO INDIAN TRIBE, BAND OR NATION (Cont.)

That you heve (he right 1o 00100 1hE COUN 10 114MIaT I1he DrOCHRGINY 10 the 1 BTN OF NG 11 e tyow wahn

0 FEUVEN & I 0NSTr. DIsORe tue & 1rANIIY POLINGN G8 SOON 88 O e g rotce |

v delay moy |
oUW dergl of INg 10quesi for trensior
TREt yOu mMay wh (0 CONIBEE BNOMNET 11D O Indan org tor retorral, anasor
M“’nwmuuaw OrQanU ahion 8 The __. - —
tocated o C—— . numoer’
1 you we not Y . y (ocogr 11108, this AONCE 4 Only 1o edvce rOu Of the forthcoming

I

; GepONISNTy PrOCEINS TOU 80 NOL have 1M 1M Of absOIute :f-vlmmb?f 10 10QuUett § twenly Boy CONMAUSNCE. OF

| 10 requent ranater ¥ou OO Rave the rght 10 11ie 8 107Mal MONON 10 iNtervens with the cournt, no-onv 1R COUN hae |

: the diearetion 10 90 O Seny yOur reQuast YOou Con, 1OQM T108 Of YO $181US. OFter ANy 17Dt BOGCI! BerveCes thal ' |
e sveltable to the Chig and/ar tamiy

PIoa0s 1080 the «OrMetion COMAINGD N 1N1s NOHCE 8na Petion conlidential

OATEO™s ___ _ dayol ... .

e et e . A,
Smon w Coun Peosatan Connoster A |

NUTCL 1O SuDeam toume ' .~
SAsD OR A TOm ) .

L W RN N
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DSHS 9-541 (12/80), NOTICE TO INDIAN TRIBE, BAND OR NATION

SUPEMOA COURT OF WASHINGTON FOR COUNTY OF

W RE THE WELPARE OF )
NO

NOTICE YO
INDIAN TRIBE. SAND OR NATION

an tndien Chwd

Pursuent 10 the Incron C g Weltere AQ 01 1976. 73 USC 1901, # you 50 6 R0 aity recOQnEed I@Lan wide.

DG Of NSO BNd ING SOOVS- ALNed Chwid &b O ol iiie 10 " yout #1908, yOu Rewe 80Seilc nghts

whiGh i@ GENCr ibed Delow

You ere herety nothed thet & | | SN [ QI eng the sbove-
Aemed Indisn Cheid 11 tixs COun WiNCh Moy result 1n | | tooter cove: | | ¥ OF por oes of
m,(|umAm¢nl~m-mb¢l~._-¢.d . w__ o
JE— ] ”ihe County Supercr Count iocated o

umber _ i

Thatthechid @ . y6ars 0id. endwes DOTA ON the dey ot e nd
et e Ched roba0s weth haher | | paremiist, (| Ingion custodien, | | coraieaes o & home loceled o
P _.A_.A..‘_-l | outaede | | wvesge the e ierior DOVNESNes of
the —_ - Incan Reservation, of (AL the chid » = | |um‘

s w-wmunm._._. County. | | 8 non-Incken IOSter AOMS lOCEIed W
County | | oaner

TR the CRITE MOINGr B . o oo\ e e e MO MCON AONE S —_———
e ORI B e e L e = e ———— Her anroNment Aumber v . .
The cheid's father 13 ..-‘- p— Y7 Y

His encoliment Aumber 16 _

Thet INera 13 160 10 DElieve 1hat the Lrld 1o 84 $n10UE] Member Of the

Tribe, o0 ehgedle to be d wthe Tribe. thet (he 11D Ras the

Mn:mwm-wmnwmuum Hyou wsh i g ot ong

mkom“lm.!unwoﬂoﬂmu\ocww-uumwnMymmﬂmM

e most sftectve way 10 MUErvens end/Of (equeet & CO 10 it ovl the 0rm aturn @ o0 2000

#8 POREIDIe 10 L. ... L. . el aen - ._...-.... 8t the. following agdress

o e DRONe MuMDN ... . —. .. The lbe Con oo
Ov DarsOnally NG 8t the Aeat schaduied hearng

NOTICA 1) Dian Al .
BAre) R 2eh T

LTS XSy e






That you have 1he r:ghi t0 081N NG COUN (0 iranater INe DOCE0diNg 10 the pr edeciion of IN i1 iDe I you wah

40 reqUENt's traneter, Please 1ue & transier DENION 86 800N a3 e g notice \ Y Getoy mey

repult 0 dergl of Ihe tequest for (renster

TRot you Mey wen 10 COMBCT SNOtREr tribe Of Indian org for retereot, anaror

ervenuon The nesrest nde Of INGIBN OrGany ation & the

focated o — C ——— - number

" you e not y & iy g 11,08, (N NOteca 4 ONYy 10 Svrme yOu Of the tonRcoming
CEOSNASNCY H/ECEBrE YOuU 60 NO1 REVE LI Figt Of S0SOIVIE Infervent:on [0 /OqUET! & TE ety oy CONNALENCE, Of
0 reQuUEN ¥anster ¥ ou DO Rave INe rgh! 10 1@ & 101 Ml MO1:011 10 IMErvend with the Court. Nawaver 1he Court Nes
he drecreiion 10 /8N Or Jeny yOu? 1equast You Con, regardieas Of yOur alatul. Otter any irdal 60Ciol serviCes Ihat
e avellabie 10 The Chi\g and /Ot famely

Pio6se £ 60D 1he 1OMEtON CONENED M IN1s NOLICE SnD Pellon conlidential

OATEO e ______ deyol .. et e e "

hvon e Coun Proaman Comtie:

WUVCL 1O wOram a0
BA0D OB A TION 2

O Pt e
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DSHS 9-541 (12/80), NOTICE TO INDIAN TRIBE, BAND OR NATION (Cont.)
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DSHS 9-542 (12/80), NOTICE OF INTERVENTION AND REQUEST FOR CONTINUANCE

Instructions

DSHS 9-542 18 a legal court document for the court to determine a
tribe’s interest in intervening into a child’s case. This will accom-
pany the DSHS 9-541, Notice to Indian Tribe, Band or Nation. It will
be returned to the court as the tribe’s formal reply to intervene or
not to intervene. ’

The service worker will provide a copy to the juvenile court staff for
completion. A copy of the completed form must be obtained from the
court for the service record.
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DSHS 9-542 (12/80), NOTICE OF INTERVENTION AND REQUEST FOR CONTINUANCE

SUPTRION COURT OF WASNINGTON FOR COUNTY OF

JUVENILE DEPARTMENT

N RE THE WELFARE OF
NO

NOTICE OF INTERVENTION AND

o ingien chig AEQUEST FOR CONTINUANCE

.

TO: Juvende [ - end 10 Other Perteas and Thew Counesl of Recora

NOTICE OF INTERVENFION

YOU AMD BACH OFf YOU wil plesss tehe nOtCO thel the _ ..

tadian W OB REredy SDDO N m-w-':ommod COUSE aNnd (PSS tREL SACH OF the DErtias 10 TN16 PrOCOIDNG
@G (el COunset O (0COTd DI OVIOS the UNGEre:1gNed wiih cOGeS Of all GOCUMENMS her safter (1o Wi INe COUM  the

ShOve PrOCSENNG. BNd wih NOtice Of &l hearinge herensfer se

$aid papers and plesdmgs 876 (O be sent or to the I

InGLen tribe at the 804638 1819d Delow
REQUEST FOR CONTINUANCE

{ 1The HAgsan 171D TOQUERIS BA BISHIONS! 20 day§ 10 Prepare Hor (he

Srecseming 88 provided for «n 28 USC 1912

INginn tribe 30 NOI (SQUESI &N 8dGHONel 20 days 10 Drepare

L TN ———

for 1he Proosacng

OATED he . . _ S8y Ol e e - .

Vi o

Vi Adw-ene

WO TG OF 141 SvENTION A0
ABRALT POR COwT SparaCy

Lo X PR N
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DSHS 9-543 (12/80), NOTICE TO PARENT AND/OR INDIAN CUSTODIAN

Instructions

DSHS 9-543 18 a legal court notification document. The service worker
will provide a copy to the juvenile court staff person responsible for
providing notice. This is to be completed in its entirety and mailed by
the court. The service worker must obtain a copy of the completed form
for the service record.

The service worker will provide a copy of DSHS 9-534, Letter to Pareamt
and/or Indian Custodian, to assist the court in completing this document.

NOTE: DSHS 9-544, Request for Continuance, 18 to accompany. this document.
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543 (12/80), NOTICE TO PARENT AND/OR INDIAN CUSTODIAN'

SUPERION OOUNT OF WASKHING TON FOP COUNTY OF

™ AE THE WRLFARR OF
. NO

NOTICE TO PARENT AND OR

on tndian Chee INDIAN CUSTODIAN

Neme of Chid —_— - PR ————
Mace of Bt e e et 4 e e e
Deota of Biren - B R S SR
Tribe AMMeNOn e e e L

Pursuant Lo the Induen Chitd Weitere Act of 1470, 23 USC 1901 you sre horaty noUles that 8 | | dependency.

] 9 D t0¢ {hg SBOW: 10 4nChidd s e COUn, whuch may resuiin | [toater
oare. | | 1emporery 1ose Gf parental QNS [ | permenent 101s Of Dere e nghts. | ) oiner

A heonng is echeduted for the ______ adey of ., . T | o U,
Couse MO _____ ————— 8 he . e — e Coumy.

L] - s Washe: gtOn  Tha tetephone Aumber
You hewe e g 10 8N SH10rNeY: If YOU CONNOL GHOID Orve, an aftOIne s wiil be eOpOITted 10 YOu Oy Ihe [udge i~
court on the doy of the Nearing
Vo‘u 89 further nOtif1ed INel yOU Mave 8 (Ght 10 FEQUEN! that NG CE3a De Iranaterred to the tribal coun of the

cee Indien Agvervation Ingt you Nave ing i 1o w’ou-! and be

Honted an adaNIONel twenty Geys 1O Drepare 1or DALICIDALO - 1 INe Hocoedingy, 1f you wieh (O request the
SAINON time, Hi OUL e $1ACHE0 107M &Nd raturn if 81 130N 88 DOSSIDLE 10 1he Dependency Fr0nenon Coungutnr
[em—— N Ll TL R ST . ce em e e

e e e i e e (SNPRONS UMD -

Amenie Coun *voreen Catesms

MOTION 1O PasBuT ANOO®
A CuB ! COreR

O o 0ch (¢ GRan
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DSHS 9-544 (12/80), REQUEST FOR CONTINUANCE

Instructions

DSHS 9-544 18 a legal court document. It 18 to be provided by the
service worker to the court, and completed by the court staff person
respongsible for providing notice. It 1is to be completed and sent with

DSHS 9-543, Notice To Parent and/or Indian Custodian, and returned with
the parents’ signature.

The service worker must obtain a copy of the complated document from
the court for the service record.
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DSHS 9-544 (12/80), REQUEST FOR CONTINUANCE

SUPLRION COURT OF WA SHING TN FOR COUNTY OF

W AZ THR WELPARE OF
NO

HEQUESY FOR CONTINUANCE
o Indian Child :

|,

TO Jwveniie O y Pr C

Al Other Perties and Thair Couneet of Racord

(X - 1he pacent or indien custodhen of

. MLy (0qQuEst 8n 8OCiONEl (wenty {20) daye 10 prepard

. 00F IND ProOBItngs i (NS METICY, B8 DrOvided fo¢ in 23 USC 1917

.DANO this any of ___. e e 198,

MLOUEST FOR CONT s anCl
L YT 2N

N
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DSHS 9-545 (12/80), NOTICE TO SECRETARY OF THE U.S. DEPARTMENT OF INTERIOR
REGARDING AN INDIAN CHILD ' o

Instructions

DSHS 9-545 18 a legal juvenile court notification document. It is to
be provided to the court by the service worker. The court staff person
responsible for providing notice will complete and send.

Iwo copies are to be completed. One 18 retained in the child’s service
record, and the other sent to the Bureau of Indian Affairs.
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12/80), NOTICE TO SECRETARY OF THE U.S. DEPARTMENT OF INTERIOR
REGARDING AN INDIAN CHILD h

SUPERIOR COURT OF WASHINGTON FORM COUNTY OF

IN RE THE WELFARE OF
NO

NOTICE TO SECRETARY OF UNITED
STATES DEPARTMENT OF INTERIOR
RL.GARDING AN INDIAN CHILD

o inden Chid

10 - [ —

" Mursusnt (6 the provrsoms of 28 USC 1901, 46ction 1812, you ara heveby Aothed hat Ihe ebove-named ndian
Child 1 the SuDect Of Bn 1vOlUNtery Chid Cuslody PrOCe eding in tng A00ve-eMitied COUt YOou ¢ luriner nothed
that the OHowINg Mo mEtion CONNOl b Seter Mined
[ ] The domtity OF 80 ChilO 8 Parents
[ 1 Thelocation of sard chide Derents
{ | Yhe identity of sewd ChiTS indien tribe

The 101Iowmg IO MetsON 18Q87dINY 0asd Chuid @NT Mg Or Ner taMuly 18 Rnown 10 1he Depiriment of Social ana
Hoalth Services sndror this coun

) CwiContineme _ . . ... O,

{ )} Chugsbdwtnase _ e e e . .

{ ] Chidebrinpiece _

1 ] Noemes of cheif's parerds Of Indion custoden  _ _ _ J—

Moiher's Maten name -

{ ] Sinheseotmother ___ .= Brinplace of motner

Binaste ot tether . L . L ... Buinolteceoffether .. . _ .. ...____
1) L;ano« Of child's DarONts O Indisn Custodien L
| | Todbaethhation of mother _ __ _ _ . __ . en‘dliment number . ..

father ______  _... . .. OnrOWMent number s e e e e e em .

;m . ——— —— - — —— - —_— O ORMSN AL e . emm e h w — e
t | Any agonions wformelon _ . .. .. - . e e e

nge the childs legel slstus W reQerd 10 the tndian Thid Weilarg ACT 8 UNCENEN, we &re UNedle tO P/ Oty
an 101 (K Chid 1 INe SDSENCE Of TR MICAMBION 10q1asted Pieass (#8PONG wihun 1en days Of rece:ps OF this

DATED thrvs _. ey ol . . .. .o1ee

snenie ey Pronm o G onontime

M CT YO M RGNS

N
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S,

- DSHS_9-546 (12/80), CERTIFICATE OF PRESIDING JUDGE
Instructions
DSHS 9-546 18 a legal court appearance/relinquishment document. The
service worker will provide a copy of this form to the court staff
person responsible for providing notices.
The service worker must obtain a copy of the completed form for the. f
service recorde. ' ' : : '
|
|
|
|
it
N’
.
i
|
T
~— A






DgHS 9

=546 (12/80), CERTIFICATE OF PRESIDING JUDGE .

SUPEMOA COURT OF WASHING TON 1 OR COUNTY OF

JUVENILE DEPARTMENT .
N G THE WELFARE OF )
' ~NO
, .
) CERTIFICATE OF PRESIONG JUDQE
(X3 )
— e e ———— .—__.l
OﬂlM._.__“dlvO'._.._______. — 1R - — e e e
he Astwred _ . _ ot ———— .

YOTOERY SCANOWMGQed My Oreoence. (he! On

tolowing pacers | 1 Worwer ol Mg 10 Raceve NOYice snd Appeerenco | 1Avthorustion 10 Reteere Intor metson

1 1Coneent 10 T ermminetcon ond Warver of Might 10 Recerve Motce of T ¢ unalon Procesdings. end( | Potiion tor

Tormenation of Perent-Chia el gtonehep

—_ - .~ Pes furiher aAnOwiedged Inst the terms ang

CONBERUENces of (e Consent werd hiHy captanod in Gotad n

19 he/ahe signed the

LY

Ormery 16nQuage. 8nd thet he/she fully UNGerI100d what Inese would De, vy

o logel rights and oDlgalons W reeDect 10 said Child and Ihe wover Of any gt 1o receive Adtico of the

WIMINSLION DI OCERdNGS

The minor chid.

e —— s+ — e L 90N 0HOT YO #1iDIE 10 DO @V OIS I
the — .. Teibe Hig.her ervoiment Mb.r -
e TR A _ B e E——— W X * T TSV T VY
—_ Tobo Wa/her aodross -
OATEO Ive _ . . ooyt __ .| —_ - . ",

B tier

CENTIACATE OF PREIIOMG ASOGE
L LTI

of
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DSHS 9-547 (03/81), MOTION TO TRANSFER JURISDICTION TO INDIAN TRIBE

Instructions

DSHS 9-547 is a legal form to be used in the Superior Courts of Washington.

It 18 a motion asking the Superior Court to transfer jurisdiction of a
juvenile proceeding from Superior Court to Tribal Court.

The DSHS service worker is to provide this form with DSHS 9-54 to the

appropriate person in the juvenile court system.
be filed in Superior Court.

The motion will then
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DSHS 9-547 (03/81), MOTION TO TRANSFER JURISDICTION TO INDIAN TRIBE

SUPRRION COURT OF WASIMINGTON ¥ OR COUNTY OF

JUVEMLE DEP AR TMENT

L]

MOTION TO TRANSFER AMISDICTION
UNMDEW 28 USC 1911(D) TO T™G TRBAL
comrorne
TRiRE OF SAnANS

The wnier 4gred SHOMEY M0ves s COownt (07 n Oraes i Heneler WHeBCIon Of ihene PIOCOHRdnge rom thas

countro e TribeiComvofme ————— . MO Of ACipne

Thea moNOR @ DRI O e rOvearone O 26 Ui 191 1(B) and the foRowng

DATED tvea day of - e P | SO,

TR E R st O 10
- vaas 1O ¢
e e

i
i





7m*744f444*7"______—"—————__________—-———_____________________W
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\_. DSHS 9-547A (03/81), ORDER TO TRANSFER JURISDICTION TO INDIAN TRIBE
Instructions ' ‘ ‘ |
|
DSHS 9-547A is a legal form to be used in the Superior Courts of Washington.
It is an order that transfere jurisdiction of the juvenile proceeding from f
State Superior Court to Tribal Court. ' |
|
The DSHS service worker is to provide this form along with DSHS 9-547 to
the appropriate person in the Juvenile Court system. The order will be
entered and filed in Superior Court. The service worker should obtain a
completed and signed copy of the order for the service record.
-
\/






Manual G
23.80 (cont.)
DSHS 9-547A
Rev. 33 - 6/81

b
DSBS 9-~547A (03/81), ORDER TO_TRANSFER JURISDICTION TO INDIAN TRIBE
SPEABOA COUNT OF WARMNGTON FOR COUNTY OF
AIVENLE Of P AR TMENT
DBFENDENCY OF H
H NO
H
) ORDER TO TRANSPER ASRBOIC NOM
) 10 N TRIOAL COURT OF g
. ) - - ——_ TRDE
) OF ANy
)
mmmm:«-m.m:«mwmmmnm 10018} dor tanstor of
Md“nmhnhmwhvmomum. -~ - g of
m.ﬂﬁmwwdﬁmm.m ereton e
1713 HEREGY ORDERED hat theg covn 19404508 80y nd 4 jurred 100 O Thase Proceedenge and onsler
e coms to W TomComotme . _ . - Tribe of aane
OAtEDwe .. _ geyaor P . e LU
T T T O A SR T
——~~
Presestad oy
GRS i TP T e e
11 rangwearronay
1 omows Camrwommee o : + -Onea .-na-q-
| A B Tvem [ . — T
. —— - (1 ATIONE Y $0R Guancun 0 L e
1
1
90 WMASIITA AwoC wom
O oiem wwa >
e maans
—— N
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DSHS 9-548 (03/81), MOTION FOR THE TRIBAL COURT TO ACCEPT JURLBDLCTION

Instructions

DSHS 9-548 18 a legal form used within the tribal court system. It is a
motion asking the tribe to accept jurisdiction of the juvenile proceeding.

The DSHS service worker is to provide this form along with DSHS 9-548A to
the appropriate person within the Indian tribe. The motion will be filed
in tribal court.
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DSHS 9-548A (03/81), ORDER FOR THE TRIBAL COURT TO ACCEPT JURISDICTION
Instructions

DSHS 9-548A 18 a legal form used within the tribal court system. It 18 an
order of the tribal court accepting jutiadiction of a juvenile proceeding
from State Superior Court.

The DSHS service worker is to provide this form along with DSHS 9-548 to
the appropriate person within the Indian tribe. The order will be entered
and filed in tribal court. The service worker should obtain, whenever
possible, a completed and signed copy of the order for the service record.
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General Policies Kelated to this ﬁyrvicp AT

AL

The department of fers Family Reconciliation Services on a voluntary basis
to families in conflict or with runaway chitdren.

Departwent policy is to keep familics intact and strenpohen and support
the family units so as to preveat out=of-home placemeat.

The department will operate a single 24-hour, 7 day-a-week intiake system
for emergent situations including families in conflict, runaway children,

and child abuse/neplect cases.

Fach Community Scrvice Office (C50) witl establish and WATnLaln agrecments
and procedures with local law enforcoment agencies to facilitate provision
of 24=hour FRS by the €S0, :

Faclh G5O shall cstabhlish and waintain apreements with Lndian rribal social
service agencies and statt oamd tvaibal law entorcement apencies reparding
24=hour FRS availability within the boundaries of Indian rescervations.
Such agreement s moay inctude BIA and todian health services progran avail -

abilivy.

CSOs may establish agrecments with other Jocal agencies soch as Crisis Line
and/or the community mental health center to provide a 24-hour a day, 7
day-a-week answering service for FRs.  The answering service will not
screen cases, but will refer all families in conflict and runaway children

to the CSO. .
i

Tie intake system will provide, at a minimum, a telephone consultation
botween a service worker and the client(s).

Prior to placement ot a chiltd, cvery attempt shall be made, throngh the
provision of familv reconciliativn services, to prevent the removal ot a
child trom the ftamily unit.  For placement services, see Chapters 31
Crisis Residential Center, 32 = Child Foster Family Care, and 34 - Private

Apency/Chitd Group Care.

In placewment ot American Indian chibdren, cxcept tor cmerpency receiving
home placements for protective purposcs, procedures of Chapters 32.33 -and
34,39 shall be Tollowad.

After intake/assessment and when Turther connseling ix needed (to prevent
out-of=home placement, cte.) the counselims Cime will be at Teast 60 por-
cont face-to=tace.  Fhere shall atso be tlexible scheduling ol appoiutend -
fo meel the familyv s needs and to provide counseling in the Famity s hose
or a neutral n:nmenuni(;.' S(:t[in),’,.

AlLer having cotered PRS and whi'e a chiald isoin Feceiving Lome or s b
crisis resident ial carc, Ui conlvactor or CStowilb contimee to provide
COSL O The contractior wilt coordinate with CS¢ seabi who are vesponsihle

tar tiling petitions and completing other vourtsrebated fanctions.  (See

Chaptev 23, Juvenile Court Process.)

’
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Children are maintained in their own home unless they are abandoned,
are being abused or neglected, or there is a manifest clear and present
danger they will suffer further CAN. A child is returned to his/her
own home as soon as appropriate.

The fact that a child has been reported as allegedly abused/neglected
is cause for CPS investigation.

A complaint or.referral concerned with abuse, neglect, or exploitation
of children shall be accepted by the department from any source,
including one made anonymously. (See WAC 388-15-132(1).)

Families and children who are receiving social service from a non-CPS
worker when a complaint alleging neglect, abuse or exploitation 1s
received must be reviewed by both the CPS supervisor and the supervisor
for the other service. This review must be documented in the case
recording (DSHS 2-305) by the worker providing the service. The CPS
gervice worker has responsibility for the investigation and ongoing
phases of ,service related to the CPS concerns in all cases. The
gservice 18 to be opened as CPS on the DSHS 14-154 (X), Social Services
Authorization. (No additional action on the open DSHS 14-139(X),
Social Services Application, 18 necessary.) The service worker f{nr the
other service has responsibility for the non-CPS aspects of the case.
All service aspects of the case are to be coordinated by the super-
vigors and service workers.

DSHS employees and volunteers are mandated by state law and by rules
and regulatiouns to report chiid abuse and neglect. Employees will be
expected, in most cases, to discuss the matter with the parent(s) prior
to making a referral. DNSHS volunteers will ordinarily not be expected
to discuss their report with the parents directly.

Military families living off wmilitary reservations are subject to
general community CPS jurisdiction. Guildelines for the provision of
CPS services to on-post families must be resolved administratively with
the base commander or his/her designee and the DSHS Regional Director
(RD) or designee. Mutually daveloped -written guidelines and procedures
Are necessarve. : I

The State of Washington has clvil and criminal jurisdiction on American
Indian regservations. Requirements for reporting and provision of CPS

case services apply on all American Indian regservations. The policy of

the department 1is to deliver CPS services to American Indian clients in
a manner designed, .where possible, to utilize Indian resources, to keep
Indian families together, and avoid separating the American Indlan

child from his parents, relatives, tribe or cultural heritage as per
WAC 388-15-131. (See WAC 388-70-095.)

The CSO administrator via the CPS unit will establish procedures for
providing program {nformation to the community and for receiving
repores from community sources and from within the CSO.
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A mutual written agreement will be established hetween the CRO st
and local law enforcement agencies to enaure the fransmftecal ot civeild
abuse and neglect incident reports and reports of the result ot inve- -
tigations from law enforcement to the CSO and to ensure appropr [t
referrals from the CSO to law enforcement.

The department maintains a Centiral Registry which is a centralirad
storage and retrieval system of required case information obour -i1:
substantiated reports of nonaccidentally inflicted death, physicul
injury or injuries (abuse), physical neglect, sexual abuge or mental
injury (emotional abuse and/or neglect) of a child or developieor iy

. disabled persons of any age.

In response to all referrals, the service worker acts as a clieunr
advocate for both parent and child and seeks the most appropriar: and
effective resource possible. When the interests of the pare st i b
child conflict, the child’s interests/rights should prevail.

CPS does not provide gervice to adults or to developmentally i . t.iod
persons 18 years of age or older. Such services are provided v
Adult Protective Services (APS) section. (See Chapter 44, Adv-t:
Protective Services.) :

CPS doeé not provide service in the case of third-party abuse oun:.aa
the parent or surrogate parents are unable or unwilling to prerar T th¢ e
child or have contributed to the problem. priy

CPS does not prdvide studies to determine if a marriage 1s 1irve-
trievably broken or to make recommendations regarding custody c¢. the

children.

CPS does not investigate possible criminal violations for criminni
prosecution.

CPS does not investigate possible violations per se of the school
system’s Statutory Code, Administrative Code or other statemc:t:
regard. v discipline for the purpose of determining whether u wiuiniton
has occ. . red. ' . :

A CPS vorker way transport a child only under one or more of ti:
following counditions: _ i

[

l. There 18 a court order directing CPS to take a child fata rusuady.

2. The department has custody of the child through previons :urt
order.,

3. The worker hasa current written permission for transportation
signed by the parent or those legally responsible for the child
and signed by a witness. _ -
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1. The circumstances have changed or been corrected which brought
about the report or complaint and it can be determined with a fair
degree of certainty that the change will be maintained when the
case is transferred to another service or terminated; or

2. The parent(s) or parent surrogate(s) have demonstrated that they
do not have the capacity or desire to use CPS and that the mal-
treatment is of such a nature that the court cannot become
involved and there are no further actions that can be taken to

protect the child(ren).

Financial: CPS is provided without regard to income. Homemaker
services, day care, foster care, and chore services which are provided
in support of and as a part of the CPS plan can be given without regard
to income. Runaways who are in clear and present danger of abuse,
neglect or exploitation are eligible for receiving home care paid for
as a protective service. Office of Support Enforcement (OSE) may ask
the family to provide financial participation for foster or receiving

caree.

The parent(s) or surrogates are to be notified when servicee are to be
provided by CPS and when services provided by CPS cease.

26.20 PROGRAM STANDARDS

26.21 Program Expectations

All program expectations will be documentable from the information contained
in the case record, as appropriate for the specific case.

The CPS worker will:

A.

D.

Respond to all CPS emergent situations within 24 hours (see 26.14,
B.).

Respond to less emergent situations within 48 hours (see 26.14, C.).

Contact collateral sources 1f/as appropriate during the intake and on-
going phase (see 26.33 and 26.34).

Coordinate investigation and service delivery if the case 1s already
active with the agency or any other service agency/professional.

Follow the requirements of WAC 388-15-131 and WAC 388-70-095 upon
determination that the reported child(ren) is American Indian. (See
Chapter 01.04, American Indian Policy Statement). Document in the case
record the steps taken. (See Chapter 32, Child Foster Family Care,
regarding the placement of Indlan children in foster care, the special

requirements, and working with the CSO Indian Child Welfare Advisory
Commictee.) '

p. 11
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Complete the investigation phast of the case process within ¥ . i adar ~
days.
At the completion of the investigation phase, notify, {f appropriaz.,

the referring person/complainant that the CPS casc 1s valid/not v..iid
and that service will/will not be provided the client. (When the
referrant 1s a profesgional, mutual case planning may be approprisce )

Review the service plan and the service provided with the supervvicor
and with the client before the e¢nd of the first 90 days after vecoarviag
the referral and at least one time each 90 days thereafter as lfongs an
CPS is open. Review will be foi the purposes of determinfiay il !~
case record 1s complete, the se:vice 1s appropriate and eltecrive o
if the service should continue. '

Within five working days after substantiating a report or receiviuo; A
substantiated report, complete DSHS 2-142(X), Child Abuse Regisir:
Report, in typed duplicate and submit to Administrative Servicer
(Place a photocopy or facsinile of the DSHS 2- 162(x) in the oo
service record )

Respond to all Central Registry requeéts for information within ore
working day or as otherwise negotiated with the requestor.

Report to law enforcement as soon as possible, but at least within one

day of making the determination, all situations in which a crime nay <
have been committed. The report of a possible crime to- the juvenila

court is not fulfilling DSHS's duty to report to a law enforcement

agency or the county prosecutor. (See RCW 74.13.031 (3) and

26.44,.030.)

N

Transfer the case to foster care service staff if foster care i to
continue longer than 90 calendar days unless the CPS supervisor agrecs
to continue the case in CPS or there 1is a conflicting court ovder this
mandates CPS to continue with the case. :

1. T. > decision to continue CPS longer than the 90 calendar days
af rt foster care placement must be approved by supervisor anad
recocded. i

1
e

2. Prior to transfer, the CPS case recording must be complete «i
particular atteantion giver to the case plan and any relev::
court orders.

3. The transfer process requires a case conference among IETEECH T
workers and supervisors.

4. Notification must be give: to the juvenile court of tiw . haoye in

service workers and tre name of the new service worior.
Complete all paperwork wittin en working days Afrer rters it e T
CPS. case.

12
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CHAPTER 27
DELINQUENCY PREVENTION SERVICES

27.00 PROGRAM AUTHORITY

Federal: 45 CFR 228

State:

RCW 72.05.170

27.10 POLICY

27.11 Purpose of Service

The purpose of Delinquency Prevention Services (DPS) is to stabilize a
family in crisis in order to maintain a child in his/her own home, through
crisis intervention services; and to improve a child’s social and/or intel-
lectual functioning in order to prevent delinquent behavior.

27.12 Service Description

| DPS will provide:

A. Specialized crisis intervention casework to children/families referred
by Community Services Office (CSO) staff, parent(s), child(ren),
police, courts, and other agencies using the following direct clinical
methods:

1. Individual treatment: Face-to-face contacts with the child alone
or with the parents individually. .

2. Family therapy: Face-to-face contacts with the family as a group
or with the child, the parent(s), and selected siblings. This
method usually includes all members of the household.

3. Traditional group therapy: Face-to-face contacts with unrelated
clients In a group. The principal effort is to allow the client
to work through his/her conflict through verbalization and group
feedback.

4. Activity group therapy: Face-to-face contacts with unrelated
clients focused upon one or more activities designed to develop
both physical and social skills.

B. Consultation to DSHS/other agency staff as an aid to:

:/ 1. Diagnosis and treatment planning for clients including an identi-

fication/evaluation of individual/family dynamics and recommenda-
tions for working with these dynamics.
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2. Qngoing treatment for clients includiug reviews of case activicy
in which further evaluctios and additional recowmendations are
made.

Community resource development Llncluding consultation with community
groups to assist in developing services for youth and thelr families
by: : '

1. Identifying and obtaining <onsensus of the problem,

2. Analysis of the potential of existinp resources, and

3. The identification of strategies for the development of neocded
resources.

Traininé for DSHS/other agency staff in short-term crisis interventioﬁ
treatment, conflict resolution and family counseling.

27.13 General Policies Related tb this Service

A.

¥F.

The department policy is to keep families intact and strengthen and
support the family unit.

Intake/assessment will be completed in four hours or less. The service
worker must use professicnal judgment in determining when, within the
four-hour limit, to termina:e the {ntake/asgessment interview.

Prior to placement of a child, every attempt shall have been made ;
through the provision of crisis intervention services (CIS) to prevent
the removal of a child from the family unit. Placement services are
provided by CSO staff (see Chapter 31, Crisis Residential Care).

When a child is placed in receiving care or family crisis residential
center, the DPS staff will continue to provide CIS. DPS staff will
coordinate with the CSO staff who have the responsibility for fi1ling
the A. ernative Residential Placement (ARP) petition and other court-

relate. -asks. (See Chapter 23, Juvenile Court Process)

1f the child must continue in receiving care or family crisis residen-
tial center, the 15 hours and 30 days of CIS have been exhausted and
family unification 18 probable, the local DPS Program Directors may
euthorize an additional 15 hours of service to be delivered within the
next 30 days. The basis for authorization of the additiounal time must
be written and filed in the client’s service record. (See 24.32 B.)

When American Indian children are referred, policies outlined in
Chapter 01.04, Americsn Indian Policy Statement, will! he {ollowed.

LS nre

Clients must be notified at the beginnling of service that
time-1imited.
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C. Relative
d. Receiving home
e. Volunteer receiving care
f. Crisis residential center
g; Detention facility
9. Date of disposition
10. - Time of disposigion
11. Hours of service provided
The above information should be available for two years following initial
contact with the client. Reglonal and state office staff will monitor the

CSOs to determine what services were provided within the state time limita-
tions for intake assessments (see 24.21 A., and 24.31 B.).

27.20 PROGRAM STANDARDS

27.21 Program Expectations

A.

Families in crisis will be contacted within one work day of the day -in
which the referral is received.

CIS should be completed in 15 hours or less and within 30 days of the
initial request. Requests for exceptions to this requirement must be :
made to the local DPS Program Director in writing. Approval/diéapproval’
decisions will be made on a case-by-case basis. The approved requests '
must be filed in the client’s service record. (See 27.13 E.)

The first ten hours of case activity will include a thorough evaluation of
the family dynamics and the individual member’s strengths and weaknesses.

Service workers will obtain approval from the local DPS Program Director
prior to providing family support services (up to 90 days per approval)
for families in conflict.

Regional director/designee approval will be obtained to provide any serv- '
ices beyond 180 days.
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The individual service plan wil) include the recommended €rvent i
method(s), the individual’s expeccted regpouse to tredatment .ed (i
anticipated results of any coll..teral services provided. Fos CNatige e,
results expected from changes fu: class schedules, vocattonal vty
opportunities, etc.

During a planned interview, information will be ‘obtained from the
client to evaluate his/her contact with authorities (f.e., polfce aud
school authorities), for behavicr indicative of a delinquent partern-

When requested, staff will be available to provide consultatiou te the
Indian Child Welfare Advisory Committee (ICWAC).

All paper work will be completed within five working -days alrer the
termination of the service.

27.22 Program Outcome

A.

B.

C.

Pamily stability maintained and out-of-home placement preveonte:.

Development of client skills and supports withiﬁ the family t-
frmily conflicts.

Child’s behavior modified, thereby reducing the number of sta«iy-:~
offenses and subsequent contacts with school authorities, law =nforcc-
ment and juvenile courts.

Out-of ~home piacement was not prevented nor discontinued through provi-
sion of crisis intervention services and the child was countinuad in
placement services.

27.30 SERVICE PROCEDURES

27.31 Cris. Intervention Intake/Assessment Services

When CIS workload will pefmit and with approval of regional divector. NpesS
will provide 24-hour intake/assessment services.

AQ

ER ’ }
Generally the request for services will be hardled by the approvriate

CSO worker/unit during working hours (i.e., situations of chil: ubuse/
neglect will be referred directly to CPS.). After working hours,
gservice requests will be provided through the 24-hour fuv i~y tem

according to local agreements and CSO procedures.
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. B. The following information and forms must be provided to the CSO:

I Y

1. A summary of pertinent information coataining:

| a. Diagnostic data
l b. Treatment plan
c. Response to treatment
d. Recommendations for placement and follow-up treatment

2. A DSHS 14-139(X) showing current eligibility, if the form was not
originally initiated by the CSO.

C.  When a case involves American Indian child(ren), the local Indian Child

Welfare Advisory Committee (ICWAC) will be advised, with permission of
the client, of any changes in placement or service provider.

27.36 Termination of Service

A. Services are transferred/terminated when:

1. The crisis situation has been resolved or the family can nu longer
benefit from additfonal services.

k‘ggg 2. The client/family refuses to cooperate, has moved, or lost
' contact. ‘

3. Client/family is referred to another program/agency for services.
4. Referral of the child to foster care sérvices is necessary.
B. Terminations are recorded on DSHS 14-159, Change of Service Authoriza-

tion. For termination procedure, see Chapter 04, Social Service
Payment System.

27.60 ' INTERFACE WITH OTHER DSHS SERVICES

A There will be a planned mutual exchange of resources and services With
CSO staff.
B. Referral from Divislon of Developmental Disabilities will be accepted

for treatment and consultation when the behavior criteria are met.
(See 24.32 A.)
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A. During the provision of crisis intervention intake/assessment, crisis
intervention, and family support services, the DPS worker mav coordi-~

nate/confer with:

1. Local law enforcement agenc:ies when the child comes fn contact with
them during the treatment program.

2. Schools to facilitate the return of the truant/expelled child to the

classroom.

3. Any other community agencies/resources necessary to dissipate the
family crisis, prevent out-of-home placement, and/or the imminent
threat to the health or stability of the child or the fam!ly.

R. Delinquency Prevention Services should develop a close workinpg relation-
ship with local mental health clinics and Crisis Line .agencies.

C. Planning for commuﬁity resource development will bg coordinated with:

l. Juvenile Courts

2. Nonprofit, private or voluntary social agencies

3. Other public sociaiAagencies.

D. Upon request and with the approval of the local DPS program director, diag-
nogie consultation, treatment consultation, and training may be provided

to:

1. Juvenile Céurts

>2. Nonprofit, private or voluntary social agencles

3. . Other public social agencies.

27.80 REQUIR:ZL FORMS AND INSTRUCTIONS

A. See Chapter 99, General Forms, for general instructions on these

generic forms:

DSHS 2-305(X)
DSHS 14-139(X)
DSHS 14-154(X)
DSHS 14-159

p. 14

Service Episode Record (SER) (10/78)

Social Services Application (Rev. 12/79)
Social Services Authorization (Rev. 3/78)
Change of Service Authorizattion (Rev. 2/78)

—
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2. The court in the sending state should not dismiss wardship prior to

or while the Compact is in effect. The sending social agency remains

responsible for case planning.-:

3. For a foster child, the sending state is obligated to wake out-of-
state foster care payments.

4.. 1If the placement fails, the sending state is responsible for making
alternate plans for the child and providing return transportation,
if requested by the receiving state.

5. The receiving state social agency should provide courtesy supervision -

and periodic progress reports to the sending state.
6. Jurisdiction of the-aeﬁding state continues until:

a. The receiving state wants to assume wardship or custody.

b. The child reaches the age of majority-usually age 18.

c. The adoption is finalized.

d. The child commits a delinquent act or is a victim of abuse or
‘neglect, which requires legal intervention by the receiving
state.

e. The sending and receiving states agree that the placqncnt is
stable, and court jurisdiction can be terminsted.

A foster child placed out-of-state for whom DSHS 18 making a momey pay-
ment is eligible for Title XIX (Medicaid).

When the child is placed with a relative in another state, the receiving
state or the relative will be responsible for the child’s madical care.

When a dependent runaway child who 18 under court jurisdiction and in the
custody of DSHS is located in another state, respoungibility for planning ,
remaing with DSHS. The Community Services Office (CSO) should refer to
WAC 388-70-056 for information. Runaway juvenile offenders should be
referred to the Interstate Compact on Juveniles.

Department policy relating to the placement of Indian childrean shall apply
when a CSO or other agency.places an Indian child in another state. Refer
to Chapter 01, Social Service Policies and Administration, regarding
policies for Indian childrean.

DSHS cannot be financially responsible for a child placed in another state
by a court in this state, nor be responsible for arranging courtesy super-
vision by the other state, unless the department has been given custody.

Child abuse/neglect aspects of all cases are referred to Child Protective
Services (CPS) in accordance with procedures in Chapter 26, Child Pro-
tective Services. The CPS worker is responsible for the service aspects
regarding abuse and neglect. All services in the case are to be
coordinated ty the supervisors and service workers involved.
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30.14 Priorities Related to this Service

The ICPC requires that the target population includes the following Catogoric

of children. There can be no priorities or exclusions.

A. FPoster children moving with their foster parents to another state.

B. Children moving to a foster care placement in another state.

c. Children being placed for adoption in aﬁother state.

D.  Adopted children moving with their adoptive parents to another state when
the adoption has not been legally finalized.

E. Children placed with a parent, relative, or legal guardian in another
state when the court in the sending state retains jurisdiction.

r. Institutional placements of adjudicated dependenf and neglected children
needing special services or programs not available within the state.

30.15 Eligibility

A. For complete eligibility requirements, see Chapter 03; Social Services LT
Eligibilicy.

B. - Financial eligibility 1s not a factor. Perents’ income is used to
determine if the services provided are chargeable under Titles XX or
IV-B. 1If parental rights have been terminated, the child’s income

- ghould be used to determine the funding source.

C. When a child 1s accepted for out-of-state child welfare service only and
no mouney payment 18 being made, eligibility for Title XIX (Medicaid) is
not conferred upon this child automatically. Medical need, in such
casaes, 13 an eligibility factor. Consideration should be given to all
FAMCO programs, as appropriate. Refer to Chapter 48, Health Support
Services, for specific forms and procedures.

30.20 PROGRAM STANDARDS

30.21 Program Expectations

A. Within 30 days of receiving a clear and complete request for a home sfudy
or evaluation for placement directly from another state, the CSO shall
submit the request and the completed evaluation of the proposed placement
to the Interstate Compact program manager (Compact manager) including a
recommendation regarding appropriateness of the placement. _
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CHAPTER 01
SOCIAL SERVICE POLICY AND ADMINISTRATION

01.00 INTRODUCTION

A.

The nission 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
department is responsible for providing social services to its citi-
zenry and for enforcing licensing statutes regulating a variety of
child care agencies and health care facilities. Community social
services are funded by the Social Security Act of 1935: Title IV-B,
Child Welfare Services; and Title XX, General Social Services (1974
Amendments). State General Funds are also appropriated for the
department to provide soclal services.

Each year the department prepares a Comprehensive Annual Social
Services Program Plan (CASSP) to describe proposed services to the

- public. The goals of the services to be offered under this plan are

directed at the national goals of:

1. Achieving or maintaining economic self-support to prevent,
reduce, or eliminate dependency.

2. Achieving or maintaining self-sufficiency, 1nc1uding reduction or
prevention of dependency.

3. Preventing or remedying neglect, abuse, or exploitation of
children and adults unable to protect their own interests, or
preserving, rehabilitating, or reuniting families.

4. Preventing or reducing inappropriate institutional care by pro-
- viding for community-based care, home-based care, or other forms
of less intensive care.

5. Securing referral or admission for institutional care when other
forms of care are not appropriate, or providing services to
individuals in institutions.
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Social services are delivered through Regional Offices (RO) and
Community Services Offices (CSO) administered by the Assistant
Secretary for Community 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 com-
mitment 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 institutionali-
zation. 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. Ome critical resource has been service worker
time. The following service priority list w111 be used as a
guide for use of service workers' time.

2. This overall service priority list was developed taking into con-
sideration 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 CSO 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 popula-
tion 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 statu-

tory requirements to provide non-emergency services (such as
employment counseling).

4, CSO staff resources will be used to deliver services in the
following order:

a. Priority 1. Emergency situations where intervention is
required to protect or prevent abuse of individuals (regard-
less of age). This would include child and adult protective

. services, crisis intervention services (where there is
threatened violence), and supportive medical, shelter place-
ment, homemaker, or chore services as required.

b. Priority 2. Emergency situations where persons require
food, shelter, or medical assistance. This is an Informa-

tion and Referral (I&R) service (referrals to both DSHS and
non-DSHS resources).
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Ce. Priority 3. Non-emergency situations where intervention is
required to protect individuals (regardless of age) such as
child and adult neglect cases, and crisis intervention ser-
vices in non-violent situations. This includes child and
adult protective services, services to children in their own
homes, and supportive homemaker, chore, day care, and shel-
ter platement services as required.

d. 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; community and residential services for
adults; health support, homemaker, and chore services; ser-
vices to persons placed in family foster or group care,
congregate care facilities, and nursing homes; supportive
‘licensing and monitoring services; and when a return 1s .not
possible, termination of parental rights, adoption, and
adoption subsidy services.

e. Priority 5. Situations where services would permit main-
tenance or improvement of the quality of life. This
includes out-of-home placement, interstate compact placement
evaluation/supervision, financial support (additional
requirements, incapacity assessments), health support
(EPSDT, family planning), day care, foster family and day
care provider recruitment and licensing, Work Incentive
(WIN), 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. That purpose cannot be achieved unless staff and clients
develop positive working relationships based upon mutual respect.

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. Any person requesting assist-
ance 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. Appli-
cants or recipients may request a fair hearing concerning the denial
or termination of a service, or failure to act upon a request for
services with reasonable promptness.
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C.. SSDS is based on the following aésumptions:

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

2. The client is usually able to 1dentify the solution or services %
needed. , '

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

4. The client usually has the capacity to change.

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

D. The client has a right to request service and also a responsibility

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

E. Social service staff are expected to respect client's rights and pre-
sume 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 thisg understanding q
when providing services.

F. Staff will be knowledgeable of and be able to explain all CSO services -
available to the client. Staff will assist the client to state service
requests clearly, identify possible outcomes, and determine an appro-
priate service plan to achieve the agreed-upon outcome.

01.02 PROFESSIONAL ETHICS

A. Soclal 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 1s the performance of service
with integrity and competence. Each service worker carries a respon-

sibility to maintain certain standards of behavior, such as those
outlined in the following paragraphs. '

B. Consistent with Title VI of the Civil Rights Act of 1964, Section 504
of the Rehabilitation Act of 1973, Washington State Laws Against Dis-
crimination, 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.
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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 professional 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 dis-
miss a permanent employee under their jurisdiction for any of the
following causes:

(1) Neglect of duty.

(2) Inefficiency.

(3) Incompetence.

(4) Insubordination.

(5) Indolence.

(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.” ’

DSHS Personnel Policy No. 540 states that "Employee misconduct is
construed to be that action or lack of action which has 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 the client is protected against improper disclosure

of information known to the agency. Confidentiality is not a bond of
secrecy between client and worker.
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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 1s 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 (for example, the Work Incentive (WIN)
Program data to Employment Security), 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
soclal service file is considered confidential unless specific circum-
stances, 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, Executive 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. Indians retain the right to tribal self-
government (Indian Self-Determination Act of 1964) and hold dual
status as citizens of the state and citizens of tribal governments.
Reference the DSHS Indian Affairs Policy Statement issued March 28,
1974, by Secretary Charles R. Morris. Regional Office and CSO 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.

The purpose of Indian child welfare advisory committees (ICWAC) is:

1. To promote relevant social service planning for Indian children.
2. To encourage the preservation of Indian families and tribes and

the heritage of each Indian child referred to DSHS.
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3. To assure necessary assistance 1s provided to departmental staff
by Indian tribal representatives and urban Indian organizations
in the social service planning for Indian children for whom the
department has a responsibility.

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 Regional Director (RD), 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 RD shall
appoint committee members from among those individuals 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 DSHS RD and/or the CSO administrator shall appoint, in con-
sultation with the tribal councils and urban Indian
organizations, a member of the CSO's Family and Children's
Section staff as a coordinator of the committee.

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

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

1. To assure necessary assistance is provided to DSHS staff regard-
ing 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 adopt-
ive 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, and -
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7. To act in an advisory capacity to the RD and CSO administrator
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 con-
sent 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 pos-—
sible to locate or obtain consent from pareats of Indian children
referred for child protective, foster care, or adoption services, the
case shall be reviewed by a designee of the Regional Director and a
DSHS Indian Community Worker, DSHS Indian service worker or Indian
consultant, appointed by the Regional Director in cooperation with the
ICWAC. The Office of Indian Affairs (OIA) will be available for case
staffing consultation upon request of the Regional Director.

The designated reviewers will be responsible for documenting their
recommendations regarding the service plan and notifying, within five
(5) working days, the Office of Indian Affairs, OB-44G, SCAN 234-1698,
of these recommendations. A listing of cases staffed should be main-
tained in the Regional Office. Quarterly reports of the number of

children reviewed by this process should be provided by the RD to the
ICWAC.

The RD 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(8) on the pro-
cedures, locations, and scheduling of case staffings. The working

agreement 1s subject to amendment by mutual agreement of the RD 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 organizatious,
tribal and off-reservation Indian/Alaskan Native program staff,
and the CSO 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.
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4. Assuring 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 communi-
ties.

5. Case planning and counseling techniques developed and delivered
with the goal of providing relevant services to Indian clients
based on their culture, values, soclal 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 when-
ever 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.

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.

In determining 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.

The department shall not contract for services when such action would
lead to the elimination or supplanting of classified positions in
state service. ’
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Services funded by Title XX and which are being considered for pur-
chase must be stated in the Comprehensive Annual Social Services
Program Plan and currently authorized and funded by the legislature.
The nature of the services to be provided, performance standards,
rules, or other requirements and guidelines related to services which
are purchased shall be developed by the appropriate program staff of
DSHS. Services will generally be purchased on behalf of individuals
determined to be eligible by DSHS or by specific vendors authorized by
DSHS to make eligibility determinations.

Services may be purchased from public agencies, private non-profit
agencles, 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.

Services shall be purchased on the basis of a written agreement (con-
tract) 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.

DSHS shall provide technical assistance to contractors, and shall mon-
itor and evaluate contract performance. Such activities will involve
CSO0, RO, and SO staff of DSHS. 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
the effective and efficient use of resources to achieve the agency's
goals and objectives.

1. Line management in this agency includes supervisors, CSO adminis-
trators, RDs, the Assistant Secretary for Community Services, and
the Secretary of DSHS.

2. Program responsibility rests with the five Bureau directors
(Aging, Alcohol and Substance Abuse, Children's Services, Income
Maintenance, and Community and Residential Care) who report to
the Director of Community Program Development Division who 1n
turn reports to the Assistant Secretary for Community Services.

3. The Director of Community Services Administration, who also
reports to the Assistant Secretary, 1is responsible for all of the
Community Services support systems including: Title XX planning;
maintenance of the Social Service Delivery System (SSDS) (includ-
ing Manual G, forms development and control, and systems monitor-

. ing); the Social Service Payment System (SSPS); the Interactive
Terminal Input System (ITIS); Workload Planning and Control
(WLPC); fiscal management; and Special Welfare Services.
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B. The Regional Director (RD) is the primary DSHS representative (includ-
ing Manual G, forms development and control, and systems wonitoring)
in the field and chairs the Regional Management Committee (RMC). The
RMC 1is composed of representatives from the following organizations:

1. Bureau of Children's Services

2. Bureau of Income Maintenance

3. Bureau of Alcoholism and Substance Abuse
4. Division of Mental Health .
5. Division of Juvenile Rehabilitation

6. Division of Dévelopmental Disabilities
7. Health Services Division

8. Adult Corrections Division -

9. Division of Vocational Rehabilitation
10. Community Services Offices
11. Bureau of Aging .
12. Bureau of Community and Residential Care

c. The purpose of the Regional Management Committee is to assure coordi-
nation of all DSHS program service delivery activities in the region
and to serve as the focal point for the execution of the region
planning and budgeting processes. Members of the RMC represent their
respective program divisions/bureaus in the field and act in accord-
ance with specific delegation of authority.

01.07 STATE OFFICE (SO) RESPONSIBILITIES

State Office staff are responsible for:

A. Developing the CASSP, social service policiles, program standards, and

: budgets in compliance with federal and state mandates. Plans, poli-
cies, standards, and budgets are developed in cooperation with
reglonal staff, with the advice of departmental advisory committees
and with the official approval of the Assistant Secretary for
Community Services.

B. Reviewing and interpreting federal and state statutes. Writing
Washington Administrative Code (WAC) rules and guidelines. Writing
and maintaining the social services policy procedures and forms oper-
ating manual (Manual G). .

C. .Assuring statewide implementation of the CASSP of Title XX, other
state or federal statutes, WAC rules applicable to DSHS service
programs, and Manual G. Providing uniform interpretation and clarifi-
cation of program policies and procedures.

D. 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.
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Developing and designing with the regions and other department
resources the research projects, training plans, pamphlets and bro-
chures, and other materials necessary to improve the quality of
programs and service delivery.

Providing information and program consultation to non-Community
Services SO staff, ROs, CSOs, and community groups.

Providing program representatives as members of the Regional
Management Committees.

01.08 REGIONAL OFFICE RESPONSIBILITIES

Regional Office staff are responsible for:

A.

F.

Developing regional agenda and program budget issues and service plans
and providing input to SO staff on social service plans, policies,
standards, and budgets. The regional agenda development process
involves the RD, the RMC, the Regional Advisory Committee, and desig-
nated citizen and community groups. )

Coordinating service delivery and budget issues with other members of
the Regional Management Committee and program fiscal officers.

Disseminating SO program and policy information to field staff and
assuring uniform implementation of state programs and procedures in
compliance with Title XX CASSP and service rules. Developing and
providing training for field staff to accomplish this task.

Monitoring service delivery in the region and the CSOs for compliance
with policy and procedures according to program monitoring guidelines
prepared by SO and the RDs.

Responding to inquiries and providing policy interpretation and clari-
fication for CSO staff. Identifying, researching, and recommending
solutions to problems affecting local service delivery in consultation
with SO staff and community resources. '

Coordinating and arranging training for regional and CSO staff with
state program offices and training centers. :

Developing with CSO administrators, community resources to assist and
complement service delivery in the regfon.

Appointing and providing support for fegional committees as authorized
by the Secretary, such as the Indian Child Welfare Services Committee
and the Regional Advisory Committee.

Providing administrative support for regional program division staff
and Regional Management Committee members who are colocated in the RO.
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J. Providing information to SO staff for response to inquiries by the
media and the legislature about community service programs.

01.09 COMMUNITY SERVICES OFFICE RESPONSIBILITIES

CSO administrative responsibilities include:

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

B. Assuring CSO operations are in compliance with SO and RO policy and
procedures.

. C. Developing statements of training needs, submitting written requests

for training to RO and SO, and providing training for staff and serv-
ice providers/vendors. .

D. Providing information to and being the primary agency contact for
agencies, groups, or individuals within the CSO 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 procedures should be handled at the low-
est level of administration possible. That 1s, service workers should
first review the appropriate chapter of Manual G or the WACs (Manual
A) and then seek the advice of their immediate supervisor. Questions
should be addressed within the chain of command up to the CSO admin-
istrator/designee. '

B. Issues which cannot be resolved and questions which cannot be answered
by the CSO Administrator should be addressed to the RO Social Service
Delivery Coordinator who will coordinate with Regional Program Repre-
sentative as necessary. Direct telephone contacts between CSO staff
and SO program managers are to be discouraged.

C. RO 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 RD
should request action by appropriate SO staff to issue a clarifying
nunbered memorandum or a revision of the appropriate Manual G chapter.

D. None of the above should be construed to prohibit direct CSO-SO con-
tact 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, General Forms.
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Time permitting, field inquiries and SO responses to policy and proce-
dural matters should be in writing. This permits documentation of the
frequency or scope of the problem and speeds up the process of
revising Manual G. Responses should be made promptly.

State office~-field contacts for meetings, technical assistance and
advice, general consultation, and reviews may be initiated by the RO
and SO. Confirmation of the request will be in writing as a follow up
to oral arrangements. The RO is the central coordination point for
these requests. All requests should state the objectives of the con-
tacts, who shall participate, the arrangements to be made, and should
1nclude any accompanying material to be used. The initiator of the
request or convenor of the meeting is responsible for preparing a sum-
mary of the meeting. Summaries (minutes) of meetings should be

prepared and distributed to all principals within two weeks of the
meeting.

SO0 and RO staff seeking data about clients or services should first
assess what information is already available at SO by contacting the
Office of Information Systems or the Office of Program Analysis. Data
not presently available should be collected using sampling techniques
rather than by routine daily or monthly reports to minimize the work-
load impact on social service staff.

SO and RO 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 ROs for dissem-
ination to field staff. '

O0l.11 COMMUNITY COORDINATION

A.

DSHS will actively involve the community in the planning for services,
particularly those funded by Title XX. 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 avallable to fulfill Individual Service Plans (1ISp).

The purpose of citizen participation in the soctal service delivery
system 18 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.
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— 3. To involve citizens as volunteers in providing services to the
consumers of agency services.

C. 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 speclal resources to the agency and the community. Volun-
teers 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.

D. Regional advisory committees are the responsibility of the RD; the
committees cooperate with and make recommendations to the RD, the
Regional Management' Committee and RO staff. Citizen members of advi-
sory committees shall be drawn from a broad representation of
community interests, skills, groups, and needs. Active service
clients shall be encouraged to serve on committees, and ROs and CSOs
will assist to assure their participation. Minority and other special

groups shall be included in the broad community representation of the
committee.

E. 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 activities, and other circumstances. The department will
provide available information about services to participating citizens
in an understandable form; the information will be as relevant to the
local area as is possible to obtain.

01.12 AGREEMENTS WITH NON-CSO AGENCIES

A. The purpose of developing agreements with non-CSO service agencies is
to ensure the delivery of appropriate services to clients and to
create better working relationships with non-CSO agencies. There are

. two types of agreements: Formal agreements and memoranda of under-
standing. 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 initi-
ated at any appropriate administrative level, CSO, RO, or SO.

B. A formal agreement is a written statement which details responsibil-
ities, 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 action.

— . 2. There is a mutually recognized need for clarification of policies
and procedures.
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3. There are grant or funding requirements regarding such agree-
ments.

4. There 18 a question of service responsibility to the client.

A memo of understanding 1s a written explanation of agency policies
and procedures in relation to another organization. It may be devel-
oped 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 1s 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 circumstances, if any;

4. The basic content of the agreement, including relevant policles
and procedures; ‘

5. Procedures for implementing and changing the agreement.

Authotity to enter into formal agreements (whether initiated by the
department or the community) rests with the RD and may be delegated to

the appropriate administrative level. However, agreements may be ini-

tiated at the CSO, regional, 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 18 sent to the administrator of the CS50. 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. CSO administration will
respond to the request within ten working days and notify the initi-
ator of the decision.

01.13 EXCEPTIONS TO RULES/WAIVER OF SOCIAL SERVICE PQLICY

A.

Exceptions to Rules

1. The department's policies, rules, and regulations are based on
federal and state laws. The department does not have the author-
- ity to waive provisions of the Revised Code of Washington (RCWY’,
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but it does interprét 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 CSO administrator. The CSO administrator will
review the request within two working days and where appropriate,
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, General 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 com-
municate the decision to the appropriate staff immediately after
a decision is reached. Written confirmation will follow within
10 working days.

Waiver of Social Service Policy

1. There are internal CSO operations policies described in Manual G
which are not covered by WACs (Manual A).

2. Staff seeking a waiver of CSO operations policy will follow the
same procedures described in A 2-3 above. However, final author-
ity for granting waivers rests with the Assistant Secretary for
Community Services or designee.

01.14 FORMS CONTROL POLICY

A.

The purpose of a forms control policy 1s 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
S0, RO, or CSO, are subject to this policy.

A form is an administrative tool, printed or duplicated by any repro-
duction 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 Section of the Administrative Services
Division. A DSHS form is one which 1s created at the state office
level for use throughout a program area. Generally, DSHS forms are
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used by more than one office. A DSHS form is not necessarily a "stock-
form.” However, if it 1is a stock form it will contain an (X) after

the form number to indicate its availability through the stockroom in
Olympia. A local form 1s one created by a specific CSO or institution
and is used exclusively within the originating office or institution.

Forms review committees are established at the SO, RO, and in each
CS0. CSO review committees will include at least one (each) service
worker, clerical worker, and financial services technician. The RD
designates RO forms review committee members. The state office Forms
Review Committee (FRC) consists of representatives of the Bureaus of
Children's Services, Income Maintenance, and Community and Residential
Care. The designated Forms and Records Coordinator within Community
Services Administration convenes and chairs the state office FRC.

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 CSO will not generate local social service forms which are
Jjust slightly modified statewide required forms. The goal will always
be to reduce paperwork to the minimum. The SO, RO, and CS0s will
ensure reviews of forms used at their level are completed. Review
process/procedures are in Section VI, pages 189 through 193.3, of the
DSHS Forms and Records Management Program Manual. Findings and con-
clusions of field reviews will be communicated to the DSHS SO Forms

Coordinator, Community Services Administration, MS OB 41-K, Olympia,
WA 98504.

Requests for new forms will be reviewed by the forms review committee
at the administrative level at which the request was initiated. If
approved, a copy of the form and instructions will be submitted to the
S0 Forms Coordinator (for informatiom only). The SO review process
will permit analysis to determine whether the proposed form would be
more useful than the existing statewide required form. If it is, all
field staff ought to benefit from the suggested improvementg. To
assure only those forms which are absolutely necessary are generated,
the state office FRC shall approve all program-related forms used
statewide by CSO Social Service staff.

The state office FRC approval process is not intended to prohibit the
development of forms which are necessary. Requests for new gocial
service forms may be initiated at the CSO, RO, or SO levelgs. To be in
compliance with the State of Washington forms management program (RCW
43.19) it 1is necessary that a DSHS 5-132(X), Form Approval Request, be
completed for each new and revised form. (See Chapter 99, General
Forms, for sample of this form and instructions.) SO initiated forms
will be reviewed by the RO forms review committee prior to implemen-
tation. Final authority for the use of all social service forms is
the responsibility of the director of the Community Services Adminis-
tration or his/her designee.
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A.

Changes in policies, forms and procedures occur frequently. To com—
municate those changes, Manual G.will be revised on a continuing basis
and within 30 days of issuance of a new WAC. This process will be
coordinated by designated staff within the Community Service Adminis-

tration (CSA).

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

2. Green Notices, issued by CSA, have the same authority as numbered
memoranda except their scope is limited to the policies, forums,
and procedures used in CSOs and ROs (Manual G) and are only .bind-
ing for staff in those organizations.

a. GCreen Notices will be identified by chapter and filed at the
front of that chapter.

b. Green Notices will be used to quickly communicate changes
pending the revision of Manual G.

C. They will remain in effect only until manual revisions are
issued or for 90 days, whichever comes first.

3. To economize, nonurgent and minor manual revisions will be
batched for periodic release.

This manual cannot be a useful tool for delivering services unless
service delivery staff periodically evaluate 1it. CSO/RO suggestions
for changes in the format or content should be written, citing the
most current chapter, section, and page reference and submitted to the
DSHS-CSA Manual G Coordinator, MS OB-41K, Olympia, Washington 98504.

A copy of the suggestions should be sent to the regional service deli-
very coordinator. '

The CSA Manual G Coordinator will respond to the initiator of the cor-
respondence within ten working days of receipt and indicate the status
of the recommendation and any planned action. Field recommendations
will be reviewed with the appropriate program manager(s) and monitor-
ing staff person. Service delivery coordinators and regional program
representatives will also be consulted.

SO staff initiating revisions to Manual G, numbered memoranda, WAC
rule, and purchase of service rate changes will route them to the CSA
Manual G Coordinator prior to issuance/adoption. Changes to forms
will also be routed to the SO Forms Review Committee for approval
prior to revising Manual G.
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E. Green 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. CSO staff will post the
control sheets (revision number and date inserted) and file notice/
revisions within two working days of their receipt.
|
\
\
\
|

F. Requests for additional copies to Manual G will be made to the CSA
Manual G Coordinator.

David v. b
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Within 10 days of receiving an unclear or incomplete request for a home
study or evaluation from another state, the CSO should request the needed
tnformation from the other agency in writing with a copy sent to the
Compact manager.

The same expectations and time frame pfevaila, 1f the request for a home
study or evaluation is received by the CSO via the Compact manager-

The CSO evaluation of the proposed placement 18 expected to consider the
following items:

1. Age and condition of the dwelling.

2. Appropriateness of the neighborhood.
3. Adequacy of sleeping and living quarters for the child.

4. Physical and emotional condition of family members with whow child
will be living. :

5. Attitudes of family members toward accepting the child. What is
their knowledge of the child’s present situation, problems, and
needs. : ) .

6. Consideration of whether family members can provide what child
needs .

7. Attitude of family members towards courtesy supervision snd reportiog
significant developments regarding child to the supervising agency.

8. Consideration of DSHS Indian Child Welfare policy where gppropriate.

1f the CSO recommendation is positive and placement is -made, the CSO will
be expected to provide courtesy supervision.

The CSO will provide a progress report to the sending agency at lea?t
every 90 days or as specified in the compact agreement. Requests for
additional information or progress reports from the sending state or the
Compact manager should be answered within 30 days. |

For a child leaving Washington State, moving as a family unit with foster
or adoptive parents, the CSO will:

1. Request an evaluation from the recelving state to assure availability
of courtesy supervision {n the receiving state and to ascertain the

resources available in the new community to meet any special needs
of the child.

2. Submit DSHS 15-92(X), Interstate Compact Application Request to Place
Child (Compact Application), and accompanying documents (as specified

in 30.31 C. and D.) to the Compact manager at least 30 days prior to
the planned departure.
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3. Allow the recelving state at least 30 days evaluation time from time
of receipt of request to make a recommendation on the proposed
placement. :

Appropriate services should be provided within five days {f breakdown 1In
placement appears imminent.

30.22 Program Outcomes

A.

c.

D.

r.

G.

The child is placed with an appropriate family in ancther state, with a
completed Compact agreement and courtesy supervision provided.

The child 18 placed in an appropriate out-of-state institution vwhich is
able to provide services which are not available in the sending state.

A child in foster care in this state has been returned tc his parecut or
relative in another state when the receiving state has assessed the

situation, agreed to the plan, offered post~placement services, and the
juvenile court has given i{ts consent (if the child is under the juris-

diction of the court).

A foster child in a family foster home moves with the foster parents to

-another state, when legal action to begin the process of foster parent -

adoption has been initisted, or the foster family cannot adopt and the
child can’t be placed for adoption elsewhere; and the juvenile court
having jurisdiction of the child has given its consent; and the receiving
state has agreed to offer post—-placement services.

'Hhoi an adoption has not been finalized, the child is allowed to move to

enother state with his/her edoptive family.

A child who 1s in the legal custody of the department who {8 known to be
.4n snother state is allowed to remain in placement there, as he/she
doesn’t wish to return to this state.

A child who 1ie in the custody of the department is allowed to move wich%
his/her family or relative to another state, when the service worker has
determined it is in the child’s best interest.

30.30 SERVICE PROCEDURES

30.31 Child Leaving Washington State

A.

For any child placed out of state by DSHS, the CSO service worker will
establish Ti{tle XX eligibility on DSHS 14-139(X), Social Services Appli-
cation, if pot currently established for another service. Out-of{-state

placemeat services will be authorized on DSHS 14-154(X), Soclal Services o~ e

Authorigation, or DSHS 14-159, Change of Service Authorization. The ~~
service plan will be developed and recorded on the DSHS 2-305(X), Service

Episode Record.
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A.

‘“Q\;‘ 32.33 Placement of American Indian Children

In those instances where the American Indian child’s pareants are not avail-
able, the resources of the department and of the Indian community shall be
used to locate the child’s parents and relatives, and to assirt in locating
possible placement resources.

Cases shall be referred to the Indian Child Welfare Advisory Committee
(ICWAC) when the parents or court have given written permission.

When the ICWAC committee and local administration are deadlocked or when
ICWAC 18 denied the review process by the parent, guardian or court of
jurisdiction, consultation shall be obtained from the Indian comnsultants.
(See Manual G, 01.04 E.)

When the decision to place an American Indian child outside his/her home
is made, first consideration shall be given to the home of a relative.

When relatives’ homes are not available, Indian children shall be placed
in nonrelative Indian foster homes and a copy of DSHS 15-128(X), Verifi-

‘cation of American Indian Status, will be completed and approved by the

ICWAC committee or Indian consultants. If the applicant is unable to
provide documentation, consultation will be obtained from the local ICWAC
or Indian consultant. When American Indian homes are not available,
Indian children shall, in cooperation with the local ICWAC or Indian
consultants, be placed in non-Indian foster homes specifically recruited
and trained to meet the special needs of American Indian children. These
homes should be geographically near the child’s home community to insure
continuation of the parent-child relationship and contact with the child’s
culture. (See Chapter 23.38 for Voluntary/Involuntary Placement Procedures.)

In planning foster care placements for American Indian children, demon-
strable consideration shall be given to tribal membership, tribal culture
and Indian religion. The case record shall document all service plaaus,
all reasons for and circumstances concerning placement decisions with
specific statements to support those decisions and plans.

For each unenrolled American Indian child who will be in care for more
than thirty (30) days, including those for whom adoption is planned, the
CSO shall make a reasonable effort to complete two copies of the DSHS
4-220(X), Pamily Ancestry Chart. One copy will be retained in the
child’s file, the other will be forwarded to the Bureau of Indian Affairs
Office responsible for that area. (The BIA has offices in Everett,
Spokane, Colville, Hoquiam, Toppenish, Nespelem, and Wellpinit.) The BIA
will review the chart for possible enrollment eligibility in conjunction
with the enrollment committee of the appropriate tribe. The child’s
parents are the primary source of information regarding the child’s
ancestry and their availability is an important consideration.

In order to protect their rights, the child, his/her natural parent(s)
and/or guardian shall be informed of resources for legal representation;
advocacy; and support from an Indian representative approved by the appro-
priate tribal council or urban Indian organization or the local ICWAC.
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H. When an American Indian child 1is entitled to receive Indian trust {ncome
and is placed outside of the natural home, the service workerv wiil nottiy
the Superintendent of the Bureau of Indian Affairs Office which servicos
the child’s tribe. Such notice shall contain a request to withhold a
child’s Indian trust funds and rlace them in a rrust account until the
child returns home or 1is adooted.

I. Bureau. of Indian Affaivr:; Offices in Washington State:

Colville Agency Spokane Agency . Peninsula Area Office
P.0. Box 111 P.0O. Box G P.0. Box 120
Nespelem, WA 99155 Wellpinit, WA 99040 Hoquiam, WA 98550
Puget Sound Agency Yakima Agency

3006 Colby Avenue P.0. Box 632 v

Everett, WA 98201 Toppenish, WA 98948

2. I1f the BIA agency that services the child’s tribe cannot be deterv-
wined, consultation from the Local Indian Child Welfare Committe~

(LICWAC) should be requested.

I. Services provided to an Indian child will be authorizad by SSPS Code
3260, Service to Indian Child.

32,34 Permanent Planning Procedures

A. Every child is entitled to a permanent home and the opportunity to form
gtable, permanent attachments with a family. Casework planning and activ-
ities should be directed toward this goal at all times and begin as early
in the placement as possible.

B. Permanent planning services consist of focused casework efforts to develop
and implement the best and most appropriste permanent plan for the child.

1. The permaneat plan shall be one of the following:
a. Return houme,
b. Guardianship with relatives,
c. Placement with relatives,
d. Adoption or adoption with support,
€. Guardianship with fos:ter parent or other unfelaﬁed indtvidual,

f. Long—term foster'cére with a written agreement in place {(for
children 16-17).

2. Casework sctivities mav incliude but are not limlted to:

a. Parent search to .ocate family members and resources,

p. 30
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1. When a child has been in foster care for more than six months and 1t
appears unlikely he/she will return home, permanent placement plans
should be developed for the child which may include guardianship with
a relative or foster parent, termination of parental rights and adop~
tion (see Chapter 36, Adoption Services), or permanent foster care.

2. When a child has been in group care for two years, the group facility
" provider shall submit to the department a full report stating reasons
care should continue and efforts which have been made toward long-term
planning for the child. The department shall consider continued pay-

ment for the child based upon the report.

When the CSO is making placement or is providing services to the family of
a child in a group care facility, the service worker will record the Indi-
vidual Service Plan (ISP) and subsequent progress in the DSHS 2-305(X),
Service Episode Record (SER).

Any sdcial services provided to the child by the CSO during placement will
be authorized on the DSHS 14-154(X), Social Services Authorization, or DSHS
14-159, Change of Service Authcrization.

Payment to the group care facility will be authorized on a DSHS 14--154/159.
See Chapter 04, Social Service Payment System.

34.34 Placement of American Indian Children in Group Care

A.

C.

-

Cases shall be referred to the Indian Child Welfare Advisory Committee
(ICWAC) when the parent(s) or court has given written permission. Private
agencles will consult with the local ICWAC when developing service plans
for American Indian children. The CSO shall notify and request consulta-
tion from the department’s Office of Indian Affairs when the local ICWAC
is denied the review process by the parent(s), guardian or court of juris-
diction. (See WAC 388-70-610 and Manual G, Chapter 01.04, American Indian
Policy Statement.)

When the decision is made to place an American Indian child in group care,
first consideration should be given to group facilities which will main-
tain the child’s cultural identity.

For each unenrolled American Indian child who will be in care for more
than thirty (30) days, includiug those for whom adoption is planned, see
Chapter 32.33 for completion of DSHS 4-220(X), Family AncestryAChart, and
DSHS 15-128(X), Verification of American Indian Status, Foster Care and
Adoptive Applicant.
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34.35 Abuse Incidents in Group Care (See Chapter 26.3%1 ¢. aad n.)

A.

A complaint alleging abuse or neglect by group care facility staff must
be brought to the ‘attention of a Child Protective Services (CPS)
worker, the CSO worker monitoring the case, and the regional lcangfng
staff. CPS staff have primary responsibility for the {nvestigatfon .n!
ongoing services phases of the case related to CPS concerns.

Pollowing investigation of a complaint by a CPS worker, a case con-
ference 1is held, which includes appropriate administrative staff.
Actions to be taken in response to the complaint must be decided. If
the child’s own parent was not the complainant. and 1f the complaint
involves group care facility staff and {s substantiated, the child's
own parent(s) must be fully informed as to what occurred unless they
have been permanently deprived of custody. If the child has been
placed as a result of a disposition hearing, the court must also bhe
fully informed.

Personnel Policy #541.3 applies in these situations. An incident
report 18 filed through appropriate channels per each incident {n whici
a child is injured or seriously neglected.

The CSO administrator shall be informed of all CPS complaints relating
to children in group care, for whom the CSO has responsibility. The
staff involved in the incident shall be relieved from duty pending an
investigation unless there 18 clear and convincing evidence thé child
and other children in éate wil) not be harmed or endangered.

Additional placements fn the group home shall be suspended pending the
outcome of the CPS investigation.

Children shall be removed from a gfoup care facility in vhich there has
been a substantiated complaint until/unlese the staff responsible has
been discharged and procedures implemented to guard against future
recurrence. (See Chapter 06.47).

For ab ne incidents in a voluntary agency foster home, follow procadnrn
in Chay . 'r 26.33 C. 4. . A {

34.36 Private Child Placing Agencies

A.

Children requiring out-of-liome placement may weed financial and/or
placement resources of both DSHS and of private child placing agencles.
Generally referrals are made:

1. From a private agency to the CSO for financial payment.

2. From a CSO to a private agency for placement when:

a. There are no suitable €SO foster family homes available:
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3. The service worker will authorize the payment of court filing fees
and publication fees on the child’s DSHS 14-154(X).

4. When an Indian parent/custodian wishes to relinquish an Indian chtld,
the service worker will request a local ICWAC member to participAte
in a client interview to properly express agaency policy and emphasize

federal and state statute requirements relative to placement con-
siderations. . )

Assistant attorney generals provide legal services to staff in King,
Snohomish, Spokane, Pierce, Lewis, Lincoln, Agotin, Yakiwma, Island and

Stevens Counties. Prosecuting attorney’s offices provide the service 1in
all other counties.

The CSO service worker will submit DSHS 9-235(X), Regietry for Legally Free
Children to the State Office (SO) Adoption Program Manager, MS OB-41C, when
parental rights are terminated. A copy will be sent to Office of Support

Enforcement ae notice of termination of natural parents support obligation.

Non-DSHS cases of termination of parental rights im King, Snohoninﬁ,
Spokane and Pierce Counties.

l. When a licensed voluntary child-placing agency is requesting termina-
tion of parental rights, the following procedures apply: '

a. The licensed agency will provide DSHS the documentation required
by RCW 13.34.180 to terminate pareatal righta, copies of previous
predisposition studiae and the plan to be implemented for the
child 1f rights are terminated. '

b. Each CSO in these counties will have désignated staff to review

the voluntary agency’s requests for termination of parental
rights.

c, The designated staff will cobrdinate with the court and the

voluntary agency to avoid duplication of work and to meet the
court requirements.

A court review is mandatory for children not adopted within six monthe
following the order of termination of parental rights. (See RCW

13.34.210.) CSOs will establish systems with their control file of the
DSHS 9-235(X) to meet this requirement.

Information qunished All Adopting Parents

All adoptive families must review and eign DSHS 13-41(X), Child’s Medical Report,

prior to adoptive placement. One signed co
child’s service record (RCW 26.36.050).
DSHS 13-41(X) when the CSO and foater par

Py 18 permanently retained in the
Adopting foster parents will 8ign the
ents have agreed to the adoption plan.
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36.33 Adoptive Planning for Indian Children

A.

Document the child’s Indian status in the service record and oa the Bureau
of Indian Affairs (BIA) DSES 4--220(X), Family Ancestry Chart (see Chapter
32.33), using the following criterie: '

1. Any person who 1s enrolled or eligible for enrollment {n & recognired
tridbe; or

2. Any person determined, or eligible to be found, to be an Ind{an by
the ‘Secretary of the Interior; or

3.  An Eskimo, Aleut or other Alaskan native; or

4. Canadian Indian: & person who 18 a member of a treaty tfibe, Metig
community or non-stetus Indian community from Canada; ar '

5. Unenrolled Indian: a person considered to be an Indian by a federatllv

or non-federally recognized tribe or urban Indian/Alaskan Native
community organization.

An adgptive family shall be considered Indian 1f ome or both parents are
Indian by the above criteria. ERach applicant shall be required to complete

vide the department with documentation for compliance with WAC 388-70-450.
If the applicant 18 unable to provide documentation, the Local Indian Child
Welfare Advisory Committee (LICWAC or local Indian comsultant) is available

for consultation..

In adoptive planning for children, the unique tribal, cultural and religtousn
sovereignty of Indian nations, tribes and communities shall be recognized.
When consistent with the wishes of the bilological pareats and/or the child,
the adoption of Indian children by Indian familieas 18 the primary goal.

(See 36.13 C. 2.)

8taff will provide such notices as required in Chapter 23.38, Indian Child

. Welfare, and when & tribe exercises exclusive jurisdiction, all cases shall

be reported to tribal court.

Standards implementing the policy ares . i

l. Adoption exchange-

In the referrals for an Indian child, adoptive homes having the fol-
lowing characteristics shall be given preference in the following
order, each category being allowed 30 days before proceeding to the
next: :

a. The Indian child”s relativee will be the. first priority for an
adoptive family. (See 36.35 A.)

b. An Indian family of tie same tribe as the child.

Pe 10

a copy of DSHS 15-128(X), Verification of Americen Indian Ancestry, to pro- ™ h





Manusl G
36.33 (cont.)
Rev.w 32 - 6/81

¢. A Washington Indian family considering tribal cultural
differences. :

de Ao Indian family from elsevhere in the United Statee or Canada
through the Adoption Resource Exchange of North Amerizd (ARERA) o
Attention shall be given to matching the child’s tribal culturs
to that of the adoptive family.

e. Any other family which can provide a suitable home to an Indian
child, as well as instill pride and understanding in the child’s
tribal and cultural heritage. The suitability of such home to
be determined in consultation with tha LICWAC or local Indian
consultant ’

2. Foster parent adoptions.

a. As part of the total evaluation for approving a foster parent
adoption of an Indian child, CSO service staff shall document
the foster family’s past performance and future commitument in
exposing the child to his/her Indian tribal and cultural heri~
tage. The child’s wish to be involved in his/her Indien culture
shall be considered. .

b. 1f the child has been in the foster home for two years or mwore,
obtain psychiatric and/or peychological evaluatious of the child’s
relationship with the foster parents. When the evaluation(s)
shows it would be detrimental to the child to move, approval of
the adoption plan should be the goal.

When en Iandian child, in the custody of an out-of-state agency, is referred
for potential adoptive parents residing in Washington, documentation shall
be obtained that assures compliance with the department ‘s standards for

planning for Indian childrea.

When the appropriate consente have been signed, CSO staff shall conmsult with
the local ICWAC in planning for placement of Indian children. Both relin-
quishing and deprived parents will be informed of the local ICWAC and a
signed statement from the pareats will be obtained, granting or denying the
committee access to identifying information. When LICWAC 1is denied review,
staff will utilize Indain consultants appointed by the Regiounal Director.

36.34 Prepare the Child for Adoption

As soon as any service worker working with a family has determined that efforts
to reunite a child and his/her parents have failed, adoption planning will take
place. (See Chapter 32.22 for criteria.)

A.

Adoption services will be authorized on DSHS 14-154/159.

p. 11
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The service worker will complete a social/medical assessment of the child
to deternine the adoptive placement plam.

1. Base the socisl assessment on cese record information end the worker’s-

own observations of the child.

2. Request psychological and/or peychiatric congultations when needed to
complete a child’as assessment. (See Chapter 32, Child Foster Family
Care, for procedure.)

3. Raquest a medical exeminetion or EPSDT actaaning based on tha child’e
age and/or physicel condition.

4, Include in all requests for comsultation, examination or other commun—-
ication about the child the.following statement: "All f{nformation
about ( child’s nawe ) 18 confidential and not to be released without
the signed consent of the Department of Social and Health Services.”

5. Verify birth ioformation:

- If child was born in Washington State sesd DSHS 16-24(X), Request
for Verification of Birth, to: Health Services Division, Vital
Statistice Section MS LB~l1l.

b. If child was born out-of-state request a certified copy of the
birth certificate from the appropriste vitsl statistics agency.
(See Chapter 02, Socisl Service Delivery System, for procedure.)

The adoptive plan should be explained to the child im councepte appropriatas
to his/her age. In discuasing adoption, the child umeeds to know specifi-
cally vwhat this means snd why he/she will not be recurnimg to his/her
blological parente. The service worker should help the child expreass what
he/she feels and understands about the original home situation. Pictures
and scrapbook along with a review of the child’s placements ocut of the
parents’ home ere helpful tools. The worker’s plane for adoptive prepare-
tion will be recorded as part of the Individual Sexvice Plam (ISP) om DSHS
2-305(X), Service Episode Racord (SER).

The child muet know tha:%while his/ber wishes are of coacern to the workerx,
it 1o the worker who detsvmines the wmost appropriate sdoptive fasily.
Children over age 14, by law, must congeunt to their adoption.

1

Chiid’s service record will contain:

1. '~ Becording and documents cupporting the total avaluation of the child.

2. Pertinent informatioo sbout biclogical parehtgo relztives aund past
placements, including social sumwaries prepared fur. court heaxings.

3. Nerrative recording oc the SE¥R describing the child” s preparation

for adoption. : -

4. Coplee of all DSHS 14~154/159%a.

12 UQ,B
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CHAPTER 10 - SERVICE ELIGIBILITY

10.00 SERVICE ELIGIBILITY FOR TITLE XX SERVICES IS DETERMINED ON A TWO

PART TESTS

A need for one or more of the Tltle XX services described in the
Comprehensive Annual Social Service Program Plan (CASSPP) directed
at only one of the service goals specified in the plan and in the
federal regulations, at any one time. Goals may change from time to
time as appropriate, but only one goal may be pursued at a time.

A demonstrated financial need for the provision of the service due
to either recipient status or income eligibility as described below.

"10.04 DEFINITION OF SERVICE GOALS (WAC 388-15-010)

The following are the goals to which services for eligible individuals
are directed:

1.

Achieving or maintaining economic self support to prevent, reduce or

‘eliminate dependency. s

Achieving or maintaining self sufficiency, including reduction or
prevention of dependency. '

Preventing or remedying neglect, abuse or exploitation of adults
unable to protect their own interests, or preserving, rehabilitating
or reuniting -families.

Preventing or reducing inappropriate institutional care by providing
for community-based care, home-based care, or other forms of less
intensive care,

Securing referral or admission for 1nst1tut10nal care when other forms
of care are not appropriate

10.08 ELIGIBLE PERSONS - - FINANCIAL CRITERIA (WAC 388-15-020)

1.

Individuals eligible for services are:

a. Rec1pients of Aid to Families with Dependent Children (AFDC
recipients).

b. Individuals whose needs were taken into account in determining
the needs of AFDC recipients.

c; Recipients of Supplemental SeEurity Income or State Supplementary
payments related to Age, Blindness or Permanent. and Total
Disability.

p. 3
M.M. v DSHS
70100006






Income table for 50% gross median income:

Number in Family Monthly Income
304
397
491
584
678
771
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Annual Income

3,648
4,771
5,894
7,017
8,140
9,262

Income table for 57% gross median income, one person family

only,
Monthly Income
346 .

Incometables for 35% gross median income:

Number in Family Mbnthly Income Annual Income
1 212 2,554
2 278 3,340
3 343 4,126
4 409 4,912
5 479 5,698
6 540 6,484
Current grant standards:
Family Size ' Monthly Income
1 179
2 260
3 315
4 370
5 425
6 480

Exceptions: (WAC 388-15-170 (4) (d))

Annual Income

4,160

Recipients of services under Titles IV-A (Family Services) and

VI (Adult Services) on September 30, 1975 may continue to receive
those services, if they aré identified in the Title XX services
plam, unitl eligibility is determined, but in no event later

than March 31, 1976. Individuals who meet the conditions -which -
had been established for group eligibility under Title IV-A or

VI may begin participation after September 30, 1975 in a service

provided in a facility on a group basis if:

MM, v BSHS
70100007
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4, Services may not be provided prior to the date of a signed application,
nor if federal matching is to be recieved, provided prior to the date
of determination of eligibility unless the determination is made within
thirty (30) days of the date of application and the individual was
found to be eligible when service was initiated.

5. Eligibility must be determined on an individual basis for each person
in a family, as defined above. The DSHS 14-139(X) Social Services
Application is used to determine service eligibility, and all income
information must be verified. (See General Services.Procedures 18.30
for redetermination of eligibility and Ch. 99 for instructions on the
use of the DSHS 14-139(X)).

6. Notice (DSHS 14-145(X)) shall be given to applicants for or recipients
: of service to indicate that they have been found eligible or ineligible
for services. The notice shall include information about the indivi-
dual’s right to request a fair hearing.

| 7. Service applications may be made by the individual, or others acting

i on his behalf, or may be the result of referral from another agency

| or member of the community. Where the individual is unable or too

' incompetent to sign his own application, another responsible or.
appropriate individual may sign on his behalf.

8. Services may be only provided to accomplish the specific goals for
. the particular serv1ces as designated in the state service plan
and rules.

M.M. v DSHs’
70100008
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CHAPTER 10 - SERVICE ELIGIBILITY

10.00 SERVICE ELIGIBILITY FOR TITLE XX SERVICES IS DETERMINED ON A& TWO

1.

PART TEST:

A need for one or more of the Title XX services described in the
Comprehensive Annual Social Service Program Plan (CASSPP) directed
at only one of the service goals specified in the plan and in the
federal regulations, at any one time. Goals may change from time to
time as appropriate, but only one goal may be pursued at a time.

A demonstrated financial need for the provision of the service due
to either recipient status or income eligibility as described below.

10.04 DEFINITION OF SERVICE GOALS (WAC 388-15-010)

The following are the goals to which services for eligible individuals
are directed:

1.

Achieving or maintaining economic self support to prevent, reduce or
eliminate dependency. )

Achieving or maintaining self sufficiency, including reduction or
prevention of dependency. -

Preventing or remedying neglect, abuse or exploitation of adults
unable to protect their own interests, or preserving, rehabilitating
or reuniting families.

Preventing or reducing inappropriate institutional care by providing
for community-based care, home-based care, or other forms of less
intensive care.

Securing referral or admission for institutional care when other forms

of care are not appropriate.

10.08 FLIGIBLE PERSONS - — FINANCIAL CRITERIA (WAC 388-15-020)

1.

Individuals eligible for services are:

a. Recipients of Aid to Families with Dependent Children (AFDC
recipients). :

b, Individuals whose needs were taken into account in determining

the needs of AFDC recipients.

c. Recipients of Supplemental Seéurity Income or State Supplementary

payments related to Age, Blindness or Permanent and Total
Disability,
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d. Recipients of Federal Aid Medical Care Only categorically related
to Title XVI supplemental security income or AFDC, provided
. Gross Family Income does not exceed 80% of the state median
gross income for a family of four, adjusted for family size.

e. Any individual or family regardless of age, blindness or disa-
bility, whose gross family income does not exceed 807 of the state
median gross income for a family of four, adjusted for family
size, except that: , ' ‘

(1) No individual or family is eligible for chore Services,
Family Planning or Alcoholism Services whose gross family
income is in excess of 50% of the state median gross income
for a family of four, adjusted for family size. However,

a single individual may receive chore services if his gross
income does not exceed 57% of the states median gross income
for a family of four adjusted for family size.

(2) No individual is eligible for Migrant Day Care Services
whose income is in excess of 35% of the state median gross
income for a family of four, adjusted for family size.

(3) No nonrecipient of financial assistance is eligible for
general child day care whose gross income is in excess of
the Department’s financial assistance standard.

" (4) Information and Referral and Protective Service may be given
to any individual regardless of the level of gross family
income. When chore Services, homemaker services, day care,
or emergency foster care not available under IV B (Child

Welfare Services) are an integral, but subordinate part of
a protective service plan, they may be provided without

regard to income, only if they can be paid for from state
funds.

Gross Median Income

Gross median income for a family of four in the State of Washington
is $14,034. 80% =_$11,228.

a. Income table for 80% gross median income:

Number in Family Monthly Income Annual Income
1 486 5,838
2 636 ‘ 7,635
3 786 - 9,431
4 935 11,228
5 1,085 13,024
6 1,235 14,821
7 1,263 15,158
8 1,291 _ 15,495
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Number in Family Monthly Income Annual Income
1 304 3,648
2 397 4,771
3 491 5,894
4 584 7,017
5 678 8,140
6 771 9,262
Income table for 577 gross median income, one person family
only.
Monthly Income Annual Income
346 4,160

Incometables for 35% gross median income:

Number in Family Monthly Income Annual Income
1 212 2,554
2 278 3,340
3 343 4,126
4 409 4,912
5 479 5,698
6 540 6,484

Current grant standards:

Family Size Monthly Income

AV WWN -

Exceptions: (WAC 388-15-170 (4) (4d))

179
260
315
370
425
480

Recipients of services under Titles IV-A (Family Services) and
VI (Adult Services) on September 30, 1975 may continue to receive
those services, if they are identified in the Title XX services

plan, unitl eligibility is determined, but
than March 31, '1976. 1Individuals who meet
had been established for group eligibility
VI may begin participation after September

provided in a facility on a group basis if:

in no event later

the conditions which
under Title IV-A or
30, 1975 in a service
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(1) The individuals live in the geographic location where the
facility was delivering the service on a group eligibility
basis as of July 1, 1975 as approved under Title IV-A or VI,
and

(2) The same services are contained in the State’s Title XX plan.
Such individuals may receive the service on the basis of
group eligibility, but only in such a facility in such a
geographic location until their individual eligibility is
determined, or until March 31, 1976, whichever is earlier.

(3) These exceptions apply to all services, but are particularly
pertinent to General Day Care, Migrant Day Care and Chore
Services.

10.10 FAMILY.— DEFINITION (WAC 388-15-020 (3))

1.

Family means two or more persons related by blood, marriage or adop-
tion, residing in the same household.

a. Husband and wife are considered a two-person family.

b. Related individuals residing together who are not dependent on

the income of only one of the individuals, are each considered
a separate family.

C. An individual living alone or with unrelated persons only is
considered a one-person family.

For those individuals whose eligibility is based on income status,
all income must be verified either by documentation supplied by the
individual, or ascertained from the other appropriate sources.

10.12 RIGHTS OF APPLICANT FOR‘SERVICES; DETERMINATION OF SERVICE ELIGIBILIT

1.

(WAC 388-15-030) ‘

Any individual has the right to request services from the Department,
make a service applicatiOn and have his eligibility for services
determined.

Eligible individuals shall be given requested services, or other
needed services, that are offered by the Department, and included in
the Department’s service plan to meet the goal appropriate to his
service need.

Applicants or recipients for service may request a fair hearing con-
cerning the denial, reduction or termination of a service, or failure

to act upon a request for services within 45 days of service applica-
tion.
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Services may not be provided prior to the date of a signed application,
nor if federal matching is to be recieved, provided prior to the date
of determination of eligibility unless the determination is made within
thirty (30) days of the date of application and the individual was
found to be eligible when service was initiated.

Eligibility must be determined on an individual basis for each person
in a family, as defined above. The DSHS 14-139(X) Social Services
Application is used to determine service eligibility, and all income
information must be verified. (See General Services Procedures 18.30
for redetermination of eligibility and Ch. 99 for instructions on the
use of the DSHS 14-~139(X)).

Notice (DSHS 14-145(X)) shall be given to applicants for or recipients
of service to indicate that they have been found eligible or ineligible
for services. The notice shall include information about the indivi-
dual’s right to request a fair hearing.

Service applications may be made by the individual, or others acting
on his behalf, or may be the result of referral from another agency
or member of the community, Where the individual is unable or too
incompetent to sign his own application, another responsible or.
appropriate individual may sign on his behalf.

Services may be only provided to accomplish the specific goals for

the particular services as designated in the state service plan
and rules. :






( ' MANUAL G
10.44
Rev. 56 - 9/72

10.44 SUMMARY OF ONGOING SERVICES

Ongoing services will use the socialization model primarily, be
client advocate when needed, clarify rights and responsibilities, help
the client to use community resources and to know and use social systems
including the Agency system. This unit provides all services other than
brief services given in Entry, utilizing the following concepts:

1. Contractual Service.

Ongoing services will develop a time-limited contract with the
applicant stating a specific area or problem which will be given attention
by the worker and the client. This contract shall be entered into the
case record as soon as it has been developed. Contracts may vary in
length of time, but most should be completed in one or two months. In

- unusual cases they may extend to 90 days or be re-negotiated for a longer

period. In the area of specialized services, the contract may be com-
pleted in one or two interviews.

There need be no specific pattern of contacts, e.g., one client
may be seen once every two weeks for twelve weeks and terminated for
service, another might be seen every working day for six contacts and
terminated, still another could be seen weekly for eight weeks. Contacts
may be scheduled as agreed upon by worker and client in office, 'home,
school, etc. The caseworker and supervisor should be aware of the inter-
relationship between number of contacts and time limit. It will require
practice to put available casework time to best use. An average, meaning-
ful contact requires approximately two hours. This allows for preparation,
travel, note taking and dictation. Number of cases per se is not so
important as scheduling within the individual contracts, The goal is
to maximize use of total contact time available.

The worker and the client will review and evaluate what has
transpired at the end of the time indicated in the contract. At this -
point, the case may be terminated for services or the contract re-negotiated.

When the case is terminated, the case record will be returned to
Ongoing service control, It is essential that in the termination Iinterview,
the caseworker review the agency system with the recipient so he is aware

as to how he may request services in the future.

>2. Specialized Services

Specialized services are to be provided by Ongoing service on
a contractual basis. No case (except protective service cases) will be
opened unless there is a contract for action and the case will be
terminated for service when the activities are completed and evaluated.

The purpose of creating specialized work loads is to protect
‘the time-limited contractual casework in the Ongoing section, to free
Entry services to do crisis intervention and the very short-term contacts,
to make possible specialized training, to protect certain caseloads to
provide a basis for evaluation of services and to provide data for
establishing workload standards.
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10.48 DIRECT REFERRAL TO ONGOING FROM RECEPTION OR TELEPHONE

Cases such as the following shall be referred directly to specialty
units in Ongoing service:

1. Protective service

2. Foster home finding

3. Adoptive home finding

4. Day. care home finding

5. Adult alternate care placement

6. Homemaker service

Except for complaints alleging abuse, neglect and exploitation of
children, complaints relating to cases assigned to an ongoing service worker

will be referred directly to the service worker. For procedures relating to
handling of complaints see Chapter 14, )

10.52 RELATIONSHIP WITH FINANCIAL SECTION

1. Refer to financial section clients who have been receiving
service only but who wish to apply for financial assistance
or non-grant medical care,

2., Receipt of financial information by Ongoing workers should be
handled as follows:

a. explain to the client how to contact the financial section
and advise him to do so; or

b. 1if client cannot or will not take the recommended action,
the Ongoing worker shall use himself as role-model in
showing client exactly how this is done. This may include
going with him to the office or helping him complete the
14PA02 (Change of Circumstance form); or

c. inform client that it is a responsibility of the worker to
report this information if the client will not, and that
he will send a memo to the financial section with the
appropriate information. '

Service workers in both the entry and ongoing service units shall
notify the appropriate control sections when a case is transferred from
the bank to ongoing service and from ongoing service to the bank.

10.56 DESCRIPTION OF SERVICE DELIVERY

The Ongoing service worker conducts service-oriented interviews
with clients in which the worker:
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CHAPTER 14 - RECEPTION AND INTAKE

14.00 RECEPTION

1.

Reception is generally the client’s initial contact with the ESSO
and its various service systems and its resources. The receptionist
shall use the greatest degree of courtesy and discretion in determ-
ining the basic facts concerning the client’s request.

During the reception process, the applicant usually will have been
provided with a general orientation to the agency, been told of his
rights and responsibilities, and had help in completing an applica-
tion for financial assistance.

During the financial process, the Financial Service Technician will
have reviewed the financial application and may have interviewed the
client to obtain additional information. The client may have been
made aware of whether his application has been approved, denied, or
is pending and why.

The client may have come in as a result of a referral from the Social
Security Administration District Office, other community agency or
resource, or. of his own accord seeking information or other services.
The receptionist will:

a. Provide necessary financial documents when the request is for
financial a331stance only.

b. Refer to Intake when the requést is for information or other
- services except that, for example:

(1) Protective service-

(2) Foster home finding

(3) Adoptive home finding

(4) Day care home finding

(5) Adult alternate care placement

(6) Homemaker service may be referred dlrectly to the spec1a1ty
units handling those services.

c. If the case is an active social service case the client or any
individual contacting the ESSO in respect to his affairs,

including complaints, is referred to the service worker in charge
of the case.
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14.08 INTAKE SERVICES

Each applicant for social services shall have a service-oriented interview.
This may be by appointment in the office or the client’s home, depending
on ESS0 policy and type of request.

This service-oriented interview should include any of the fbllowing which
is not provided during the reception process and/or financial interview:

1. Determine what circumstances brought the applicant to the agency and-
what he wants.

2, Discuss problems applicant may be having and what he would like to
do about them. (Service needs)

3. Relate his problems to services provided by the Department and those
provided by other community agencies.

4. Provide information and referral if this is the only service needed.

5. Inform the applicant of family planning services and offer to provide
them if he is interested.

6. Inform the applicant and describe the EPSDT program and encourage the

parent to take advantage of this service on behalf of family members
under 21.°

7. Assist the applicant in completing the DSHS 14-139(X), where applicable
and secure his signature.

8. Services may be completed in Intake or referred to the appropriate
worker as ESSO organization dictates.

14.12 SERVICE DELIVERY METHODS

The programs and services described in this manual can be implemented through
the use of a variety of models of social work. The Department has estab-
lished the socialization model as the casework method of choice in the vast
majority of situations. Intensive case work and crisis-oriented techniques
may be most helpful in exceptioned situations. ' -

Choice of the socialization model has been influenced by the fact that the
majority of our clients expect a direct, action-oriented response to their
requests for help. This is a method in which the worker is free to become
Engaged in direct planned activity aimed at satisfying these expectations.
Six major steps are involved:
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1. Explicit commnication between worker and client; that is, a clear
understanding of each in mutual terms of situation and the problem.

2.. Mutual definition of the goal to be pursued and responsibilities of
worker and client agreed on in the process.

3. Direct activity in providing help in using available resources, pre-
senting and examining available alternatives, being a dependable
example for the client, and clearly pointing out to the client the
advantage he can expect from his improved functioning.

4, Knowledge of resources in the community that may be enlisted or used ‘ |
by the client to overcome problems or improve his situation. ' i

5. Strengthening the relationship with the client by being trustworthy,
dependable and sincerely interested in his welfare.

6. Making an assessment of the client’s needs and problems, both stated

and unstated, and planning with him the steps necessary to meet his
needs or resolve his problems.

14.18 BASIC PRINCIPALS IN HUMAN INTERACTION

- Integral to effective work with the client are certain basic principals of
human interaction. These are:

1. Respecting the client as an individual who has his own unique éituation,
including cultural background, family background, life history, personal
preferences and perceptions.

2. Worker attitudes which place blame, demean the client for his racial,
ethinic, socio-economic, dependency or other status whether communicated
verbally or nonverbally, will hinder or block the development of an
effective working relationship. Workers must maintain objectivity if
goals are to be achieved. :

3. Accepting the client as he is, including his strengths and weakness,
and maintaining the sense of the client’s innate dignity and personal
worth.

hostile and negative feelings, and encouraging the expression of
his feelings where this is appropriate to the problem solving
process.

5. Sensitivity in understanding and respondlng to the client’s feellng

4. Respecting the client’s right to express his feelings, including
without becoming overidentified with them.
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6. Respecting the client’s right to participate in any decisions res-

pecting his future, including the right of choice between alternatives
to the point of terminating the plan.

7. Holding communications received from the client as privileged, except
in so far as it is necessary to share pertinent data with other

helping agencies, with the client’s agreement where possible, See
WAC 388-48.
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!!hm (2) If service needed can be provided by DSHS, discuss service
o ’ length of time needed.

a. I1f service need(s) can be met in Entry, contract is
to be made with client, and service provided. Appro-
riate service recording form completed to show .
problem, service need(s), initial contract, and
action initiated. When service is completed, summary
of contract, action taken and resolution is recorded
in the case record. Return to Entry Control for
routing to files.

b. If service need(s) require longer service or a special-
ized service not available in Entry, case is referred
to Ongoing through Entry Control.

14.24 COMPLAINTS

(1) Complaints regarding financial matters.

Pertinent financial information will be forwafded to the
appropriate person in Financial Service via the RFIS-13.

(2) Except for Protective Services, complaints on cases assigned
to an Ongoing Service worker will be referred to the worker.

(3) Protective service complaints:
a. Neglect or abuse of children alleged. The complaint
Q will be transferred directly to the Child Protective
i Services Section or worker.. See Chapter 54, especially
sections 54.05, 54.08 and 54.10.

b. Mentally Retarded Adult
1. Route the original and triplicate to person respon-
sible for compiling monthly report of Protective
Service cases.
2. The duplicate 4PA30 will be forwarded with recording
of complaint and RFIS-13 to Ongoing Control for
assignment.

(4) Complaint on a Case in the Bank

Entry worker receiving compliant will record the complaint.
Recording will be routed to Entry Control. Copies will be

routed according to LO procedure so that a control is main-
tained to see that the complaint is acted upon.

(5) Complaints Concerning a Non-recipient:

General community complaints not concerning a recipient
or protective services will be verbally referred to the
appropriate community resource, e.g.,police department,
bar association, health dept. etc., by the receiving worker.

14.28 ACTION ON SERVICE COMPLAINTS ASSIGNED TO ENTIRY

! (1L Assess service need from as many of the following sources as
; ‘ needed:

000184
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a. Case Record : .

b. Contact with Client
c. Contact with Collateral such as schools and other arencies.

(2): Take Appropriate Action

a. Terminate for service if no need exists or taken care of
in one contact.

b. Retain in entry for service

c. Refer to Ongoing through Entry Control.

d. Refer to appropriate community resource.

14,32 ENTRY INTERVIEW

Each client must have a service-orientated interview. This interview
may be held in the office on the day the client first requested assistance,
or be scheduled for a later date either in the office or in the client's
home.

This service otiented interview should include any of the following which
18 not provided during the reception process and/or financial interview:

(1) Determine what circumstances brought the applicant to the agency
and what he wants,

.(2) Discuss problems applicant may be having and what he would like to
do about them, (Service needs)

(3) Relate his problems to services provided by the department and those
‘ provided by other community agencies.

(4) Explain mandatory services pertinent to applicanmt.

a. The client has the right to determine whether he wants to
utilize the services offered by the department. The client
must be informed that there are certain program requirements
that must be met if he is to receive financial assistance.

1. AFDC-E or non-grant categorically related employable
applicants must be referred to Employment Security if not
currently registered there for work.

2. AFDC-R recipients must be referred to Pre-Referral
Screening Committee to determine appropriateness for
WIN referral.

3. Unless a doctor's statement containing diagnosis, prog-
nosis and length of time client is expected to be
incapacitated can be obtained, GAU applicants must have
an employability exam and referral to screening team
to evaluate. This does not apply to individuals in
school or training per Chapter 86.

4, DA applicants must cooperate in providing medical and
social data. Applicants 18 or over who have a disability
which is anticipated to last over 12 months must be re-
ferred to the local Social Security Office for potential
OASI benefits. '

5. When parent or parents are absent from the home and refuse
» to pay support or do not pay adequate support for a minor
000185 child, form 18PA42 must be completed in full detail for
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CHAPTER 18 ~ GENERAL SERVICE PROCEDURES

18.10 TELEPHONE CALLS

Requests for services may be received by telephone. These should be handled
as follows: A

1. If the request is for financial assistance, a referral is made to the
financial section according to established ESSO procedures, which may
include mailing an application packet to the client and making an
-appointment for either an office or home visit as appropriate.

2. If the request is for one of the services offered under the Title XX
plan, a referral is made to intake according to established ESSO
procedures, except in cases of special services indicated in Chapter
14.00, 2 (b).

3. If the request is for information concerning services of the Department
or the community, a referral may be made to Intake if an assessment is
needed to assure an appropriate referral. If information and referral
can be easily provided by telephone without further assessment, the
service provided is recorded on the "Daily Information Log Sheet".

The type of I & R service request is identified under "Service
Requested”, and the appropriate resource checked. For example, a
request for referral for alcoholism would be recorded "alcoholism",
and "available community" checked if the referral is to a non-DSHS
resource in the community.

18.12 CORRESPONDENCE

Request for services or information may be received by mail. These will

be handled similarly to telephone requests (See 18.00). The worker receiving
such correspondence shall reply as thoroughly and promptly as possible,
giving appropriate information or referring to other resources.

18.16 CONTROLS

1. Service control is the combinatin of persons, materials.and procedures
which the ESSO finds necessary to control the documents, assignments
and referral processes and the workloads of service workers.

2. Service records may be initiated at the point of intake or by a member
of a specialty unit, and routed through service control, so that
a record of assignment can be kept according to ESSO procedures,
and so that necessary statistical reporting can be accomplished.
For special procedures for handling and routing the Social Service
Reporting System Documents (DSHS 14-139(X), 14-140(X)). See Chapter 99.

3. Each ESSO will provide intake control with forms for movement of documents
according to the needs of the ESSO. ‘ o
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18.20 SERVICE RECORD

The service record consists of three elements:

1. The basic statistical data file. This consists of copies of the DSHS
14-139(X) Social Services Application; the DSHS 14-140(X) Primary
Recipient - SSRS form; the DSHS 14-141(X) Social Services Record, and
the DSHS 14-142(X) Social Service Eligibility Verification Record, and
the DSHS 14-145(X) Notice of Social Service Action, and all revisions.
See Chapter 99 for instructions on the use of all these forms.)

2, Recording forms (DSHS 15-139(X) and DSHS 5-40(X)); including background
information concerning the client and his social situation, a case plan
and progress notes, and any other forms necessary to implement the
services provided.

3. Correspondence, which includes copies of all letters and memoranda
received and sent concerning the client’s service situation. This section

should also include copies of sigred releases of information where appro-
priate. :

18.24 RELATIONSHIP WITH FINANCIAL SECTION

1. Refer to financial section client’s who have been receiving service only,
but who wish to apply for financial assistance, non-grant medical care,
or food stamps. ‘

2. Receipt of financial information by service workers should be handled as
follows:

a. Explain to the client how to contact the financial section and advise
him to do so; or ‘

b. If the client cannot or will not take the recommended action, the
service worker shall use himself as role model in showing the client
exactly how this is done. This may include going with him to the
office or helping him to complete the DSHS 14-76 (Change of Circum-
stance form); or

c. Inform the client that it is a resbonsibility of the worker to report

this information if the client will not, and that he will send a memo
to the financial section with the appropriate information.

18.30 REDETERMINATION OF SERVICE ELIGIBILITY (WAC 388-15-500)

Eligibility for services shall be redetermined:

I. When the ESSO has received information about anticipated changes in the
individual’s situation’
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No more than thirty (30) days after the ESSO has received information
that a change has occurred in the individual’s circumstances which may
make him ineligible.

Periodically, but no less freduently than every six months.
Income must be verified when service eligibility is redetermined. A new

DSHS 14-139(X) Social Services Application is made out and signed by the
client or his surrogate (see Chapter 99 for instructioms).

18.34 COMPLAINTS

Complaints may be received by telephone, letter or by the complainant coming
into the ESSO. They must always be acted on promptly. Various types of
complaints are handled as follows: ‘ :

1.

Complaints regarding financial matters: Pertinent financial information
will be forwarded to the Verification and Overpayment Control system or
any other appropriate person in financial services via the RFIS-13,
according to established ESSO procedure.

Except for childrens’ protective services, complaints on cases assigned
to a service worker will be referred to the worker.

Protective service complaints:

a. Alleged neglect or abuse of children. The complaint will be
transferred directly to the Child Protective Services Section or
worker. See Chapter 54.

b. Mentally Retarded Adult. Complaints regarding the alleged neglect,
abuse or exploitation of a mentally retarded adult will be referred
to a service worker, who will make a decision whether:

(1) A report should be sent to the Central Registry (See Chapter
30.30).

(2) The case should be referred to Bureau of Developmental Disabilities
case services.

Examples of common complaints are, behavior of children or animals, house-

keeping standards, use of grant money and persons with whom the client is
associating.

Complaints concerning a person not served by DSHS.

General community complaints not concerning a recipient of protective
services will be verbally referred to the appropriate community resource;
e.g., police department, bar association, health department, etc. by the
receiving worker. Great care must be taken, however, in not revealing any
confidential material about the client.
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18.36 ACTION ON SERVICE COMPLAINTS

1. The following actions may be taken on service complaints:

a. The case record may contain sufficient information to establish
whether the complaint is valid or unfounded. :

b. Where the case record does not provide sufficient information, a
contact with the client shall be made. The client has a right
‘to know the substance of the complaint, but not necessarily the
source.

c. If the complaint appears to be justified, contact may be made
with such collateral resources as schools and other agencies.
Those contacts should preferably be made with the client’s
consent, but if the client refuses consent, he must be advised
if the service worker plans to make any collateral contacts
without his consent.

d. Where the complaint is found to be justified, the service worker
shall offer whatever Title XX serivces are appropriate to
ameliorate the situation.

2. A contact shall be made with the complainant subsequent to the in-
vestigation of the complaint. He shall be advised either:

a. . That the complaint was unfounded, or,
b. That services are being given to remedy the situation,
c. That client refuses to accept service offered.

Great care must be taken, however, in not revealing any confidential
material about the client.

18.40 REQUEST FOR CASE EXCEPTION

A request for an exception to a rule shall be made on Form DSHS 5-10,
Policy Exception Request, Statement of Income and Resources shall be
included with a request for exception to a Medical Care rule.

Before requesting a case exception the service worker will explore all
resource possibilities within the community, such as:

1. Family

‘2. Relatives

3. Friends

4, Community Resources - Service Clubs, Churches, PTA, etc.
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If none of these resources are productive, the service worker will complete
-Form DSHS 5-10 to request the exception to policy. (See forms instruction
for completion and routing of this form.) Care should be taken to include
sufficient facts and information to enable a person unfamiliar with the
case to make a decision on the request without requesting further informa-
tion. The results of contacts with potential resources listed above will
be noted under Item 4 of the Form DSHS 5-10.

18.44 ADDITIONAL REQUIREMENTS

The basic requlrements provide the maJorlty of eligible persons with all
essential items of maintenance. Some persons, however, have particular
needs of an essential nature which cannot be met  within the basic require-
ments. Only recipients of financial assistance (AFDC, SSI or State Supp-
lementation) are eligible to these additional requirements.

In determining whether an additional requirement exists, the service
worker shall take into account the total case situation; i.e., the changes
which have occurred in health or living conditions and, if the problem is
not new, how it was met in the past.

The reasons for including an additional item, i.e., factual findings sup-
porting the need (or continuing need) for the requirement consistent with
the criteria described below, shall be recorded in the service record.
The service worker fills out Form DSHS 14-03(F), including resume of per-
tinent facts that relate to the requested additional requlrement, and
routes it to Financial Services for actionm.

A plan for periodic review of continued need for an additinal requirement
shall be established in each case, taking into account the change in the
individual’s living arrangements, health, and any other factor which has

a bearing on the need for the item. This shall be as often as the case
plan indicates, but at least semiannually. A tickler system is established
as a control for the next review date.

Additional requirements which may be approved for a continuing financial
assistance applicant or recipient by the service worker are:

1. Board - Board only shall be an additional requirement when the appli-
cant is physically or mentally unable to prepare any of his meals.

2. Restaurant Meals - Restaurant meals shall be an additional require-
ment only when:

a. The individual is physically or mentally unable to prepare any
of his meals, and

b. Board, or board and room is not available, or the use of such
facilities is not feasible for an individual.
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Daily Restaurant Meals - Daily restaurant meals shall be approved
only when such assistance is required pending full determination of
eligibility, or for temporary assistance of a week or less.

Home Delivered Meals (Meals on Wheels) - For some financial recipients

who cannot be expected to prepare all of their own meals, prepared
and home delivered meals may be available.

Where an ESSO approved home-delivery service of prepared meals is
available, recipients who need and would benefit from such service

. should be encouraged and assisted, when necessary, to obtain it.

Criteria used to approve the service are as follows:

a. The recipient requires help in preparation of some of his meals

and would benefit nutritionally or otherwise from home delivered
meals;

b. Such help is not reasonably available without cost to the recip-
ient;

c. Board (or board and room) is not feasible or possible for the
recipient. '

When a plan for use of this service is approved by an ESSO, the cost
standard to be used for the total food requirement of the recipient
using the service shall be established by the Office of Program
Analysis at ESSO request.

Transportation to State of Legal Residence - The cost of transporation
is an additional requirement for a GA nonresident who is being returned
to his state of legal residence.

The cost standard shall be the least expensive common carrier rate for
fare and other necessary expenses enroute unless other means of trans-
portation are advisable because of circumstances in the case,

Food for Guide Dog - The cost of food for a guide dog shall be an
additional requirement when an AB applicant/recipient has a guide
dog assigned to him by an accredited guide dog organization.

Telephone - Telephone service is an additional requirement only when
the lack of a telephone would endanger life or make a more expensive
type of care necessary. -

Laundry - Laundry is an additional requirement when:

a. The applicant or recipient is physically unable to do his laundry,
and '

b. He has no one able to perform this service for him.
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9. For procedures for providing Chore Services to Families with Children
or Adults, see Chapte 72.

18.50 MINORS (WAC 388-24-550)

When a decision is needed as to whether a child is still a member of a
family or emancipated for purposes of a service application, the following
guidelines are used:

1. Age of Majority - The age of majority in the state of Washington is
18. Any person 18 years or older is considered to be an adult and
has all the rights and responsibilities thereof, unless otherwise
determined by court action or by the legislature.

2. Age of Competence - A child under 6 is conclusively considered in-

‘ competent to govern his own affairs. A child age 6 - 14 is generally
presumed incompetent, unless circumstances show otherwise. A child
14 years or above is generally presumed capable of handling his or
her affairs, unless otherwise demonstrated. '

3. Emancipation and Minor Children - Emancipation is defined as the
extinguishment of parental rights and responsibilities, freeing the
child from the control and authority of the parent and terminating the
parent(s)’ legal obligation to support the child. A child under 18,
who is emancipated, has the same rights and responsibilities as an
adult, unless otherwise specified by law. Emancipation is not a factor
of eligibility for financial assistance nor for social services. The
determination of emancipation is necessary only to clarify the extent
of financial need such as if there is parental responsibility for
support, '

A minor child can be considered emancipated if one or more of the
following criteria is met:

a. Marriage - When a minor child marries, he is then considered to
be emancipated. This status continues unless and until the mar-
riage is legally dissolved, at which time, if the child is still
under 18, another determination of whether the child is emanci-
pated would be needed. The second determination would have to
be based upon the other criteria (see b and c¢).

b. Military Service - When a minor enters the military service, he
is considered emancipated. However, if the minor leaves the
military before the age of 18, another determination of whether

or not the child is emancipated, based upon other criteria, would
be needed.

c. Court Action - When the child has been declared emancipated by a
court of competent jurisdiction prior to the application for
services or financial assistance, or both.
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Responsibility of Social Services.

Information and referral social services are available to any indivi-
dual, regardless of age. Any person may apply for social services
without applying for financial assistance. In the instance where a
minor does apply for some type of medical or financial assistance, the
service worker has the responsibility for the determination of emanci-
pation, unless emancipation is clear, such as with marriage or military
service. In those cases the determination may be made by financial.

If the minor is in need of any of the Title XX services, a Services
Application may be taken either as a result of the service interview
or by referral to services from financial.

a. Determination of Emancipation - Minors whose emancipation status
in unclear are to be referred from Financial to Social Services
- in order to determine the minor’s emancipation status.
|
|
\
\

A contact with the Juvenile Court shall be made at this time by
telephone to determine if the minor is presently active with the
Juvenile Court. 1If it is determined that the child is in finan-
cial need and is not emancipated, or the parents cannot be located
and the child is in need, in addition to providing for the child’s
needs through financial and social services, a referral to Support
Enforcement Section must be initiated.

b. Development of Service Plan - If the minor has applied for social
services, the service worker has responsibility for developing a
service plan with the minor, regardless of whether the minor is
emancipated or unemancipated. The plan should be individualized
and all alternatives should be considered.

The first action that should be taken by the service worker is to
discuss the situation or problem with the minor. If the child is
residing with his parent(s), is not in need of protection, or is
not requesting medical or financial assistance or placement, the
service worker may have one or more interviews before it may be
necessary to involve the parent(s). However, if the child is not
residing with the parent(s), is in danger, or is requesting finan-
cial or medical assistance or placement, the parent(s) should be
contacted immediateély (with the child’s knowledge). This is
‘necessary not only to determine emancipation, where applicable,
but also to explore the situation and to involve the parent(s) in
the planning and support of the unemancipated minor child and to
determine income eligibility. If the parent(s) cannot be located
or refuse to cooperate, it may be necessary to initiate a referral
to Juvenile Court. If the minor is a ward of the Juvenile Court,
the Court, as well as the minor and parents, must be involved in
the development of the service plan.
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Alternatives to be considered in the planning for the minor child
include, but are not limited to, returning to or remaining in own
home, referral to appropriate community agency, temporary placement
in a receiving home with temporary court order, return to another
state under Interstate Compact (if parent(s) are not residing in
Washington), foster home or group facility placement with parent(s)
voluntary agreement, referral to Juvenile Court, or an independent
living arrangement (AFDC and GAU).

The service worker must notify Financial Services within 30 days
of the date of the financial application of the emancipation
status and of the service plan on a RFIS-13. The financial
worker can then determine financial eligibility in relation to
the plan and make Support Enforcement referrals as necessary.

In some situations, if an appropriate service plan cannot be
worked out immediately, it may be necessary to make a.temporary
emergency plan. Financial Services must be informed of the
temporary plan so that eligibility for emergency assistance

can be determined if necessary.
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MANUAL G: CHAPTER 02 -- SOCIAL SERVICE DELIVERY SYSTEM

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-252
Issued: 09/10/86

FROM: Charles Reed, Asst. Secretary SECTIONS REVISED:
AGING AND ADULT SERV. MS 0B-43 02.04 F,

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Jean Gregory

SCAN 234-7136 or
Non-SCAN 753-7136

| l
|IF NOT DELIVERABLE, RETURN TO: DSHS STOCKROOM MS FB-11|

SUBJECT: LIMITED ENGLISH SPEAKING (LES) CLIENTS

Place this notice in front of the Chapter 02, Manual G, and note on the
Green Notice Control Sheet the date Notice No. G-252 was entered.

State law, RCW 74.04, Section 33 (SSB 3660) and the Predetermination Settle-
ment between DSHS and the Office for Civil Rights of the U. S. Department

of Health and Human Services (Docket Number 10837005) requires DSHS to
recruit and hire bilingual or multilingual staff, when certain circum-
stances occur and criteria are met.

To satisfy this requirement and provide the required documentation, the
DSHS 2-128(X) is revised to meet Social Service needs and to provide a
report on the primary language of the head of household on all new or
reopened service cases. The second copy of the DSHS 2-128(X), indicating
the head of household's primary language, is batched and mailed weekly to
Data Control. DCFS administrators receive a State Office Monthly Report
(SFSSAS/SA3010) which identifies the number of LES clients by language in
their DCFS catchment area. See Numbered Memo 84-5, Guidelines for Hiring
Bilingual Multilingual Staff, for details.

This notice adds Item 02.04 F. 3. which says:
The second copy of the DSHS 2—128(X), indicating the head of house-

hold's primary language, will be batched and mailed weekly to Data
Control. ‘
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CHAPTER 02 :
SOCIAL SERVICE DELIVERY SYSTEM

02.00 INTRODUCTION

This chapter describes the framework within which The Community Services
Offices (CSO) 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 1is to organize the operations and resources
(people, paper, etc.) in about the same way across the state so clients and
workers can know what to expect if moving from one CSO to another.

Standardization of policy and procedures permits equal treatment regardless
of geographical location and permits a more fair method of measuring work-
loads 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 CSOs 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 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 om
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 Mental Health clinics, Area
Agencies on Aging and health care organizations.

C. 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 objec-
tive or outcome. Service plans will be mutually determined by the
client and the agency. When a mutually determined plan is not pos-
sible and the service is mandatory due to legal or program
requirements (APS), the service plan will be developed by the depart-
ment with the client's knowledge.
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02.02 COMMUNITY SERVICES OFFICE ORGANIZATION

A, All social service workers are responsible for determining eligibil-
ity, 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-CSO service providers/
community agencies.

B. All service workers in Adult Services will be able to authorize and
provide or arrange for:

1. Adult Protective Services Chapter 44
2. Chore Services : Chapter 42
3. Health Support Services Chapter 48
4, Financial Support Services Chapter 60
5. Residential Services for Adults ' Chapter 46
6. Information and Referral Services Chapter 20
7. Family Planning Services ' Chapter 22
8. Volunteer Services Chapter 62
9. Case Management Chapter 46

c. The General Services Unit provides short-term, emergency social serv-
ices to financlal applicants; orientation to social services (optional
for each CS0); incapacity review; and other social services needed to
support or follow up the financial grant request.

D. Service workers assigned to this unit will be able to authorize and
provide or arrange for:

(1) Financial Support Services Chapter 60
(2) Health Support Services Chapter 48
(3) PFamily Planning Services Chapter 22
(4) Information and Referral Services Chapter 20

E. 'Other functions will be performed as deemed necessary by CSO adminis-
tration provided they can be accomplished with a minimum number of
client contacts (usually no more than 2 or 3).

F. Work Incentive (WIN) Unit

ae. This unit must be organized and administered to comply with
appropriate federal regulations regarding the WIN program.
Federal guidelines come from both the Department of Labor and the
Department of Health, Education, and Welfare. Not all CSOs have
a large enough caseload of employable recipients of financial
services to justify a separate WIN unit. Refer to Chapter 64,
Work Incentive (WIN) Program, for CSOs authorized to have WIN
Units.
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b. Service workers assigned to this unit will be able to authorize
and provide or arrange for:

(1) Work Incentive (WIN) ‘Services ' Chapter 64
(2) Employment and Training Services Chapter 66
(3) Day Care Services for Children Chapter 28
(4) Health Support Services " Chapter 48
(5) Financial Support Services Chapter 60
(6) Family Planning Services : Chapter 22
(7) Chore Services ' Chapter 42
(8) Volunteer Services : ' Chapter 62

Refugee Assistance

All Refugee Assistance cases should be assigned to one worker or the
least number of workers required by the load. CSOs with bilingual
Indochinese staff would assign all clients to these workers. The
location of that worker in a section depends on the nature of the
¢aseload.

The department recognizes that not all service workers have the pro-
gram knowledge, training or experience necessary to provide this range
of service, but they should have sufficient knowledge to arrange for
the full range of services.

After assessing the qualifications of staff and the complexity and
volume of service requests, the CSO supervisor may designate
specialists. Functional specialists may be designated based upon the
nature and volume of the service (e.g., APS) or the special expertise
of the individual worker (e.g., intake/assessment specialist). How-
ever, the need to adopt this second alternative must be carefully
assessed because the goal is for clients to see as few workers as
possible.

The expectation that all service workers eventually should be able to
authorize, provide or arrange for multiple 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 capa-
bilities 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 experience 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
service staff) and unachieved objectives.
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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. It will
be the responsibility of the CSO administrator to ensure social
service staff and clerical workers are advised of specific pro-
cedures 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 will be seen by a soclal service
worker as soon as possible. All soclal service workers are
responsible for providing information and referral services.

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
workerg as possible.

Intake and Assessment

1.

AThe determination of service eligibility, needs assessment and

information and referral functions are performed by all social
service workers. If the client is not eligible or if the serv-
ices requested are not available, the service worker is '
responsible for referring the client to other agency or community
resources.

For program eligibility/intake and assessment procedures, see the
specific program/service chapters which follow. Eligibility or
need is documented on the DSHS 14-139(X) (Rev. 3/83), Social
Service Eligibility Document and Face Sheet.

Based on the size of the office and the volume of urgent service
requests, the CSO administrator 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 welghed against the effect (on clientsg) of
transferring cases to other workers for continuing services.- The
latter is to be avoided when practical.

Intake/assessment specialists or others performing this function
should be prepared to:

a. Take complaints on alleged abuse, neglect or exploitation of
individuals;
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. be Screen referrals for out-of-home placement to determine if
they are appropriate for action; ‘

Ce. Evaluate for in-home service needs as appropriate;
d. Screen to determine potential need for case management.

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
responsibility 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

p
A.
‘ B.
B N
| .
|
: c.
|
|
i
’ D.
|
|
S

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 adult protective service investi-
gations 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 supervisor 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
coordination.

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. ’
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E. Case Management

1, Case Management assists vulnerable adults to obtain and effec-
tively use necessary support services. Case Management is
provided only until the vulnerable adult's situation has stabi-
lized or family member or friend is both able and willing to
assume case management responsibilities. Case Management
includes:

a. A comprehensive assessment of the individual's needs.

b. Development of a detailed plan of services and activities
which are designed to achieve and maintain the maximum level
of health and functional independence which the vulnerable
adult is capable.

¢. Ongoing contact with the vulnerable adult to enable a prompt
response to changes in his/her conditions.

2. All Case Management core functions are provided to each Case
Management client. Case Management core functions include:

a. Comprehensive assessment,

b. Service plan development,

Ce Service plan implementation,
d. Service plan review

e, Termination planning,

f. Record maintenance.

3. Case Management supportive functicns are provided to Case
Management clients only as needed. Case Management supportive
functions include:

a. Client advocacy,

b. 'Assistance in obtaining services,

c. Consultation with other support persons, agencles, etc.,
d. Networking, :

e. Family support,

f. Crisis intervention.

F. Requesting Existing/New Social Service Records

1. The soclal 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.

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 02.12).

SS Manual - 1382
David v.





.Manual G
02.05
Rev. 104 - 8/85

f\d; 02.05 SOCIAL SERVICE 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.
t 2.
|
|
!
3.
SN
4.
|
!
-

Assessment of Need

The service worker is responsible for assuring that the client's
service needs are clearly stated and are understood by both the
client and the service worker.

Availability of Services

The service worker must determine if agency services are avail-
able 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 nonavailability of services
should be documented on DSHS 2-305(X), Service Episode Record.

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 practi-
tioner or volunteer resource. The client may accept or re ject
the offer of referral. Service ineligibility should be docu-
mented on the DSHS 14~139(X), Social Services Eligibility
Document and Face Sheet and retained by Master Files in a
“denial” file.

Plan of Action

a. Problems as perceived by the client are explored and clari-
fied in the initial interview. Then the client and the
service worker mutually develop a plan of action--who will
do what and when.

b. The plan should include specific objectives and describe the
steps to be 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 service priorities listed in Chapter 01,
Social Services Policy and Administration, and in Section
00.14 of each program/service chapter.)
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Individual service plans should be developed by the end of the second
interview with the principal client. Without a service plan, addi-
tional problem exploration or planning interviews require supervisory
approval. Mandatory service plans (APS, 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 vari-
able 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, Service 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
constitute a new service episode.

A new ISP may 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.

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 CSO 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 pro-
cedures indicated in each of the program/service chapters. (See
Chapters 20 through 62.)

02.07 CASE CONSULTATION

A,

In order to avoid the transfer of active cases within CS0 offices,
gservice 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 con-
sulting 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 1s a process for utilizing
peer expertise and ought to be used as needed and with the knowledge
of the supervisor. '

CSO staff may also reach an agreement to consult with non-DSHS service
workers in their community such as Developmental Disabilities, Voca- -
tional Rehabilitation and AAA service staff (see Chapter 01.12).

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 are responsible for making social service eligi-
bility determinations based on income and/or resources by
completing the DSHS 14-139(X), Social Services Eligibility Docu-
ment and Face Sheet. The program eligibility criteria is
described in each service chapter (Section 00.15).

3. When services 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.

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. o

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 alphabetically in one folder, and older applications (four
months or more) should be purged from the file on a quarterly
basis.
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B.  Reduction/Termination

1.

2.

3.

4.

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.

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.

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

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 1is critical

as it may seriously impact the stability of goal or objective

attainment. : : -

The service worker will enter on the DSHS 2-305(X), Service Epi-
sode 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 com-
plete the DSHS 14-159, Change of Service Authorization, within
two working days of the termination coatact. Timeliness in
completing this form 1s particularly important when a payment is
involved.

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
CSO 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.)
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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 have counsel at a hearing.

4, Not coerce clients into applying for or withdrawing hearing
requests. ’

The worker will determine whether the client's expressed dissatis-
faction 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 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 will note in
the service record the date, the issue, and the client's expressed
intent. The service worker will also notify the CSO 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 service record
and immediately 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 dis-
cussion, that the fair hearing process has been explained, and the
client's decision.

The CSO fair hearing coordinator or designee will:

1. Be responsible for presenting the CSO case to the fair hearing
examiner.

2. Be the contact person between the Office of Hearings and the
CSo.
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3. Have overall responsibility and authority in reviewing the CSO
case, including but not limited to: contacting workers involved
and/or their supervisor(s), notifying the CSO 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.

6. Notify the CSO 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 thig form-and instructions.)

02.10 SOCIAL SERVICE RECORDS

A.

B.

Purpose of Service Records

The purpose of social service records is to record essential informa-
tion 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 388-73-054).

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 kept for services (see
RCW 74.08.545). Adequate records must also be maintained on liceunsed
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.
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Except for brief information and referral contacts and less than 30

minutes of crisis intervention or other social services, an individ-
ual/family who applies for and receives social services will have a
gservice 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 pur-
chases services must also maintain service records on service
recipients (see RCW 74.13.133).

Service Record Required Contents

1.

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

a. -DSHS 2-305(X), Service Episode Record (Narrative recording);

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

c. DSHS 14-154(X), Social Services Authorization (service,
objectives, payment rates, client data);

. d. DSHS 14-159, Change of Service Authorization (turnaround

document) ;

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 must contain proof that the person was eligible and
that eligibility was determined. DSHS 14-139(X) will provide
documentation.

The record must indicate which services were provided and whether
services were agency provided (direct service) or vendor provided
(purchased service). This information 1s entered on the DSHS
14-154(X) /159 by use of the appropriate service codes. (See
Social Service Payment System Manual, Appendix A.)

The record must contain an Individual Service Plan (ISP). Serv-
ice 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. For CARES/COPES
clients, the CARES/COPES Plan of Care may substitute for the
Individual Service Plan (ISP). For Case Management clients, the
CM Service Plan may substitute for the ISP.
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02.11 NARRATIVE RECORDINGS

A.

B.

It is important that entries on the DSHS 2-305(X) (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.

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. Note on the (SER) when service plans of care forms for
CARES/COPES and Case Management are being used as a substitute
for the ISP.

Narrative (NARR)

Information adequate for probable future uses of the record
including: dates of client contact; a brief description of spe-
cific events and observable acts which have importance; additions
or changes to the plan; names and addresses 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 were 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

1.

Most narrative recordihg is done on the DSHS 2-305(X), SER; how-
ever, other service recording or data forms which are required
and samples are shown in Chapter 99, Forms.
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e : 2. Records must contain statements of fact. Service workers should
make non-judgmental entries. If the worker wishes to record
opinions or personal inferences, these must be clearly labeled as
the worker's opinion or judgment of the situation.

3. Brief phrases describing key points, should be used whenever
possible. .

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

5. The length and completeness of the narrative depends on the type
of service and probable future need for the record. For details
about what program or service information must be recorded in the

i service record, refer to the service chapters, Chapters 20-68.

| c. Recording Reﬁuirements for Service Contractors (Purchased'Services)

1. All soclal ‘service contractors must maintain records on each

‘ person served. Providers having contracts authorizing their staff
to make eligibility determinations must maintain records to sub-
stantiate 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 be maintained and stored in a professional manner
meeting all requirements of CSO service records.

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.

B. The original make-up of a service record, including assignment of a
case number, is a clerical function. CFSC or CFSC area office proce-
dures for building, filing, storing, securing and transferring social

| service records shall be consistent with Manual E and the following
| guldelines. :

|

|
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All nohactive service records wili be 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 is responsible for maintaining the contents in the manner
described below. When a service record is ready to be closed, the
service worker must review for both completeness of information and
conformity to the sequence described in the next paragraph.

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 14-139, 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. »

2. 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.

3. Section 3. Document Section: This section will contain all
legal, medical, program specific forms, other general documents
and correspondence. They will be placed in chronological order
with the most current at the froat, 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
according to specifications in F. 2.

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

2. All documents and forms that are more than one year old will be
placed in the Volume I service record in their original chrono-
logical order by the clerical support person. Exceptions to the
one-year time frame must be requested of the CSO administrator or
his designee in writing by the service worker.

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.
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Any requests for combining or separating service records will be sent
to the clerical support person for action. The file clerk or other
designated clerical support is responsible for maintenance 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. '

All non-adoption soclal 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 CSO, the closed (inactive) service records are des-
troyed. '

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, SECURLTY 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.

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 APS complaints must remain anonymous and their
names should be 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 DSHS staff members who have an assigned

responsibility for the client or DSHS SO or CFSC staff who are engaged

in officially sanctioned and authorized research or program monitor-—
ing. .
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E. All material presented at a fair hearing shall be open to the examina-
tion of the client and his/her representatives, even though such
material would ordinarily be considered confidential (see WAC 388-08
and 388-09).

F. Shariqgrlnformation Outside the Agency

1. For 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 Regulations, 0B-33D, Olympia, Washington 98504.

2. 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).

f b. Authorization to Disclose Personal Information, DSHS 17-63
i (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 serv- -

ice record unless it also is subpoenaed. If the record is

subpoenaed, the Assistant Attorney General assigned to that pro-

gram area should be consulted in advance of the hearing.

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 14-1545 and 1598) are considered

|

|

|

]

|

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

02.14 CASE TRANSFER POLICIES

A. Case Transfer

1. Every effort will be made to avoid transferring active clients
from one service worker to another within the CSO.

2. 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.

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

g
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a. The client or worker requests a transfer based on a legiti-
mate personality coanflict.

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.

Ce 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, Cso, or
terminates employment.

B. Transfer Process Within CSOs for Active Cases

N~
1'
2.
3.
4.
5.

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

The transferring service worker will discuss the case with the
receiving 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 conference with the client is appropriate. If there 1is 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.

c. Transfer Process Between CSOs - Closed Cases

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).

'SS Manual - 1395
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Transfer Process Between CS03 — 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 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. Addi-
tional 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.

If the department 1s purchasing a service for this client 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.

If the provider or payee will change, payment will be terminated
on the DSHS 14-159 prior to the transfer out to the new CSO.
(See the SSPS Manual.)

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 recelving worker must
then submit a new authorization to open services.

Resildential placements ouf of the CSO area should be authorized
by the sending office prior to tramsferring the record.

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 statis-
tical 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 activities and to monitor and
develop statewide programs (see the SSPS Manual).

Statistical and payment data is entered fram 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
20~-68.

Output reports are provided at different levels of detail to all three
administrative levels - SO, CSOs and Regional offices (see SSPS
Manual).
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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 designated services authorized on the DSHS 14-154(X) or the

DSHS 14-159.

' Documentation of the volume of service requests and changes in work-

loads is used to develop budgets for staffing CSOs and Regional
offices. Whenever program standards change or new services are
developed, measurement for those new standards or services will be

conducted.

02.17 SOCIAL SERVICES - RANDOM MOMENT TIME SAMPtE

A.

Introduction

1. The Social Services - Random Moment Time Sample (SS/RMTS) form
collects information on a random sample basis for allocation of
staff costs among service and eligibility categories. The
sampling procedure is designed to satisfy federal financial
participation requirements, provide an audit trail and management
{nformation for DSHS executives, and claim salary match funds for
social service staff. ‘ '

2. Data from the sample forms are computer processed and a monthly
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 for salaries under Title IVA, IVB, IVC,
IVE, XIX, and XX of the Social Security Act (approximately $20
million per year).

3. For instructions on completion of the RMIS form, see Chapter 99. .

Social Service RMTS Coordinator Responsibilities

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

2. The coordinator and his/her backup have the following responsi-
bilities:

a. Receiving and filing the contact schedules and computer
generated DSHS 4-315, Sample Forms;
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b. Distributing the sampling forms to the unit supervisor;

c. Keeping track of which contacts have been made and which
forms returned (on the contact schedules); Keeping an audit
_file of completed contact schedules for 90 days after the
sample month;

d. Reminding unit supervisors when a DSHS 4-315 is overdue; and
e. Overseeing the collection and submittal to SO of SS/RMTS

sample forms (DSHS 4-315), as specified in the procedures
below. See Manual E, Chapter 91.

C. Coordinator Procedures

1.

5.

Prior to the first day of each week, CSO - SS/RMIS 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).

Each contact schedule indicates which worker positions are to be
sampled and what time they are to be sampled during one work day.
The persons and times to be sampled must not be revealed to

the workers before sampling time.

The RMTS Coordinator files each contact schedule and DSHS 4-315
form chronologically, by sample date.

CSO-SS/RMTS coordinators then give the DSHS 4-315 sample forms
for the positions to be sampled to the appropriate social service
unit supervisors the afternoon before the sample date.

Hold the Contact Schedule in a pending file until the end of the

sample day awaiting the return of the DSHS 4-315 form(s) from the
unit supervisor(s). If the DSHS 4-315 forms are not returned by

the end of the sample day, obtain them from the appropriate unit

supervisor(s).

Update the Contact Schedule as necessary to show any worker
changes made on the DSHS 4-315 by the unit supervisor.

Record on the Contact Schedule the date the worker completed the
DSHS 4-315.

v

NOTE: Normally this should be the contact date.

Place the completed DSHS 4-315 forms in the self-addressed enve-
lopes provided and route to outgoing mail.

SS Manual - 1398
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Enter on the Contact Schedule the date the DSHS 4=-315 is mailed
to SO.

Retain the completed Contact Schedule in the audit file for the

‘time period specified in the Records Inventory, Disposition

Authorization and Transfer Schedule. At the end of the specified
time, dispose of each Contact Schedule according to the DSHS
Records Management Procedures Manual .

D. Social Service Supervisor Responsibilities

; , The social service unit supervisor is responsible for:

Distributing forms to workers to be sampled;

When appropriate, contacting branch or sub-offices, to reach
workers to be sampled;

Verifying the preprinted data in Section I of the DSHS 4-315
sample form. The position number and program codes must match

the payroll/personnel documents.

Completing Section II, item G, Worker Status, on the DSHS 4-315
form for each contact;

Verifying the service worker entries in Section III (working on a
specific case) or Section IV (no specific case). Supervisors are
to assure that only one, not both IIT and IV are completed.

Documenting that this quality control review has occurred by
signing the supervisor's signature on the bottom of the DSHS

4-315.

Forwarding the completed DSHS 4-315 to the SS~RMTS Coordinator.

E. Procedures for Social Service Supervisors

— 5.
|
|
| 6.
|
| 7.
{
|
, 1.
2.
3.
—_

A week's worth of contact schedules are mailed to each CSO
together in one envelope. The schedule for each day is stapled
shut. The RMTS coordinator files uno ened schedules by date and
gives each unit supervisor their sample forms the day before.

The unit supervisor distributes the sample forms (DSHS 4-315) to
workers at the time they are to be sampled. The persons and
times to be sampled must not be revealed to the workers before
sampling time. The supervisor completes the form (Section II of

DSHS 4-315) for employees not omn duty. J

Certain positions are NOT sampled: Project employees, Home= R
makers, and Community Nurse Consultants. These positions are
entirely state funded or are tracked through a different system.

SS Manual - 1399 ..
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|

Note below there are special procedures for workers in sub-
offices (branch) or workers not in the office or those working
nonstandard work weeks.

Unit supervisors are responsible for knowing how to complete the
DSHS 4-315 and for seeing workers follow the form completion
instructions printed in Chapter 99. Errors in program
eligibility codes may lose federal matching funds, and unit
supervisors are responsible for preventing/correcting errors.

Sampling Contact Guidelinesfor Section I1I, Worker Status

Note: If you supervise a part-time or full-time employee work-
ing nights or weekends (e.g., on stand by), you must alter the
time of the sample.

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
a.m. to 12:00 p.m. and 1:00 p.m. to 5:00 p.m., Monday
through Friday. All workers will be sampled during these
hours. If you have an employee who works different hours
from these, see below.

b.  Sampling Employees in Branch or Sub-Offices

If the sampled person works in a branch or sub-office, the
CSO - SS/RMTS Coordinator or responsible unit supervisor
must distribute the form or call the branch (unit) super-
visor well in advance of the sample time to inform the
service worker to complete a DSHS 4-315 at the correct time.

Note: The completed DSHS 4-315 form must be reviewed and
signed by a socilal worker supervisor and returned to the CSO
- SS/RMTS Coordinator within two working days.

c. Sampling Employees on 4/40 Work Week (Nonstandard)

If the service worker is on a 4/40 work week and the sample
date 1s his/her day off, the unit supervisor calculates a
substitute contact date (Section I, Item B) 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.

SS Manuai - 1400
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Sampling Employees on Night Shift and/or Standby

~If the service worker works a night shift or is called on

duty from standby, the sample time only (Section 1, Item C),
on the contact schedule will need to be lined out. Please
write in a substitute 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).

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 every worker has an equal
chance of entering the sample at any time, regardless of
whether selected earlier. In this case, sample each time
the worker is listed. :

Section II: Worker Status At the Time of Sample is On the
Job (Item G-1)

(1) 1If the service worker filling a regular position is
working either standard or nonstandard work hours and
is on the. job (including workers called in from stand~-
by) in the office or sub-office (branch) at the moment
to be sampled, circle item G-1 (on the job), contact
him/her at the specified time (or substitute time - see
above), and have him/her complete Sections ITI or IV of
the DSHS 4-315.

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

NOTE: Standby status 1is not considered on the job for
purposes of this sample.

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

etc.

(4) If the worker is not in the office but is on the job
elsewhere, hold the form for his/her return.

For example: If 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 and returned to the RMTS
coordinator.

SS Manual - 1401
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Section II - Worker Status: All Other Categories of Worker
Status (Items G=-2 through G-6)

(1) The unit supervisor will complete Item G and sign the

bottom of the form.

(2) For service workers on the job (e.g., on duty) but not
working at the moment to be sampled, check Item G-2
(work break). :

(3) 1If the position to be sampled is vacant (that is, no
new worker has yet been appointed to that position),
circle G3 "position vacant” and sign the form with no
other entries.

(4) For workers on leave, circle G4 or G5.

(5) For service workers who are working part-time or inter-
mittent or are on standby (i.e., not on job) at the
moment to be sampled, change the date or time of the
sample.

NOTE: Please write in a substitute sample time which-
_1s the same number of hours/minutes into their
shift as the original time was after 8:00 a.m.

(6) For workers away from this office or unit on job rota-
tion, or temporary assignment elsewhere (not on duty),
circle G-6.

THE WORKER'S SUPERVISOR SHOULD RETURN COMPLETED FORMS TO THE
CSO—-RMTS COORDINATOR BY THE END OF THE SAME DAY OF THE SAMPLE AND
ABSOLUTELY NO LATER THAN TWO WORK DAYS AFTER THE SAMPLE MOMENT.

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 eligi-
bility is pending), mail them in the pre-~addressed envelopes
provided, to DSHS, Data Support and Analysis Section, MS O0B-34F,
Olympia, WA 98504. Branch offices or outstationed units may
mail completed samples directly, without sending them back to the
primary office. ‘

Mail those forms held over for workers on the job but out of the
office or pending information such as parental income/resources
to deteruine 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.
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~ 9. Should questions'arise about correct procedures for collecting
SS/RMTS data, telephone or write:

Department of Social and Health Services
Data Support and Analysis Section, MS 0B-34F
Olympia, WA 98504

Attn: SS/RMTS Analyst

Telephone: 753-7501 or SCAN 234-7501

D. Procedures for Sampled Workers and Unit Supervisors

1. When the unit supervisor contacts a worker to fill out Section
1II or IV of the DSHS 4-315, the worker should note carefully
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 foram for completeness and accuracy,
corrects it as necesary (conferring with the worker), signs the
form, and returns it to the CSO — SS/RMTS Coordinator, to log .its
completion. '

3. Special care should be taken with Items K and L which are_ the

B “meat” of the data. Section III only is completed when there is
a single primary recipient (client) identified. Section IV only
is completed when there is NO single, gspecific 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 (see Chapter 99). Forms should be returned promptly to
the CSO - SS/RMTS Coordinator for tramsmittal to the SO.

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

Community Services Policy Unit

MS O0B-41N
. SCAN 234-4652

02.18 SOCIAL SERVICE MONITORING AND VALIDATION

A. . CSO casework supervisors are responsible for monitoring services and
expenditures authorized by their staff. The Social Service Reading
Schedule, DSHS 15-164(X), should be used to document:

1. Mandated services are authorized, provided, and closed in a
timely manner.

2. An adequate needs assgessment was made.

3. Department policy and procedure are followed. SS Manual - 1403
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4. Eligibility and funding sources are correctly determined.
5. Appropriate prepiacement planning is done.
6. Case documentation is completed.

7. Correct output and management information can be created from
the services authorized.

B. A minimum of three records per month per service worker should be
read. Records should be drawn in a manner ensuring an unbiased cross
section is reviewed over a period of a few months.

C. Service supervisors should retain a copy of all completed reading 1
schedules for a minimum of six months for use in preparing performance
appraisals. It is important schedules are stored in a manner assuring
the privacy of the service worker.

E. Program Managers are responsible for evaluating statewide programs.
The eligibility of social service reciplents may be validated. In
addition to an eligibility validation process, the social service
program managers may also review service records to assess the quality
of service delivery and the completeness of service records (e.g.,
| required forms).

‘ D. See Chapter 99 for instructions to complete the form.
|
|
|
|

F. Program Managers are responsible for identifying: service delivery
system problems requiring corrective actions; staff training needs;
and needed revisions for operating manuals.

02.19 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 serv-
ice worker will:

l. Verify the amount of fee required for the information needed and
obtain 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. Prepare a letter in duplicate to the agency for the CFS desig-
| nee s signature indicating:

a. The type of record/information being requested.

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

SS Manual - 1404 |
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Ce The CSO address to which the record should be mailed.

The CSA will sign and forward 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

Disbursements staff will:

1. Issue a check on the DSHS Administrative Revolving Fund and mail
it with the requesting letter to the vital statistics agency
indicated.

2. Return 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.

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

The coby 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). :

- The Disbursements Office checks with the State Treasurer's Office to

see if the warrant is outstanding. The replacement process takes from
one to two months. If they find that the warrant has been cashed,
then the process involves investigation before issuing another warrant
and may take longer.

CSOs are not authorized to initiate another voucher. The only part
CSOs play is to see the proper Affidavit is completed and submitted to
Disbursements.

This procedure applies to all vendor payments, including adult foster
home vouchers, day care vouchers, and special payments for chore
services, administrative payments, etc.
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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 Moment Time Sample

DSHS 14-139(X), Social Services Eligibility Document and Face Sheet
DSHS 14-164(X), Social Services Reading Schedule -

SS Manual - 1406
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CHAPTER 20
INFORMATION AND REFERRAL

20.00 PROGRAM AUTHORITY

State: WAC 388-15-010; 388-15-110

20.10 POLICY

20.11 Purpose of Service

Information and referral services are available to all persons who request
services from Community Services Offices (CSOs) by phone, correspondence,
or in person. These persons are provided with information and referral as
needed, to available services within the department or the community.

20.12 Service Description

A. Information and Referral Services (I&R) responds to the service
requests by determining the type of service needed (desired) and
linking the individual to the appropriate service.

B. Provision of minimal health support and family planning information
is the responsibility of all social service staff. Minimal service
means providing names and locations of providers, general program
descriptions, and other specific resource information as is avail-
able. )

20.13 General Policies Related to this Service

A. I&R is.available to all bersons requesting service.

B. Social Services Application, DSHS 14-139(X), 1s required only when
more than 60 minutes of time is required for the assessment or
service.

20.14 Priorities Related to this Service
Respond to persons in emergent need who:
A. Come to the CSO.

B. Contact the CSO by telephone.

C. Contact the CSO in writing.
SS Manual - 1588
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20.15 Eligibility

I&R is available to all persons without regard to income or recipient
category.

20.20 PROGRAM STANDARDS

20.21 Program Expectations/Response Time

A. Respond promptly to all requests for service regarding a serious or
imminent threat to the individual or the individual's family.

B. Respond to all other in person or telephone requests for service.
c. Respond to all written requests as soon as possible.
D. Maintain a community resource file in cooperation with other I&R

gservices where they exist. -

20.22 Appropriate Program/Service Outcomes

A. All persons requesting services are seen and referred to the
appropriate service.

B. All inquiries received by phone or correspondence are answered and
referral made if appropriate.

C. Individuals become active service clients if appropriate.

20.30 SERVICE PROCEDURES

A. . All requests for service determination will be handled by the service
worker receiving the request. The individual may be referred within
the agency to other service workers or to community resources.
Requests made by active service clients shall be referred to the
appropriate service worker. The service worker shall:

1. Communicate with the client and/or inquiring person'eithef in
person, by phone, or by letter.

2. Determine whether the individual is an active client or only
needs information or referral to available services.

3. If the I&R contact lasts longer than 60 minutes, the appropriate
SSDS/SSPS forms, DSHS 14-139(X), DSHS 14-154(X), and DSHS

2-305(X) must be completed.

4. When it is necessary to communicate with a DSHS office in writing
or a written referral is made to a community agency and/or
resource, use general memorandum form DSHS 2-109(X), Rev. 11-83.
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e 20.60 INTERFACE WITH OTHER DSHS SERVICES

Interfaces with all DSHS social service programs.

Use the following list as a guide to Crippled Children's Services
resources: .

Crippled Children's Services
LC-12D
Olympia, WA 98504

CRIPPLED CHILDREN'S SERVICES LOCAL AGENCY COORDINATORS

DSHS REGIONS

REGION 1

ADAMS COUNTY HEALTH DEPARTMENT
210 West Broadway

Ritzville, WA 99169

SCAN 537-1206

(509) 659-0090, Ext. 206

: CHELAN-DOUGLAS HEALTH DISTRICT
o~ 316 Washington Street
Wenatchee, WA 98801
Nancy Smith, PHN, MCH Supervisor
Helen Peterson, PHN, CCS Coordinator
SCAN 565-1424 ‘
(509) 663-2105

NORTHEAST TRI-COUNTY HEALTH DISTRICT
(Stevens, Ferry, Pend Oreille Counties)

Mary Selecky, Administrator, CCS Coordinator
SCAN 574-1265

Colville Office

P.0. Box 270

Colville, WA 99114

Jackie Franks, PHN, Nursing Supervisor/CCS Coordinator
SCAN 574-1265

(509) 684-5048

Ferry County Office

P.0. Box 584

Republic, WA 99166

Judy Hutton, PHN, Nursing Supervisor/CCS Coordinator
SCAN 545-6360

(509) 775-3161, Ext. 220
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REGION 1 (Cont.)

Newport Office

P.0. Box 490

Newport, WA 99156

Eleanor Chitwood, PHN, Nursing Supervisor/CCS
SCAN 545-6361

(509) 447-3175

GRANT COUNTY HEALTH DISTRICT

P.0. Box 37

Ephrata, WA 98823

Kirsten Sweet, PHN, CCS Coordinator
SCAN 551-1403 '
(509) 754-2011, Ext. 403

LINCOLN COUNTY HEALTH DEPARTMENT

P.0. Box 215

Davenport, WA 99122

Betty Beebe, PHN, Director of Nursing
(509) 725-1001 .

OKANOGAN COUNTY HEALTH DEPARTMENT
P.0. Box 231
Okanogan, WA 98840
PHN, Director of Nursing
J111 Lewis, CRN, Family Nurse Practitioner
(509) 422-3867

SPOKANE COUNTY HEALTH DISTRICT

West 1101 College Avenue

Spokane, WA 99201

Jean Rose, PHN, CCS Supervisor/Coordinator
Edith Coleman, PHN, CCS Nurse

Pat Terrell, CCS Clerk

(509) 456-5783

WHITMAN COUNTY HEALTH DEPARTMENT
Public Service Building

North 310 Main Street

Colfax, WA 99111

Carol Abbott, Director of Nursing
SCAN 569-1280

(509) 397-3471

REGION 2

ASOTIN COUNTY HEALTH DEPARTMENT

431 Elm

Clarkston, WA 99403

Elaine Lyden, PHN, Director of Nursing
SCAN 545-6354

(509) 758-3344
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REGION 2 (Cont.)

BENTON-FRANKLIN HEALTH DISTRICT

506 McKenzie

Richland, WA 99352

Sandy Owen, PHN, MCH/CCS Supervisor
SCAN 526-2389

(509) 943-2614

COLUMBIA COUNTY HEALTH DEPARTMENT

114 North Second

Dayton, WA 99328

Evelyn Gaffney, PHN, Director of Nursing
(509) 382-2181

GARFIELD COUNTY HEALTH DEPARTMENT

Box 130 (189 - llth Street)

Pomeroy, WA 99347

Lucille Meissner, PHN, Director of Nursing
SCAN 736-4257

(509) 843-3412

KITTITAS COUNTY HEALTH DEPARTMENT

507 Nanum

Ellensburg, WA 98926

‘Pat Erickson, PHN, Director of Nursing
SCAN 453-3917

(509) 925-1465

WALLA WALLA COUNTY-CITY HEALTH DEPARTMENT
P.0. Box 1753

Walla Walla, WA 99362

Violet Lane, PHN, Nursing Supervisor

SCAN 736-4469

(509) 525-6730

YAKIMA COUNTY

Yakima Valley Memorial Hospital (CCS only)
2811 Tieton Drive

Yakima, WA 98902

Gail Weaver, M.A., CCS Supervisor

(509) 575-8160

REGION 3

ISLAND COUNTY HEALTH DEPARTMENT

P.0. Box 700

Coupeville, WA 98239

Eva Powers, PHN, Director of Nursing
SCAN 241-2285 '

(206) 678-5111
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REGION 3 (Cont.)

SAN JUAN COUNTY HEALTH DEPARTMENT

P.0. Box 607

Friday Harbor, WA 98250

Jo Anne Campbell, PHN, Nursing Supervisor
SCAN 241-2255

(206) 378-4474

SKAGIT COUNTY HEALTH DEPARTMENT
Courthouse

Mount Vernon, WA 98273

Carolyn Milat, PHN, Director of Nursing
SCAN 554-1380

(206) 336-9380

SNOHOMISH HEALTH DISTRICT

Courthouse

Everett, WA 98201

Carol Strandley, PHN, CCS Coordinator
Linda Hartford, CCS Clerk

SCAN 649-9526

(206) 259-9386

WHATCOM—-BELLINGHAM HEALTH DISTRICT
509 Girard Street

Bellingham, WA 98225

Ron Snyder, MSW, CCS Coordinator
SCAN 738-2167

(206) 676-6720

REGION 4

SEATTLE-KING COUNTY DEPARTMENT OF PUBLIC HEALTH
Public Safety Building

400 Yesler Building, 7th Floor

Seattle, WA 98104

Beverly Huchala, PHN, CCS Supervisor

Sue Spahr, Administrative Specialist

SCAN 347-4610

(206) 587-4610
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REGION 5

BREMERTON-KITSAP COUNTY HEALTH DISTRICT
109 Austin Drive

Bremerton, WA 98310 ‘
Hiyam Dupont, PHN, CCS Coordinator

SCAN 356-4776

(206) 478-5262

TACOMA-PIERCE COUNTY HEALTH DEPARTMENT
3629 South "D" Street :

Tacoma, WA 98408

Donna Libby, PHN, CCS Coordinator
Dorrie Stowe, CCS Clerk ‘

SCAN 236-4807 :

(206) 593-4807

REGION 6

CLALLAM COUNTY HEALTH DEPARTMENT
903 East Caroline '
Port Angeles, WA 98362 .
Diann Lavik, PHN, CCS Coordinator
SCAN 632-1278

(206) 452-7831, Ext. 274

COWLITZ-WAHKIAKUM HEALTH DISTRICT

1615 Hudson

Longview, WA 98632

Jean Doyle, PHN, Nursing Supervisor/CCS Coordinator
SCAN 239-2158

(206) 425-7400

GRAYS HARBOR HEALTH DEPARTMENT

2109 Sumner

Aberdeen, WA 98520

Stella Lameroux, PHN, CCS Coordinator
SCAN 579-1011

(206) 532-8631

JEFFERSON COUNTY HEALTH DEPARTMENT
Multi-Services Building, 2nd Floor

802 Sheridan

Port Townsend, WA 98368

Charlleta Handly, PHN, CCS Coordinator
'SCAN 632-1284

(206) 385-0722
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REGION 6 (Cont.)

LEWIS COUNTY HEALTH DISTRICT
P.0. Box 706
Chehalis, WA 98532

Laraine Anderson, PHN, Director of Nursing

SCAN 365-1329
(206) 748-9121, Ext. 223

MASON COUNTY HEALTH DEPARTMENT
110 West "K" Street
Shelton, WA 98584

Sharon Bisser, PHN, Director of Nursing

SCAN 745-1170
(206) 426-4407

PACIFIC COUNTY HEALTH DEPARTMENT
Box 26

South Bend, WA 98586

Rita Harmer, PHN, CCS Coordinator
(206) 875-6541, Ext. 365

SOUTHWEST WASHINGTON HEALTH DISTRICT
(Clark, Klickitat, Skamania Counties)
2000 Fort Vancouver Way

P.0. Box 1870

Vancouver, WA 98663

Penny Nelson, PHN, CCS Coordinator
Wanda Spicer, CCS Clerk

SCAN 525-2222

THURSTON HEALTH DISTRICT

529 SW Fourth

Olympia, WA 98501

Kathleen Eussen, PHN, MCH Supervisor
Fran Emerson, CCS Clerk

SCAN 266-8076

(206) 753-8076

20.70 INTERFACE WITH NON-DSHS SERVICES

Interfaces with community resources/agencies.
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20.99 REQUIRED FORMS AND INSTRUCTIONS

See Chapter 99, General Forms, for instructions on these generic forms:
DSHS 14-154(X) Social Services Authorization (Rev. 9/80)

DSHS 14-159 Change of Service Authorization (Rev. 1/81)
DSHS 2-305(X) Service Episode Record (Rev. 10/78)
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TO:

FROM:

DEPARTMENT OF SOCIAL ANb HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G . NOTICE NO: G-85 .

Issued: October 27, 1981
COMMUNITY SERVICES ADMINISTRATION FOR INFORMATION CALL:
Bruce Ferguson, Assistant Secretary Bureau of Children’s Services

SCAN 234-7075 or
Non-SCAN 753-7075

SUBJECT: ELIMINATE DESIGNATED STAFF FOR FAMILY PLANNING REFERRALS AND

INFORMATION (DECISION PACKAGE 6-16-A).

Insert this notice in front of Chapter 22, Manual G, and note on the Green Notice
Control Sheet the date Notice No. G-85 was entered.

A.

Family planning services available from contractors or vendors continue,
but effective November 1, 1981, the social services support functions
provided by the department will be reduced to a minimal information and
referral service only.

Effective November 1, 1981, this minimal service will be performed by all
social service staff for persons who are already CSO social service clients.
There will no longer be designated FTEs for the family planning program.
Services being discontinued are the following:

L. Counseling regarding the need for family planning.

2. Assistance in scheduling appointments with family planning vendors
or contractors.

3. Assistance with transportation in and/or child care in order to take
advantage of family planning services.

This change has been made in response to the extremely tight budget situa-
tion facing the department.

The minimal service means providing names and locations of providers and
general program descriptions.

To implement this change in program:

1. Effective November 1, 1981, referrals for family planning support
services (see B, 1., 2. and 3., above) will not be accepted. This
includes requests made on the DSHS 14-139(X), Social Services Appli-
cations, Item l6. Notify the referred/requesting client the support
service is no longer provided. Inquiries handled by Information and
Referral staff for health support services will be provided the
minimal service defined in C., above.
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Page Two
Notice No.: G-85

2. Effective November 1, 1981, discontinue providing assistance in
scheduling appointments.

3. Effective November 1, 1981, discontinue providing assistance with
transportation and/or child care.

4., Effective immediately

a. Terminate all authorizations for family planning support activity
(code 2201) which have been completed;

b. Phase out as quickly as is reasonably possible the support activ-
ities which are in process (assistance in scheduling appointments,
providing assistance with transportation and/or child care) by
terminating SSPS Code 2201.

5. Effective November 1, 1981, discontinue authorizing services using
SSPS Code 2201 and Erov1d1n5 services which had been delivered using
this code. The service now is a minimal information and referral
function which will not require an SSPS authorization to be provided
nor will the service be counted when provided.

6. When a service record already exists, an entry should be made in the
case narrative recording (DSHS 2-305) that the minimal information
and referral service was provided.
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CHAPTER 22 - HEARINGS
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CHAPTER 22 - HEARINGS

22.02 COMPLAINT PROCEDURES

Applicants and recipients of social services or financial assistance or
persons acting on their behalf may ask to see the ESSO Administrator or
Secretary about grievances which they have been unable to resolve through
discussion with the caseworker or which are beyond the scope of the case-
worker or which are beyond the scope of the caseworker and supervisor,
The complaint may or may not be subject to the fair hearing statutes.

1. Complaints may be concerning the denial, termination or reduction of
a financial assistance grant, or

2. Denial, reduction or termination of a service, or failure to act ﬁpon
a request for services with reasonable promptness. (Not more than 45
days following date of application.)

This subdivision establishes procedures whereby corrective action may be
requested and taken without the need for a fair hearing and in situations
where the subject matter is not reviewable under fair hearing law.

It is recognized that the local situation and the nature of the complaint -
will dictate the degree to which the formality of this process is followed.
It is not intended to unduly complicate the review and adjustment of a
complaint. It is an orderly procedure available to applicants and reci-
pients who wish to take their grievances to higher administrative authority.

22.04 FILING A COMPLAINT

An applicant or recipient feeling himself aggrieved by some action or

lack of action by an employee of the Department may, personally or through
his representative, seek relief by filing a complaint and request to be
heard with the ESSO administrator. The complainant should first discuss
his grievance with the caseworker and supervisor. If a mutually accept-
able solution is not reached and the complainant wishes to proceed,
assistance of the caseworker and supervisor may offer to bring the matter
to the attention of the ESSO administrator, or to the Secretary if a fair
hearing is desired at this point.

22.06  MEETING WITH COMPLAINANT

Within ten working days after receiving a comlaint and request to be
heard, if the matter is not otherwise resolved, the ESSO Administrator
will set a time and place when he will meet with complainant. The
Administrator has the right to deny a meeting if he finds the complaint
to be frivolous, repetitious, or not Community Service Division related.
He may also limit the number of persons who will attend a meeting. How-
ever, the client retains the right to representation.
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22.08 RECORDING

Some method of recording the proceedings is desirable. If conference
recording equipment is not available, notes will be taken for subsequent
review,

The ESSO administrator will keep a file of complaints and action taken.
If the meeting with the administrator resolves the issue, nothing further
need be done except to record the result.

22.10 REVIEW BY REGIONAL ADMINISTRATOR

If a mutually acceptable solution is not reached, the complainant may have
his grievance reviewed by the Regional Administrator. The ESSO Administrator
will assist in bringing the matter to the attention of the Regional
Administrator.

Within ten working days after receiving a request to be heard, if the
issue is not otherwise settled, the Regional Administrator will set a
time and place when he will meet with interested parties under the same
limits as shown in 22.06.

A suitable record of the proceedings will be made.

22.12 FURTHER REVIEW

The decision or other action of the Regional Administrator is fimal except
when it is mutually agreed the complaint should be referred to the Secretary.
In this case the Secretary will arrange whatever further proceeding he

deems necessary.

If it is necessary for the ESSO Administrator or Regional Administrator to
continue the matter for investigation or consultation, every effort will be
made to reach a rapid conclusion. 1In all cases the complainant will be
notified of the conclusion.

22.28 FAIR HEARINGS - APPLICANT/RECIPIENT

The legal basis for a fair hearing in public assistance is found in RCW
74.080.070. See also RCW 34.04.090 and RCW 74.15.130. The right to a
fair hearing established by RCW 74.08.070 applies to all programs of
financial assistance or service administered by the division. The right
may be exercised only by the individual who "feels himself aggrieved" by
the decision, or lack of decision, of the Division or its ESSO. A compar-
able right is established by RCW 74.15.130 for any child welfare agency
(legally defined as including a foster home) which believes its applica-
tion for a license or renewal of a license was improperly denied or whose
license was suspended, revoked, or not renewed.

p. 4
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22.30 PREREQUISITES FOR ADMINISTRATION OF FAIR HEARING PROCEDURE

The three prerequisites to the effective administration of the fair hearing
procedure are:

1.

The existence of adequate and definite procedures for receiving and
reviewing complaints. It is necessary that the caseworker make the
locally established review procedure available to an applicant/
recipient. (See Section 22.02-22.12).

The applicant/recipient’s understanding of his right to a fair hear-
ing. This right is emphasized verbally and in writing at the time
of application and also when the grant or service is authorized,
denied, changed, suspended or terminated.

The applicant/recipient’s full knowledge of the basis for the
decision. He has the right to definite decision specifically related
to requirements of law and rules. This is particularly necessary with
respect to the denial of an application. The letter confirming the
decision specifically states the basis for the division’s action.

22.32 ESSO ADMINISTRATOR’S RESPONSIBILITIES

The ESSO administrator is responsibile for local fair hearing procedures.
In large ESSOs the administrator may delegate this responsibility. Where
responsibility is delegated the administrator shall inform the state
office supervising examiner of the name of the person to whom the delega-
tion has been made.

1.

Upon receipt of notice of a fair hearing request, the administrator

shall review the record of the appellant and confer with appropriate
staff members to determine:

a. The reason for appellant’s dissatisfaction,

b. Whether the disputed action was based upon complete and accurate

evaluation of the appellant’s situation in relation to existing
standards and rules. '

Not later than ten days following receipt of notice that the fair
hearing request was filed with the Secretary, the ESSO shall submit
a written report to the SO supervising examiner with a copy to the
Regional Administrator. The report shall include:

a. Full name, mailing address, case number and category of service
eligibility;

b. A brief statement of the issues, date of ESSO decision and effect-

ive date of action, facts relied upon, applicable rules, and a
copy of the pertinent written notifications;
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c. Copy of the assistance plan when the amount of grant, the amount
of income, or the requirements are in question;

d. Findings during the review requiring further action at the initia-

tive of the ESSO;

e. Adjustments or other action undertaken or contemplated in advance
of the hearing;

f. A statement about the appellant’s plan to proceed with his appeal;

g. A statement as to the witnesses the ESSO plans to use at the hearing.

If the appellant desires to withdraw his fair hearing request, his
signed statement of withdrawal is attached to the report. The basis

for the withdrawal must be clearly stated.

If the ESSO considers a fair hearing request untimely (filed more
than thirty days after notice of decision), copies of documents
supporting the fact are submitted with the report.

22.34 REQUESTING A FAIR HEARING (WAC 388-08-002)

Any person entitled to and desiring a fair hearing under RCW 74.08.070
shall, within time limits provided by law, file a written request for
hearing with the Secretary of the Department of Social and Health Services.
The request need not be in any particular form, but should specify the
decision with which the petitioner is dissatisfied and the date he was
notified by the ESSO. The request shall be signed by the petitioner, or
his legal guardian, attorney, or other authorized representative,

"Within the time limits provided by law" means thirty days after receiving
notice of the area office decision in any matter involving the public
assistance and/or service programs administered by the Department.

Any individual applying for or receiving any type of public assistance

and/or services administered by the Department may orally request a fair
hearing. His request must, however, be promptly reduced to writing and
must include the information required by Section 22.34, paragraph 1. To
the extent desired by the individual, or indicated by his circumstances,
the caseworker shall assist him in putting the request in writing. Any
form of written request meeting the criteria in Section 22.34 shall be

accepted by the ESSO and forwarded immediately to the SO Supervising
Examiner.

When husband and wife are appellants, one spouse may sign the'request in
behalf of the other spouse. '
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22.36 RIGHT TO EXAMINE RECORDS

After filing a request for a fair hearing under RCW 74.08.070, a petitioner
or attorney for petitioner with written authorization, or other designated
representative -of petitioner with written authorization, shall have the
right of access to, and cap examine files and records of the Department in
the case on appeal. The examination shall be conducted in an office of the
Department and an employee of the Department shall be present at the time
and place of examination.

v

22.38 RIGHT TO REPRESENTATION

The appellant in a fair hearing under RCW 74.08.070 shall be afforded the
opportunity of presenting his case himself or with the aid of others,
including but not limited to legal counsel.

When there is an attorney of record or authorized representative, any
prehearing discussion of the issue in a fair hearing shall include the
attorney or representative. . ‘ |

A former employee of the Division of Community Services shall not at any
time after severing his employment with the Department appear, except with
the written permission of the Secretary, as an expert witness in behalf of
a petioner in a matter in which he previously took an active part as a
representative of the Department.

22.40 CONDUCTING THE HEARING

Attendance at a fair hearing under RCW 74.08.070 shall be limited to

_parties directly concerned. The hearing office may exclude unauthorized
persons unless the principals agree to their presence.

The hearing shall be reported manually or by a mechanical, electronic or
other device capable of transcription.

A hearing under RCW 74.08.070 shall be held in the county in which the
appellant resides. The Department shall notify the appellant, his
attorney, or other designated representative, of the date, time and

place of the hearing at least twenty days prior to the date thereof by
first class mail, registered mail, or personal service of a written notice
upon appellant or his representative. However, if the date, time or place
of the hearing is not convenient to appellant, he shall be afforded the
opportunity of requesting a different date, time or place.

The hearing shall be conducted by a duly qualified hearing officer appointed
by the director for such purpose.
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22.42 TIME PERIODS

|
\
\
|
|
\
1
In computing any period of time prescribed or allowed by an applicable |
statute, the day of the act, event, or default after which the designated

period of time begins to run is not to be included. The last day of the

period so computed is to be included, unless it is a Saturday, Sunday

or a legal holiday, in which event the period runs until the end of the

next day which is neither a Saturday, Sunday nor a holiday. When the

period of time prescribed or allowed is less than seven days, intermediate

Saturdays, Sundays and holidays shall be excluded in the computation,

22.44 SUBPOENAS

Every subpoena shall state the name of the Department of Social and Health
Services and the title of the proceeding, and shall command the person to
whom it is directed to attend and give testimony or produce designated
books, documents or things under his control at a specified time and place.

Upon application of any party to a contested case fair hearing or license
hearing, there shall be issued to such parties, subpoenas requiring the
attendance and testimony of witnesses or the production of evidence in such
proceeding upon a showing of general relevance and reasonable scope of the
testimony or evidence sought. Such subpoenas may be issued with like effect
by the attorney of record of the party in whose behalf such witness is
required to appear; and the form of such subpoena in each case may be the
same as when issued by the Department, except that it shall only be sub-
scribed by the signature of such attorney.

mine the necessity or desirability of adopting, amending, repealing, or
otherwise revising a rule or proposed rule (RCW 34.04.105 (1)), the Depart-
ment may issue a subpoena on its own motion. ‘

Unless the service of a subpoena is acknowledged on its face by the person
subpoenaed, service shall be made by delivering a copy of the subpoena to
such person according to law.

The person serving the subpoena shall make proof of service by filing the
subpoena and the required return, affidavit, or acknowledgment of service
with the Department or the officer before whom the witness is required to
testify or produce evidence. If service is made.by a person other than an
officer of the Department and such service has not been acknowledged by the
witness, such person shall make an affidavit of service. Failure to make
proof of service does not affect the validity of the service.

Upon motion made promptly and in any event at or before the time speci-

\
|
|
In any contested case, fair hearing, license hearing, or hearing to deter-
fied in the subpoena for compliance by the person to whom the subpoena
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is directed and upon notice to the party to whom the subpoena was issued,
the Department or its authorized member or officer may (1) quash or modify
the subpoena if it is unreasonable or requires evidence not relevant to
any matter in issue, or (2) condition denial of the motion upon just and
reasonable conditions.

Upon application and for good cause shown, the Department will seek judicial
enforcement of subpoenas issued to parties and which have not been quashed.

22.46 WITNESSES

Attendance of witnesses and such production of evidence may be required
from any place in the State of Washington, at any designated place of
hearing.

Witnesses summonded before the Department shall be paid by the party at
whose instance they appear the same fees and allowances in the same manner
and under the same conditions as provided for witnesses in the superior
courts of the State of Washington.

22.48 STATEMENTS SUBMITTED IN EVIDENCE

When deemed expeditious, the Department or the hearing officer may take or
cause to be taken, depositions and interrogatories for use as evidence in
any hearing.

Unless otherwise ordered, the deponent may be examined regarding any matter
not privileged, or confidential which is relevant to the subject matter
involved in the proceeding.

A party desiring to take the deposition of any person upon oral examination
shall give reasonable notice of not less than five days in writing to the
Department examiner and all parties. The notice shall state the time and
place for taking the deposition, and the name and address of each person

to be examined. If the parties so stipulate in writing, depositions may
be taken before any person, at any time or place, upon any notice, and in
any manner and when so taken may be used as other depositions.

After notice is served for taking a deposition, upon its own action or

upon motion reasonably made by any party or by the person to be examined

and for good cause shown, the Department or its designated hearing officer
may make an order that the deposition shall not be taken, or that it may

be taken only at some designated place other than that stated in the notice,
or that it may be taken only on written interrogatories, or that the scope
of the examination shall be limited to certain matters, or that the examin-
ation shall be held with no one present except for the parties to the action
and counsel.
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22.50 TESTIMONY FROM'INDIVIDUALS OUT OF STATE

.The testimony of petitioner or other witness who is outside the State of
Washington may be secured by written questionnaires answered under oath.

~ The principals ‘shall be given an opportunity to propose questions, to
rebut the answers, and to submit evidence in addition to that contained
in the questionnaires.

The submission of a completed questionnaire by a petitioner who is outside
the state shall consitute an appearance by said petitioner.

22.52 MATERIAL TO BE CONSIDERED AT A HEARING

The Department hearing office, upon request, will officially notice:

1. Federal law - The constitution; congressional acts; resolutions,
records, journals, and committee reports; decisions of federal
courts and administrative agencies; executive orders and proclama-

; tions; and all rules, orders and notices published in the Federal

Register. ‘ ’

2. State law - The constitution of the State of Washington; acts of the
legislature, resolutions, records, journals, and committee reports;
decisions of administrative agencies of the State of Washington,
executive orders and proclamations by the governor; and all rules,
orders and notices filed with the code reviser.

3. Agency organization - Organization, administration, officers, personnel,
~official publications of the Secretary of the Department and practi-
tioners before its bar. . '

4. Material facts - In the absence of controverting evidence, the Depart-
ment and its hearing officer, upon request made during a hearing, may
officially notice:

a. General customs and practices followed in the transaction of
business.

b. Facts generally -and widely known to all informed persons as not
' to be subject to reasonable dispute.

c. Matters within théAtechnical knowledge of the Department as a
body of experts, within the scope of its duties, responsibilities
or jurisdiction.

d. Any party may request or the hearing officer may suggest that
official notice be taken of a material fact which shall be clearly
and precisely stated.
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22.54 LEGAL PRESUMPTIONS

The Secretary, with or without prior request or notice, may make the

following presumptions, where consistent with all surrounding facts and
circumstances:

1. Identity - That persons and objects of the same name and description
are identical. . '

2. Delivery - That mail matter, communications, properly addressed,
marked, and delivered respectively to the post office or authorized
common carrier with all postage, tolls and charges properly prepaid,
is or has been delivered to the addressee or consignee in the ordimary
course of business.

3. Acceptance of benefit - That a person for whom an act is done or to
whom .a transfer is made has, does, or will accept same where it is
clearly in his own self interest to do so. :

22.56 STIPULATIONS

The existence or nonexistence of a material fact, as made or agreed in a
stipulation or in an admission of record, will be conclusively presumed

against any party bound thereby, and no other evidence with respect thereto
will be received upon behalf of such party, provided:

1. Upon whom binding - Such a stipulation or admission is. binding upon the
parties by whom it is made, and upon all other parties to the proceeding
who do not expressly and unequlvocally deny the existence or nonexist-
ence of the material fact so admitted or stipulated, upon the making
thereof;

2. Withdrawal - Any party bound by a stipulation or admission of record
at any time prior to final decision may be permitted to withdraw the
same in whole or part by showing to the satisfaction of the hearing
officer that such stipulation or admission was made inadvertently or
under a bona fide mistake of fact contrary to the true fact and that
its withdrawal at the time proposed will not unJustly prejudice the
rights of other parties to the proceeding.

22.58 WITHDRAWAL BY PETITIONER

A petitioner in a fair hearing, contested case or license hearing shall
have the right to withdraw at any time prior to the decision by filing a
written notice of withdrawal with the Secretary or his hearing officer.
If after receiving notice of a hearing, a petitioner, his attorney, or
other designated representative fails to appear and does not respond

within fifteen days to a letter of 1nqu1ry, the hearing request shall
be considered abandoned.
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22.60 NOTIFICATION OF DECISION

The Secretary of the Department shall, within the time prescribed by law,
and in any case not more than sixty days after the notice of appeal, notify
the petitioner, his counsel or designated representative of his decision.

The decision of the Secretary shall be final on all parties unless appealed
to the courts as provided by law.

Every:decision and order shall:

1. Be correclty captioned as to the name of the Department and the name
of the proceeding;

2. Designate all parties;
3. Include the concise statement of the issues to be considered, and
4, Contain appropriate findings, and conclusions of law.

The effective date of the Secretary’s decision reversing the area office
is the date of the incorrect action.

A copy of the Secretary’s decision and order is furnished to the area office
and Regional Administrator.

22.62 ACTION BY ECONOMIC AND SOCIAL SERVICE OFFICE

The ESSO Administrator shall notify the SO by letter when the required
action has been taken. The original notice shall be sent to the super-
vising examiner with a copy to the Regional Administrator. The letter
describes the action taken and gives the effective date.

22.64 DEFINITION OF ISSUES BEFORE HEARING

In all Department hearings the issues to be considered shall be made
initially as clear as possible so that the hearing officer may proceed
promptly to conduct the hearing on relevant and material matter only.

22.66 PREHEARING CONFERENCE RULE

|
|
In a hearing the Department or its hearing office, on its or his own
motion, or upon the motion of the petitioner or his attorney of record,

may direct the parties or their qualified representatives to appear at a

specified time and place to consider:

1. Simplification of the issues;
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2. The possibility of obtaining stipulations, admission of facts and
of documents;

3. The limitation of expert witnesses;

4, Such other matters as may aid in disposition of the proceeding, and

5. The Department hearing officer shall prepare a statement which recites
the action taken at the conference including the settlement or simpli-

fication of issues and such statement shall control the subsequent
course of the hearing.

22.68 ADVANCE CONSIDERATION OF EVIDENCE

Where practicable, the Department or its designated hearing office may
require: '

1. That all documentary evidence which is to be offered during the
taking of evidence be submitted to the hearing examiner and to the
other parties to the proceeding sufficiently in advance of such -
taking of evidence to permit study and preparation of cross-
examination and rebuttal evidence;

2. That documentary evidence not submitted in advance, as may be
required by 1., be not received in evidence in the absence of a
clear showing that the offering party had good cause for his failure
to produce the evidence sooner;

3. That the authenticity of all documents submitted in advance in a
proceeding in which such submission is required, be deemed admitted
unless written objection thereto is filed prior to the hearing,
except that a party will be permitted to challenge such authenticity.
at a later time upon a clear showing of good cause for failure to
have filed such written objection.

22.70. EXPERT TESTIMONY

The hearing examiner or other appropriate office in all classes of cases
where practicable shall make an effort to have the interested parties
agree upon the witness or witnesses who are to give expert or opinion
testimony, either by selecting one or more to speak for all parties or

by limiting the number for each party; and, if the interested parties

or by limiting the number for each party; and, if the interested parties
cannot agree, require them to submit to him and to the other parties
written statements containing the names, addresses, and qualifications of
their respective opinion or expert witnesses, by a date determined by him
and fixed sufficiently in advance of the hearing to permit the other inter-
ested parties to investigate such qualifications.
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Whenever the manner of introduction of opinion or expert testimony or testi-
mony based on economic or statistical data is governed by requirement fixed
under the provisions of this section, such testimony not submitted in accord-
ance with the relevant requirements shall not be received in evidence in the
absence of a clear showing that the offering party had good cause for his
failure to conform to such requirements.

The hearing examiner or other appropriate office, in all cases in which it
is practicable, may require that all direct opinion or expert testimony
and all direct testimony based on economic or statistical data be reduced
to written sworn statements, and, together with the exhibits upon which
based, be submitted to him and to the other parties to the proceeding by

a date determined by the hearing officer and fixed a reasonable time in
advance of the hearing; and that such sworn statements be acceptable as
evidence upon formal offer at the hearing, subject to objection on any
ground except that such sworn statements shall not be subject to challenge
because the testimony is not presented orally, and provided that witnesses
making such statements shall not be subject to cross-examination unless a

request is made sufficiently in advance of the hearing to insure the pre-
sence of the witnesses.

22.72 EXAMINATION OF DATA UNDERLYING EXPERT TESTIMONY

The hearing examiner or other appropriate office, in his discretion but
consistent with the rights of the parties, shall cause the parties to make
available for inspection in advance of the hearing, and for purposes of
cross—examination at the hearing, the data underlying statements and
exhibits submitted in accordance with WAC 388-08-480, but, wherever pract-
icable, that he restrict to a minimum the placing of such data in. the
record. ‘

22.74 MEDICAL TESTIMONY

In a hearing involving medical issues, when the hearing officer or the
.appellant considers a medical assessment other than that of the person
making the original decision to be necessary, it will be obtained at
Departmental expense from a medical source satisfactory to the appellant
and made a part of the record. The assessment of such medical authority
shall be reported in writing or by personal testimony as an expert wit-
ness, :

Procedure for obtaining a medical assessment shall follow rules znd
procedures of the Division of Health Services.

22.76 CONTINUANCE OF HEARINGS

Any party who desires a continuance shall immediately, updn receipt of
notice of a hearing, or as soon thereafter as facts requiring such continuance
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come to his knowledge, notify the Department or its designated hearing
office stating the reasons such continuance is necessary. For good cause
shown, the Department may grant such continuance and may at any time order
a continuance upon its own motion. During the hearing, if it appears

in the interest of justice that further testimony or argument should be
received, the hearing officer conducting the hearing may, in his own discre-
tion, continue the hearing and fix the date for introduction of additional
evidence or presentation of argument.

22.78 ADMISSIBILITY OF EVIDENCE

All relevant and material evidence is admissible which, in the opinion of
the hearing officer, is the best evidence reasonably obtainable, having
due regard for its necessity, availability, and trustworthiness. 1In
passing upon the admissibility of evidence, the officer conducting the
hearing shall give consideration to, but shall not be bound to follow,
rules of evidence governing civil proceedings.

When objection is made to the admissibility of evidence, such evidence
may be received subject to a later ruling. The hearing officer may, in
his discretion, either with or without objection, exclude inadmissible
evidence or order cumulative evidence discontinued. Parties objecting to
the introduction of evidence shall state the precise ground of objection
at the time evidence is offered.

All evidence including, but not limited to, records and documents in the
possession of the Department of which it desires to avail itself, shall
be offered and made a part of the record in the case. Documentary
evidence may be received in the form of copies and excerpts or incor-
poration by reference.

Every party shall have the right of cross-examination of witnessess who
testify and shall have the right to submit rebuttal evidence.

22.80 PETITIONS RELATING TO RULES

Any interested person may petition the Department of Social and Health
Services requesting the promulgation, amendment or repeal of any rule.

When the petition requests a promulgation of a rules, the requested or
proposed rule must be set out in full. The petition must also include
all reasons for the requested rule together with the briefs of any appli-
cable law. Where the petition requests the amendment or repeal of a rule
presently in effect, the rule or portion of the rule in question must be
set out, as well as the suggested amended form, if any. The petition
must include all reasons for the requested amendment or repeal of the
rule.

All petitions shall be considered by the Department, and the Department
may, at its discretion, order a hearing for the further consideration
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and discussion of the requested promulgation, amendment, repeal or
modification of any rule.

Within thirty days after the submission of a petition, the Department
shall formally consider the peition and shall within thirty days there-
after either deny the petition in writing stating the reasons for the

denial or initiate rule-making proceedings in accordance with Chapter
34.04 RCW.

22.82 DECLARATORY RULINGS

As provided by RCW 34.04.080, any interested person may petition the

Department for a declaratory ruling. The Department shall consider the

petition and within a reasonable time the Department shall:

1. Issue a nonbinding declaratory ruling, or

2. Notify the person that no declaratory ruling is to be issued, or

3. Set a reasonable time and place for hearing argument upon the matter,
and give reasonable notification to the person of the time and place

for such hearing and of the issues involved.

If a hearing as provided is conducted, the Department shall within a
reasonable time: :

1. Issue a binding declaratory ruling, or
2. Issue a nonbinding declaratory ruling, or

3. Notify the person that no declaratory ruling is to be issued.

22.84 PETITIONING FOR A DECLARATORY RULING

Any interested person petitioning the Department for a declaratory

ruling pursuant to RCW 34.04.080 shall generally adhere to the following
form for such purpose.

1. At the top of the page shall appear the wording, "Before the
Department of Social and Health Services". On the. left side of
page below the foregoing the following caption shall be set out:
"In the Matter of the Petition of (name of petitioning party) for

a Declaratory Ruling". Opposite the foregoing caption shall appear
the word "Petition".

2. The body of the petition shall be set out in numbered paragraphs.
The first paragraph shall state the name and address of the petitioning
party. The second paragraph shall state all rules or statutes that
may be brought into issue by the petition. Succeeding paragraphs
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shall set out the state of facts relied upon in form similar to that
applicable to complaints in civil actions before the superior courts of
this state. The concluding paragraphs shall contain the prayer of the
petitioner. The petition shall be subscribed and verified in the
manner prescribed for verification of complaints in the superior courts
of this state. ' '

3. The original and two legible copies shall be filed with the Department,
Petitions shall be on white paper, either 8 1/2" x 11" or 8 1/2" x 13"in
size.

4, Any interested person petitioning the Departmeht, requesting the prom-
ulgation, amendment or repeal of any rules shall generally adhere to
the following form for such purpose:

a. At the top of the page shall appear the wording "Before the
Department of Social and Health Services.”" On the left side of
the page below the foregoing the following caption shall be set
out: "In the Matter of the Petition of (name of petitioning party)
for (state whether promulgation, amendment or repeal) of Rule (or

Rules)." Opposite the foregoing caption shall appear the word
"Petition."

b. The body of the petition shall be set out in numbered paragraphs.
The first paragraph shall state the name and address of the peti-
tioning party and whether petitioner seeks the promulgation of
new rule or rules, or amendment or repeal of existing rule or
rules. The amendment of an existing rule, shall set forth the
desired rule in its entirety. Where the petition is for repeal
of an existing rule, such shall be stated and the rule proposed
to be repealed shall either be set forth in full or shall be
referred to by agency rule number. The third paragraph shall
set forth concisely. the reasons for the proposal of the petitioner
and shall contain a statement as to the interest of the petitioner
in the subject matter of the rule. Additional numbered paragraphs

may be used to give full explanation of petitioner’s reason for
the action sought.

c. Petitions shall be dated and signed by the person or entity named
in the first paragraph or by his attorney. The original and two
legible copies of the petition shall be filed with the Department.
Petitions shall be on white paper, either 8 1/2" x 11" or 8 1/2"
x 13" in size.

22.86__APPEALS TO COURTS

Any appellant in a fair hearing who finds himself aggrieved by the decision
of the Secretary has the right to judicial review as provided by law.
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A transcript at the fair hearing, together with all documents admitted in
evidence, shall be furnished by the Department upon request of the appellant.
The supervising examiner notifies the district administrator and the ESSO

administrator when a case is appealed to the court, and provides the Attorney
General with the record and copies of transcript for filing with the court.

22.88 PUBLISHING FAIR HEARING DECISIONS

The Department shall publish, in summary form, all fair hearing decisions.
Summaries of all decisions shall be distributed to each ESSO of the Depart-
ment where they shall be made accessible to appellants, their representa-
tives, and to the public. Summaries shall.contain no identifying information
pursuant to provisions relating to the safeguarding of public assistance
information. '

Fair hearing decision summaries are published monthly in loose leaf form.
They are to be filed by the ESSO in a three-ring binder according to the
system prescribed by the State Office.

22.90 ADMINISTRATIVE HEARING

Whenever the Secretary shall have reasonable cause to believe that in
the administration of Chapter 74.15 RCW grounds exist for the denial,
suspension or revocation of a license or that a licensee has failed to
qualify for renewal of a license he shall nofity the licensee in writing
by certified mail, stating the grounds upon which it is proposed that
the license be denied, suspended, revoked or not renewed.

Within thirty days from the receipt of notice of the grounds for denial,
suspension, revocation or lack of renewal, the licensee may serve upon
the Secretary a written request for hearing. Service of a request for
hearing shall be made by certified mail. Upon receiving a request for
hearing, the Secretary shall fix a date upon which the matter may be
heard, which date shall be not less then thirty-five days from the
receipt of the request for hearing, and he shall also notify the child
welfare and day care advisory committee not less than twenty-five days
before the hearing date. If no request for hearing is made within the
time specified, the license shall be deemed denied, suspended or revoked.

22.92 REPRESENTATION AT AN ADMINISTRATIVE HEARING

In a hearing under 22.90, only the following may appear in a representative
capacity:

1. Attorneys-at-law duly qualified and entitled to practice before the
supreme court of the State of Washington;
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2. Attorneys-at-law duly qualified and entitled to practice before the
highest court of record on any other state, if the attorneys-at-law
of the State of Washington are permitted to appear in a representative
capacity before administrative agencies of such other state, and if
not otherwise prohibited by our state law;

3. A bona fide officer, partner, or full-time employee of an individual
firm, association, partnership, or corporation who appears for such
individual firm, association, partnership or corporation.
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CHAPTER 22
FAMILY PLANNING

22.00 PROGRAM AUTHORITY

Federal: 45 CFR 205.146(b); 220.21; 228.63; 228.70.
State: RCW 9.02.070; 43.20A.550.
WAC 388-15-010; 388-15-020; 388-15-240; 388-86-035.

22.10 POLICY

22.11 Purpose of Service

Family plann1ng services enables individuals to voluntarily avoid unwanted
pregnancies and to make informed choices regarding the number and spacing
of children in order to achieve or malntaln independence and/or self-
sufficiency.

22.12 Service Description

A. Family planning services encompasses a broad range of medical and
nonmedical services which include information and referral, assistance
in scheduling appointments, counseling, education, contraceptive
medical care, and surgical services.

B. Family planning services are provided by:
1. Family planning agencies which have a contract with Family

Planning Services Section, Office of Preventive Health Services.

Services include:

a. The "Annual Services Package" of contraceptive and related
services provided to clients by Title X, Title XIX, and
State Funds. The established rate covers both the exam
visit and a subsequent year of contraceptive care including:
(1) Information and education about birth control methods; .

(2) Medical history and physical examination;

(3) Pap smear, gonorrhea culture, and blood and urine test-
ing for sugar and protein;

(4) Contraceptive supplies;

(5) Short-term counseling around family planning related
problems;

SS Manual - 1600
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(6) Community referral if additional medical, social, or
financial assistance is needed;

(7) Follow-up visits as required for contraceptive method,
abnormal test results,.and/or phusical examinatiom.

'b. Services not included in the Annual Services Package
, includes:

(1) Pregnancy testing, counseling, and referral;
(2) Dpiagnosis and/or treatment of vaginal discharge;
(3) Sterilization counseling and/or surgery;
(4) Inferfility counseling and/or referral;
(5) Additional (nonroutine) laboratory tests.
c. Community involvement and client education.

2. Private physicians who have a contract agreement with the Division
of Medical Assistance to provide services to Title XIX eligible

persons which include:
a. Physical examination; Q

b. Laboratofy tests;

¢. Medical contraceptive services (diagnosis, treatment,
supplies, and follow-up); and

d. Male and female sterilization and abortion..

c. Coordination of family planning related services is provided through a
DSHS interdepartmental cooperative agreement. The agreement provides
coordination between the Division of Medical Assistance (DMA),
Division of Children and Family Services (DCFS), Division of Income
Assistance (DIA), and Family Planning Services Section (FPSS) within
the Division of Health (DOH).

Offices (CSO).

By federal mandate, CSOs are required to inform AFDC recipients of the
availability of family planning services and assist the recipient in
obtaining the requested service (see 22.13(A)(1)(2)(3)(4) for CSO
division of staff responsibilities).

D. Family planning referral services are provided by Community Services

i SS Manual - 1601 |
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22.13 General Policies Related to This Service

A.

22.15

CSOs shall inform all recipients of the availability of family plan-
ning services by:

1. Including family planning brochures in financial application
packets.

2. Explaining that medical coupons will cover payment of family
planning services, either through private physicians or through

Title X funded family planning agencies.

3. Informing clients about the availability of family planning
services when establishing social service eligibility;

4, Providing information and referral services to all persons
inquiring about the availability of family planning services.

Family planning services are strictly voluntary.
Family planning services shall not be a prerequisite for eligibility

to receive any other requested social service or financial assistance.

Eligibility

A.

Family planning services are available to persons who qualify for
medical coupons or meet state-funded eligibility requirements.
Contracted family planning agencies make the eligibility determination
for state-funded services.

State residency is a requirement to be eligible for Title XIX and
state-funded family planning service.

The provision of family planning services to minors does not require
parental consent, but does require that the parent's financial ability
to support the minor be established according to Washington State
Medical Assistance Program criteria. However, declaration of the
parent's income is not required to receive services supported by Title
X or state funds.

Family planning agencies which provide services under Title X of the
Public Health Act utilize a sliding fee scale based on family size and
income. Under Title X funding, no individual may be refused services
because of residency or inability to pay.

SS Manual - 1602
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22.20 PROGRAM STANDARDS

22.21 Program Expectations

A. Financial service workers will provide family planning information and o

referral to all clients requesting financial assistance.

B. Social workers will provide family planning information and referral’
(1&R) to all persons who request service.

22.22 Program Qutcomes

Information and referral services provided.

22.30 SERVICE PROCEDURES

22.31 Procedures Applicable to Nonsurgical Services

When providing family planning information and referral to clientseligible
for social services, the service worker should inform clients how medical
coupons may be used, e.g., if the coupon is coded to be accepted only at
group health agencies or private physicians, the client cannot use the
coupon at a family planning agency.

22.32 Procedures Applicable to Surgical Services

A. All requests for sterilizations or abortions will be referred to:
1. Family planning agencies.

2. Private physicians who accept medical coupons from Title XIX
eligible clients. '

B. Surgical service providers must obtain prior approval from the CSO
medical consultant for all Title XIX family planning surgical

procedures.

C. Sterilizations require a thirty-day waiting period if funded by Title
XIX or state funds. ‘

22.60 INTERFACE WITH OTHER DSHS SERVICES

The service worker may coordinate and confer financial service for deter-
mination of Title XIX eligibility.

-6 - SS Manual - 1603
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22.98 INTERFACE WITH NON-DSHS SERVICES

The service worker providing family planning information and
referral services may wish to coordinate or confer with:

A, Family planning agencies'to arrange for appointments and/or follow-up
services.

B. Private physicians to arrange for appointments and/or follow-up
services.

22.99 REQUIRED FORMS AND INSTRUCTIONS

See Chapter 99, General Forms, for these generic forms:

DSHS 2-305(X) Service Episode Record (10/78)
DSHS 2-306 Communication/Referral (Rev. 9/78)

DSHS 14-24(X) Face Sheet (Rev. 9/78)

SS Manual - 1604
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: - HOLDERS OF MANUAL G NOTICE NO: G-112

Issued: April 9, 1982
FROM: COMMUNITY SERVICES FOR INFORMATION CALL:
Bruce Ferguson, Denzel Scott, SCAN 234-0244 or

Assistant Secretary . Non—-SCAN 753-0244

l | |
| IF NOT DELIVERABLE, RETURN TO WP/MANUAL SECTION MS OB-16 |

I I

SUBJECT: COURT PROCESS ON INTERSTATE COMPACT FOR INDIAN CHILDREN

Insert this notice in front of Chapter 23, Manual G, and note on the Green
Notice Control Sheet the date Notice G-112 was entered.

BACKGROUND:

We have experienced some problems when an Indian tribe in Washington State
requests other states to return children to tribal jurisdiction.

It is the policy of the department to fully and effectively accommodate
tribal child welfare intervention and requests to transfer children to
tribal court.

ACTION REQUIRED:

Effective immediately, in order to prevent any misunderstandings, all staff
should utilize the following guidelines:

A. When Indian children are illegally removed from Washington while depen-
dent wards of the State”s Juvenile Courts, or a Tribal Court, and DSHS
has custody pursuant to court order, the CSO shall request law enforcement
to issue a pick-up order to return such dependent children to the juris-
diction of the court.

B. When children who are under DSHS supervision are physically returned to
the court”s jurisdiction, and the removal from Washington state has
substantially changed prior case planning, the CSO shall immediately
staff the case with the local Indian Child Welfare Advisory Committee or
Indian consultant and the Indian child”s tribe. Recommendations from
such staffing shall be presented to the juvenile court.

c. When Indian children are abandoned, abused/neglected in another state
and the family has established permanent residence in that state and
the child”s tribe intervenes and requests transfer to tribal court,
the CSO shall assist the tribe to effect such transfer.
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

| TO: HOLDERS OF MANUAL G NOTICE NO: G-167
= Issued: September 29, 1983
FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Diana Larsen-Mills, SCAN
234-0432 or Non-SCAN
753-0432

| I I
| |IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS OB-16] |
I I

SUBJECT: DELETION OF DSHS 14-139, SOCIAL SERVICES APPLICATION FOR
FAMILY RECONCILIATION SERVICES

Insert this notice in front of Chapter 24, Manual G, and note on the Green
Notice Control Sheet the date Notice G-167 was entered.

A. It is no longer necessary for the DSHS 14~139(X) (Rev. 12/79) form to
completed for Family Reconciliation Services cases since this program
is provided without regard to income. *

B. The new DSHS 4-114(X) (Rev. 12/82) Social Service Intake form will be
completed (instead of the DSHS 14-139) for all FRS cases. Program
eligibility is documented on the DSHS 4-~114(X).

c. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-114
Issued: April 13, 1982
FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234-0244 or
non-SCAN 753-0244

|IF NOT DELIVERABLE RETURN TO: W/P MANUAL SECTION MS 0B-16|

SUBJECT: TRACKING INELIGIBLE FAMILY RECONCILIATION SERVICE APPLICANTS

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-114 was entered.

BACKGROUND

A. Due to budget constraints, the contracted Crisis Counseling (Phase II)
component of Family Reconciliation Services has been reduced by $690,000
or about 3,032 referrals statewide.

CSO staff provided crisis counseling (Phase I, up to four hours) must
also be reduced for certain nonviolent FRS applicants.

B. To implement these reductions, effective immediately, new behavioral
eligibility criteria will be applied to those clients seeking FRS.

1. During the initial intake/assessment (first 30 minutes), the service
worker should identify cases which are:

a.
b.
c.
d.

Nonviolent and

Nonrunaway and

Drug or alcohol abusing (any family member) or

Juveniles who have allegedly committed a criminal offense

and refer them to other (non-DSHS) community agencies. CSO staff
may not provide crisis counseling.

2. The above types of cases shall not be referred to FRS Crisis
Counseling Contractors.
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F.

The categories of clients to be screened out (i.e., no service) of the
nonviolent FRS population are families in conflict where the principle
cause of conflict is drug abuse, alcohol abuse, and/or juvenile criminal
offenses. The Juvenile Code for families in conflict allows for the
referral of these categories to other community agencies without cost to
DSHS-FRS (CCS) contract funds.

The normal Intake/Assessment screening process for FRS clients is expected
to identify drug and alcohol abusers and juveniles who have committed a
criminal offense. The screening process should be limited to thirty minutes
or less. Cases involving violence or a runaway are to be served.

According to the Children”s Needs Assessment study completed by the Office
of Research in June of 1981, the ineligible categories are occurring in

the population in the following percentages:

1. Drug abuse 15% = 5,102.

2. Alcohol abuse 23% = 7,838,

3. Juvenile criminal behavior 37% = 12,609.

Total 25,559. The numbers of clients listed above are based on a
l6-month period.

Because the nonviolent population is 51% of all FRS referrals, it is assumed

that approximately 517% or 13,035 of the population could be referred out to
other non-DSHS agencies for services without cost to contract Crisis Coun-
seling. The present rate of referral to Crisis Counseling contracting
agencies and to DSHS Phase II services is 24%. It is expected, therefore,
that approximately 3,128 Phase II service reductions can be made.

It is not known how many of the nonviolent drug abuse, alcohol abuse, and
juvenile criminal behavior referrals have two or more of those problems.
Because of this possible overlapping, the total reduction in referrals
going on to continuing services in Phase I and Phase II can only be esti-
mated. That is why the Bureau wants to collect specific data about those
cases referred out.

ACTION REQUIRED

A'

A careful screening of all nonviolent referrals (applicants) for FRS is
important because program costs must be reduced. Ineligible clients
should be referred out to community agencies using DSHS 2-306(X), Com=-
munication/Referral.

A six month”s data collection project will be undertaken to assess the
actual numbers of clients that can be diverted to other community services
without cost to contracted Crisis Counseling. CSO service workers should
use the attached form for data collection beginning May 1, 1982, and end-
ing November 1, 1982. Most of the data is already on the CSO FRS intake
log. A comsolidated CSO report should then be sent to the Regional

Office for forwarding to SO.
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c. The Regional Office will send a consolidated Regional Report to the
Bureau of Children”s Services, MS OB-41, no later than the 15th of each
month. The first report will be due June 15, 1982.

D. If there are any questions about these categories of ineligible clients,
please call the Bureau of Children”s Services Regional Representative or

call Denzel Scott, SCAN 234-0244.

E. On Green Notice G-100, please note section 24.15 C.5.c. should refer to
Youth Service Bureau”s NOT Juvenile Probation Service.

Attachment






C.

FAMILY RECONCILIATION SERVICES
INELIGIBLE CLIENT REPORTING FORM

Reporting Unit (CSO/Region) #

Month of Report

Number of clients (families) screened out by principle cause of conflict.
Only one for each client.

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

Number or clients (families) referred out to another source which accepted
the referral (response received from DSHS 2=-306(X)).

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

Average Time Required per client screened and referred out:

DIRECTIONS BY SECTION: (This form may be used by line staff for a work sheet

and by the Regions for a consolidated report to the
Bureau of Children”s Services.)

In this section, count each client referred for one or more of the three
reasons listed for family crisis. If the client has more than one reason,
i.e., Drug Abuse and Juvenile Offense, choose the one that appears to be
the principle precipitating cause for conflict.

For example, child was drinking and became involved in car theft (car
prowl). Try to determine which act most likely triggered the family
conflict. The counts in Section A are to be unduplicated.

1f, for example, you have a resource for each drug abuse case screened/
referred out, the number in B 1 should equal the number in A 1. This
would also be true for B 2 and B 3. It is possible that the numbers in
B1l, B2, and B 3 will be less than the numbers in A 1, A 2, and A 3. We
need to know how many cases go unserved.

Please compute the time in fractions of hours that are required to screen
and refer out the clients listed above example, .5 hours. We want to
review our policy of estimating 30 minutes for intake/assessment.

BCS FORM (4/82)






TO:

FROM:

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G NOTICE NO: G-100
Issued: February 3, 1982

Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott
SCAN 234=0244 or
non-SCAN 753-0244

SUBJECT: REDUCTION OF FAMILY RECONCILIATION SERVICES (FRS)

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-100 was entered.

A.

The reduction of FRS program FTEs made by the Legislature during the 1981
Special Session requires a reduction in both intake/assessment and

continuing FRS services to clients.

Effective March 1, 1982, FRS applicants are to be referred out to
other (non-DSHS) community agencies (not DSHS Contract Crisis Counseling
Services).

Manual G holders should write in the following word additions to the text
of Chapter 24.

1. Page 3, Section 24.12 A. 1:
Add to the end of the sentence: "or other social services."”
2. Page 6, Section 24.15 C, add new subparagraphs:

"5. Families in nonviolent conflict whose principle cause of con-
flict is drug abuse, alcohol abuse or juvenile offense
(delinquency) shall be referred to an appropriate non-DSHS
community social service agency. Appropriate non-DSHS
agencies include, but are not limited to:

a. Drug and alcohol abuse centers;
b. Community mental health centers;

Ce Juvenile probation/counseling services;

d. Family counseling services.

6. The type of family situation defined in 5. above no longer
qualifies that family for CSO FRS services, even if no appro-
priate non-DSHS agency exists in the community.”
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CHAPTER 24 :
FAMILY RECONCILIATION SERVICES (FRS)

24.00 PROGRAM AUTHORITY

Federal: Title 45, Code of Federal Regulations. Title IV, Part B, Child
. Welfare Services, 220.40 (b) (2).

State: RCW 13.32A.040, RCW 13.32A.090, RCW 13.32A.100, RCW 74.13.020(3)
(4), RCW 74.13.031(1)(4)(7), WAC 388-15-010(1)(c), WAC 388-15-570.

24.10 POLICY

24.11 Purpose of Service

The purpose of the service is to reunite, maintain and strengthen families and
to prevent out-offhome'placement. Families who are in conflict may request
family reconciliation services from the department. Such services shall be
provided to alleviate personal or family situations which present a serious and
imminent threat to the health or stability of the child or family and to main-
tain families intact wherever possible. :

e

24.12 Service Description

A. ‘ Family reconciliation services shall be designed to develop skills and sup-
ports within families to resolve family conflicts and may include but are
not limited to:

1. Referral to services for suicide prevention, legal psychological,
~ psychiatric or other medical care, or

2. Provision of counseling and/or information (i.e., about welfare,
education, or other social services), as appropriate to the needs
of the child and the family.

B. Family Reconciliation Services consist of the following components:

1. Intake/Assessment Services (IAS)

Short-term counseling directed toward defusing the immediate poten-
tial for violence, assessing problems and exploring options leading
to problem resolution. (See 24.31)

2. Crisis Counseling Services (CCS)
Provision is made for time-limited counseling, for developing of

skills and supports within family to resolve conflicts or for refer-
ring to other resources when appropriate. (See 24.34)

R .
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24.13 General Policies Related to this Service

A.

F.

The department offers Family Reconciliation Services on a voluntary basis
to families in conflict or with runaway children.

Department policy is to keep families intact and‘strengthen and support
the family units so as to prevent out-of-home placement.

The department will operate a singlé 24-hour, 7 day-a-week intake system
for emergent situations including families in conflict, runaway children,
and child abuse/neglect cases. :

Each Community Service Office (CSO) will establish and maintain agreements
and procedures with local law enforcement agencies to facilitate provision
of 24-hour FRS by the CSO.

Each CSO shall establish and maintain agreements with Indian tribal social
service agencies and staff and tribal law enforcement agencies regarding
24=hour FRS availability within the boundaries of Indian reservations.
Such agreements may include BIA and Indian health services program avail-
ability.

CSOs may establish agreements with other local agencies such as Crisis Line
and/or the community mental health center to provide a 24-hour a day, 7
day-a-week answering service for FRS. The answering service will not
screen cases, but will refer all families in conflict and runaway children
to the CSO.

The intake system will provide, at a minimum, a telephone consultation
between a service worker and the client(s).

Prior to placement of a child, every attempt shall be made, through the
provision of family reconciliation services, to prevent the removal of a
child from the family unit. For placement services, see Chapters 31 -
Crisis Residential Center, 32 - Child Foster Family Care, and 34 - Private
Agency/Child Group Care.

In placement of American Indian children, except for emergency receiving
home placements for protective purposes, procedures of Chapters 32.33 and
34.35 shall be followed.

After intake/assessment and when further counseling is needed (to prevent
out-of-home placement, etc.) the counseling time will be at least 60 per-

.cent face-to-face. There shall also be flexible scheduling of appointments

to meet the family's needs and to provide counseling in the family's home

~or a neutral community setting.

After having entered FRS and while a child is in receiving home or family
crisis residential care, the contractor or CSO will continue to provide
CCS. The contractor will coordinate with CSO staff who are responsible
for filing petitions and completing other court-related functions. (See
Chapter 23, Juvenile Court Process.)
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When the CCS contracting funds allocated are completely expended and there

are no funds available to contract for CCS, the CSO staff shall provide CCS
or the client may be referred to another community social service agency or
to the contracting agency for services to be paid for through the contract-
ing agency's fee schedule without cost to the department. ~

Once a case record and all service authorizations have been closed, and

another request is made to provide services to the same client(s) for a

new crisis, the referral shall be deemed a re-referral. A crisis with a
different child in the family is not a re-referral. (See 24.37.)

When services are provided to American Indian children/families, policies

outlined in Chapter 01.04, American indian Policy Statement, will be fol-
lowed. A

Service workers will complete all paperwork within five working days after
termination of services. )

.14 Priorities Related to this Service

Priority 1 - Incidents of family conflict which present a serious and immi-
nent threat to the health/stability of the child/family which involve

violent or potentially violent behavior.

Priority 2 - Children who have run away from home.

Priority 3 - Incidents of family conflict which present a serious.and immi-
nent threat to the health/stability of the child/family which involve non-

violent behavior.

< 24.15 Eligibility ‘ -

A.

Financial Eligibility: FRS services are provided without regard to income.
See Chapter 03, Social Service Eligibility for forms and procedures.

Program Eligibility: A child and/or his/her parent(s)/guardian are eligible
for service when referred to the CSO for services by law enforcement offi-
cers, juvenile courts, the parent(s) or the child, and the need is
established according to the following criteria:

1. Families in Conflict:

a. The family is experiencing child/parent problems (excluding
custody disputes) to the extent that there is serious and immi-
nent threat to the health/stability of the child/family; and

b. Immediate intervention is necessary to prevent further breakdown;
and
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a. Request service or

b. Are taken into custody (by a law enforcement agency) because
 they are:

(1) Absent from their parent's home without consent and law
enforcement -has been contacted by the parent, legal guard-
ian or custodian for the child, or

(2) Found by law enforcement in circumstances which constitute

a danger to their physical safety. (For child abuse/neglect

incidents, see Chapter 26.)
Clients generally not eligible for Family Reconciliation Services:

1. . Families currently receiving counseling services from other DSHS
Divisions or Bureaus or community agencies.

2. Children who have been placed in group or regional crisis residential

centers where crisis counseling services are provided as part of the
CRC contract. (See Chapter 31, Crisis Residential Care.)

3. Foster family care or group care cases in need of follow-up service.
(See Chapter 32, Child Foster Family Care Services, or Chapter 34,
Private Agency/Child Group Care.)

4. Post-adoption cases still under supervision. (See Chapter 36, Adop-
tion Services.)

24.16 Payment Rates

A.

No payment is made for Intake/Assessment Services (IAS). For CCS, see
vendor contract.

For specialized receiving care rates for a child who meets the criteria

in 24.15, see Chapter 31 - Crisis Residential Care, and Chapter 32 -
Child Family Foster Care.

24.21 Program Expectations/Response Time

‘Ao

A child's parents shall be immediately notified of the child's:

Whereabouts; physical and emotional condition; and the circumstances
surrounding his or her referral to the department.
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B. A service worker shall initiate contact with a client within four hours
after receiving a referral. Up to four hours of intake/assessment counsel-
ing, excluding service worker travel time, shall be completed within one '
working day of the initial request. Exceptions to these response time
standards must be authorized in writing by supervisory staff and documented
in the service record. '

c. Child Protective Service (CPS) and Family Reconciliation Services (FRS)
supervisors shall jointly decide the need for a CPS investigation and/or
CPS services.

- Do - Crisis Counseling Services (CCS) are voluntary and are limited to fifteen

hours per family. This 15 hour limit does not include the up to four hours
of CSO provided intake/assessment. The up to 15 hours CCS must be delivered
within 30 calendar days of the request/ referral. -

E. Crisis Counseling Services provided to a child placed in receiving care or
a family crisis residential center must be delivered immediately to endeavor
to return the child to his/her home within the first 72 hours of placement.

F. For clients referred to CCS (contract) vendors, if the 24-hour or less

response is not required, service workers shall advise the provider by an
 entry on the delivery order or on the DSHS 154/159 to see (face-to-face
contact) the client/family within 72 hours (with the family's agreement).

24.22 Appropriate Program/Service Qutcomes

The following are possible and appropriate program or service outcomes in order
of preference:

)
A. Child and family receive FRS counseling and the child remains at home.

B. Child and family receive FRS counseling, the child is placed in temporary
out-of-home placement, the family ability to cope is strengthened and the
child is then returned home to reunite the family.

c. Child and family receive FRS counseling and the child is placed out-of-home
in the best interests of the family.

D. Child and family are referred for CCS and they chose not to return and/or
contact is lost.

24.23 Monitoring Requirements

Regional and state office will monitor the CSOs' practices and procedures, FRS
intake logs and client service records relating to the following categories::
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Procedures to publicize the FRS telephone numbers, compliance with avail-
ability of 24-hour a day, seven day-a-week IAS coverage.

Agreements and ﬁrocedures with local law enforcement agencies, including
discovering how many service workers and law enforcement officers are
familiar with the agreements and procedures.

Performance in meeting program expectations of FRS (see 24.21) incypding
time frames (i.e., 4 hour IAS limit, CCS face-to-face within 24 hours,
etc.).

Compliance with re-referral policy (see 24.37).

Rgcording of information (see 24.38) and verification of authorizations
made for provision of any additional CCS (beyond 15 hours).

Compliance with procedures for referring families to CCS contractors.

opportunities for CCS contractors to participate in program planning and
service coordination including development of local agreements.

24.30 SERVICE PROCEDURES

24.31 Provision of Intake/Assessment Services (IAS)

A.

Contact shall be initiated with the client within four hours after receiving
referral. Up to four hours of intake assessment shall be completed within
one working day of the initial request. (The four hours of service does
not include travel time of service workers.) Any exceptions will be docu-
mented as to the reason for not initiating contact and completing the
service within the time requirements and will be approved by supervisory
staff in writing and noted on an intake log or DSHS 2-305(X), Service
Episode Record (SER).

.

‘During working hours, clients shall be referred to the appropriate service

worker/unit, (i.e., situations of child abuse/neglect will be referred

directly to Child Protective Services (CPS), and families in conflict or
with runaway children will be referred to the Family and Children's Serv-
ices Unit, see Chapter 02). After working hours, service requests from law
enforcement, parent(s) and/or child will be handled through the 24-hour, 7

day—-a-week intake system according to local agreements and CSO procedures.
(See 24.13.)

The child's parent(s) shall be immediately notified of the child's where-
abouts, physical and emotional condition and circumstances surrounding
his/her referral to the department.

The service worker shall inform the parent that it is the paramount concern
of the family reconciliation service personnel to achieve a reconciliation
between parent and child and to reunify the family. The service worker
shall also inform the parent of the program expectations (time frames and
procedures) to be followed under the FRS law.
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Intake/Assessment Tasks:

1. The Intake/Assessment Services (IAS) should include, but not be limited
to: ‘

a. An exploration of the seriousness of the situation that triggered
the crisis;

b. A determination of whether or not the family can recover its cop-
ing capabilities in one to three concentrated counseling sessions
(i.e., under four hours direct contact).

c. If the family's strengths are adequate, the concentrated therapy
should be provided. If the family strengths are not adequate, an
immediate referral or transfer to the longer term (continuing)
crisis counseling services should be made.

2. During intake assessment, the service worker shall:
a. Assess and attempt to defuse any potential for violence;

b. Gather information and organize material for assessing the
family's needs;

c. Assist the family in defining the problem and identifying options
for resolving the situation;

d. Assess the need for CPS services:

(1) Report all cases of suspected child physical abuse, sexual
abuse, or neglect to CPS.

(2) CPS and FRS supervisors shall jointly decide the need for a
CPS investigation and/or CPS services to be provided either
concurrent with or instead of FRS services. It is essential
that the continuity of service provision to the family in

conflict is not interrupted. CPS shall provide services as
outlined in Chapter 26. —_—

3. FRS intake/assessment and/or crisis counseling shall continue for all
situations where the family is in conflict and the suspected abuse is
secondary to the conflict between the teenager and the parent. These
situations shall be reported to CPS, and FRS shall continue unless a
CPS investigation is indicated and agreed upon between the CPS and FRS
supervisors. (See Chapter 02.)

Determine need for FRS according to the priorities in 24.14 and the criteria

in 24.15, and either provide short term counseling or refer for continuing
services (CSO or contractor provided).
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Provide information and referral when further CSO services are not appro-
priate ‘and child/family are better served by another agency. (Referrals
may be made for services such as educational services, ongoing counseling,

suicide prevention, alcoholism, drug abuse and mental health services.)
(See Section 24.70.)

For intake assessment activities, use SSPS Code 2401 on authorizatioh forms
(DSHS 14-154/159). :

24.32 Referrals From Other CSO Catchment Areas

A.

c.

The following procedures will be followed:

2. If the child is active with the CSO of residence, the latter will imme-

When a child requests or is referred for FRS but resides in another catch-
ment area; or is a resident, by parental consent or juvenile court order,

of another catchment area; the CSO where the child requests service will -
contact the CSO of residence (i.e., where the child was residing) to deter-
mine if the child is an active case.

1. If the child is not active with the CSO of residence, the CSO where
the child appears or is referred will immediately advise the parents/
guardian by telephone that the child has been located.
diately notify the parents/guardian that the child has been located.

3. The CSO where the child requests service will:

a. If necessary, provide receiving care or Crisis Residential Care
for the child and make payment for that care.

b. Arrange with parents to provide or pay for transportation or
arrange to return that child to the CSO of residence catchment
area. (See Chapter III of Disbursement Manual "Travel Other Than

L Employee A20s.")

c¢. Return the child within the next working day following receiving
care placement.

4, If the CSO of residence is providing services, they will be respon-
sible for planning for the child once he or she is returned to the
county of. residence.-

See Chapter 02.14, Case Transfer Policies for processing paperwork.

24.33 Referral for Continuing Services

A.

P

An eligible (see 23.15) family in conflict or with a runaway child will be
referred to:

10
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A CCS vendor (service contractor) where available, or, if not
available to

A CSO Family and Children Services Unit for continuing services as
soon as it becomes apparent to the service worker doing the intake
that the situation will not be resolved within four hours of the
initial .contact.

A child may also be referred for out-of-home placement services - see
Chapter 31 - Crisis Residential Center, Chapter 32 - Foster Family Care,
and Chapter 34 - Private Agency/Child Group Care.

The CSO service worker doing intake/assessment shall refer the client for
continuing services (whether vendor or CSO provided) by completing the:’
DSHS 14-139(X), Social Services Application; DSHS 14~24(X), Face Sheet;
and DSHS 14-154(X), Social Service Authorization using service code 2401.

It is important that the person receiving the referral have the following
information:

Client's address and telephone number;

- Names, address and telephone number of family members;

Reason for service (DSHS 14-154(X));

A brief summary of the situation; and -

If available, a signed DSHS 14-139(X) with unexpired eligibility.

Referral to a Service Contractor

1.

The service worker shall refer the client for contracted services with
a DSHS 14-139, Social Services Application.

a.

b.

Whenever possible, the DSHS 14-139(X) this form should be com-
pleted and signed by the client prior to referral.

If the client's signature is not obtained prior to referral, the
DSHS 14-139(X) may be completed by the service worker or through
item 16 and sent to the CCS contractor with .a stamped and addres-
sed envelope. The contractor will be requested to return the
signed (Items 17 and 24) DSHS 14-139(X) to the CSO service worker.

Once returned, the service worker completes the DSHS 14-139(X)
(Items 18-26), files the original in the service record and
sends a copy to the client. (See Chapters 02 and 03). ¢

The service worker shall send the vendor a copy of the DSHS 14-154(X) .
authorizing up to 15 hours of crisis counseling services using Service
Codes 2442, 2443 or 2444 as appropriate.

p.. 11
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3. When the face sheet is completed prior to referral, the service worker
may also send a copy of the DSHS 14-24(X), Face Sheet, and/or relevant

portions of the Individual Service Plan (DSHS 2-305(X), SER) to the
vendor. .
4. After the 30-day authorized service period has expired and an A-19,
- Invoice Voucher, with an itemized client listing and a closing sum-
mary (including the disposition) have been received from the
contractor, the service worker shall terminate contracted services.
The case closure will be accomplished within three (3) working days
after the closing summary has been received. '

D. Referral to a Family, Group or Regional Crisis Residential Center

1. A child from a family in conflict or a runaway child shall be referred -
-~ to a family, group or a regional crisis residential center or appro-
. priate CSO placement staff as soon as it becomes apparent to the
service worker doing intake that the situation will not be resolved
within four hours and the child requires placement in a crisis resi-
dential facility. ~(See Chapter 31, Crisis Residential Care.)

a. Family Crisis Residential Center

The service worker doing intake shall refer the child to the
appropriate Family and Children's Service Unit for placement in a
family crisis residential center and where available refer the
child to a vendor for crisis counseling services. If vendor CCS

is not available, CCS will be provided by CSO Family and Chil-
dren's Services Unit staff (see Chapter 02).

b. Group or Regional Crisis Residential Center

The CSO service worker doing intake shall refer the child to
appropriate CSO staff for placement in a group or regional
crisis residential center which will provide all needed services,
including CCS (see Chapter 31, Crisis Residential Care and
vendor contracts). '
2. The family, group or regional crisis residential center must provide
the CSO with client status information as/when requested.

E. The service worker doing intake shall use the DSHS 14-159 to terminate
intake/assessment (2401) services.

24.34 Provision of Crisis Counseling Services (CCS)

A. Crisis counseling services must be entered into voluntarily by parent and
child and must be time-~limited and goal oriented.

p. 12
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‘The CSO service worker shall respond to the CCS referral with a face-to-face

contact with the child/family:
1. Immediately in emergent situations, and

2. Within 24 hours of referral in nonemergent situations unless the
service worker doing intake specifically indicates on the social
services referral that the face-to-face contact within 24 hours is not

required.

3. Within 72 hours with the client's agreement when there are schedul-
ing problems on the part of the client. The scheduling problems
should be documented in client's service record (DSHS 2-305(X)).

There may be some situations in which the service worker will be unable to
contact the client. In these situations, it is still the responsibility '
of the service worker to initiate efforts to contact the client and to docu-
ment the unsuccessful efforts to reach the client in' the service record.

The documentation shall explain the procedures used by the service worker

to reach the client. One of the procedures shall be a visit to the client's
home or last known location.

Crisis Counseling Services (i.e., service workers), are expected to be
available on a 24-hour, 7 day-a-week basis.

1. I1f a child is or must be placed in receiving care or a family crisis
residential center (see Chapter 31, Crisis Residential Care), the con-
tracting agency or the CSO will offer crisis counseling services in
sufficient intensity for possible return of the child to his/her own
home within the first 72 hours.

2. . When time beyond the 72 hours of receiving care (excluding Sundays and
holidays) or family crisis residential center care (excluding Satur-
days, Sundays and holidays) is required, the contracting agency or CsO
will: ’ ‘

a. Obtain a signed'consent from the parents/legal guardian to place
(DSHS 9-04(X), Placement Authorization and Acknowledgment); or,

b. Cooperate in preparing the petition (see Chapter 23, Juvenile
Court Process); and

c. As requested, appear in Juvenile Court as an expert witness in
the court hearing to support an appropriate order.

A maximum of 15 hours of concentrated crisis counseling services may be
authorized and provided to alleviate personal/family situations which
present a serious and imminent threat to the health stability of the
child/family. .

1. The 15 hours must be delivered within 30 calendar days of the request.

p. 13
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2. Requests for exceptions to this requirement must be made in writing
to the local CSO administrator/designee. The approved request and
authorization must be recorded in the client's service record (DSHS -
2-305(X)).

Vs

The service worker should be flexible in scheduling sessions to meet

the needs of the family in crisis.

l. When appropriate, service workers should contact the family and/or
child in their home or a community (neutral) location. Such outreach
is appropriate when face-to-face contact has not occurred as specified
in 24.13 J. and when:

a. Prompt initiation of service is necessary to complete the service
service within the time limit; or

b. Counseling would be more effective if performed in the home or
community location.

2.  An explanation for not providing services in client's home or commun-

ity contact shall be part of the service worker's case evaluation
(DSHS 2-305(X)).

Client eligibility and provision of service will be documented in the CSO
service record using the forms described in 24.38. For CSO provided crisis
counseling services, service workers shall use service code 2402 on the
DSHS 14-154/159 authorization forms.

24.35 Termination of FR Services

A.

FR Services are terminated when:

1. The crisis situation has been resolved or the family can no longer
benefit from additional services.

2. The client/family refuses to cooperate, has moved or lost contact.
3. Client/family is referred to another program/agency for services.
4.. Referral of the child to fester care serviees is necessary.

For termination procedure, see Chapter 04, Social Service Payment System.

Evaluation of service outcome and Individual Service Plan is recorded on
on the DSHS 2-305(X), Service Episode Record.(see Chapter 02.11).

24.36 Re-Referrals of FRS Cases

A.

P

A referral of another child in the same family (not previously referred)
is not a re-referral.
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B. Re-referrals (i.e., all services previously terminated) will be provided

' up to four hours CSO counseling intake/assessment service during which the
service worker shall review with the family what they learned from prior
services and discuss the skills needed to handle the current family con-
flicts. An assessment shall be made as to whether the family can be

'effectively assisted before additional (beyond four hours) counseling/
continuing service is authorized. .

C. The service worker shall review the case with the unit supervisor for pos-
sible extension of service beyond four hours. Any referral for continuing
services resulting from such a conference will be referred only for the
number of hours that are estimated necessary to resolve the problem.
Re-referrals should in no case be for more than 8 additional hours of serv-
jce unless the need for those additional hours is documented and approved
by the supervisor. :

D. The absolute maximum number of additonél service hours and service days a
re-referral may receive is 15 hours within 30 days.

24,37 FRS Recording Requirements

A. Some FRS service episodes will last less than one hour and will not require
the opening of a service record (i.e., face sheet, authorization forms,
Service Episode Record). '

In all situations which are resolved or referred outside (i.e., no further
CSO action required) within the first hour by the CSO service worker doing
intake, the information required’ for monitoring (see 24.23) will be recorded
on an intake log.

B. CSOs may develop a format But any intake log shall contain the following
information for each person referred for intake/assessment:

1. Name of client(s).

2. Date and time of referral to CSO.

3. Date and time of service worker contact with client(s).
4. Type of confact (telephone or face-to-face)..

5. Source of referral.

6. Brief description of presenting problem (i.e., family in conflict,
runaway) . _ '

7. Service disposition (who did what).
8. Date and time of disposition.

9. Length of time of service provided by service worker.

p. 15
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C. The intake log information should be kept for two years following
initial intake. -

~

D. When a service record is opened, the DSHS 2-305(X), Service Episode Record
should contain all the information listed in 24.37 A. plus:

1. Date, type and time of service worker contact with others (i.e.,
referral source, parent, collateral contacts, etc.).

R 2. Length of time spent with each contact.
3. Family's immediate presenting problem and needs.

o 4. Family's specific and immediate objectives.

3 5+ How ciient(s) participated in determining the objectives.
6. Results of service (outcome).
E. For situations requiring one to four hours of direct service by the service

worker doing intake or for situations where the decision is made within the
first hour to refer the client to a contractor (either CCS or family/group

or regional crisis residential center) for services, the following forms '
must be .completed:

|
| A 1.  DSHS 14-24(X) Face Sheet i
! 2.. DSHS 14—139(X) Social Services Application !
' 3. DSHS 14-154(X) Social Services Authorization
4. DSHS 14-159 ' Change of Service Authorization
5. DSHS 2-305(X) Service Episode Record (SER) - note special

information required in 24.23)

4

24.60 INTERFACE WITH OTHER DSHS SERVICES

The service worker has the responsibility to be aware of and when necessary and
appropriate, use all available resources within the department. (See Chapter
02). Each CSO has the responsibility to develop referral procedures. The
following services may be utilized: :

A. Service workers to provide crisis counseling services to families/children
referred within the CSO. (See Chapter 02)

B. CPS when child abuse/neglect is suspected/indicated. (See Chapter 26)

C. Crisis residential, child group care and foster care services when out—of-
home placement is indicated. (See Chapters 31, 32 and 34.)
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D. EPSDT for evaluation/determination of childfs health status, when
" appropriate. (See Chapter 48)

E. Homemaker services to haintain children in their own home in lieu of
out-of-home placement. (See Chapter 40)

F. Developmental Disabilities Case Services and Home ‘Aid Resources for the
developmentally disabled.

G. Day care services when appropriate. (See Chapter 28).

24.70 INTERFACE WITH NON-DSHS SERVICES

The service worker receives referrals from and makes referrals to community -

resources according to CSO agreements/procedures. Such resources include but
are not limited to:

A. Law enforcement agencies within the community who will refer families in
conflict and runaway children for FRS.

B. Juvenile courts who may refer families/children for FRS or may assist the
CSO when court action is necessary.

c. Service contractors who FRS to families/children referred by the CSO.

D. Community Crisis Line agencies and community mental health centers.

24.80 REQUIRED FORMS AND INSTRUCTIONS

A. See Chapter 99, General Forms, for general instructions on these
generic forms: '

DSHS 2-305(X) ~ Service Episode Record (SER) (10/78)
DSHS 9-04(X) Placement Authorization and Acknowledgment
(Rev. 7/78)
DSHS 14-05(X) Application for Foster Care and Support Enforcement
) Services (Rev. 11/78) '
DSHS 14-24(X) Face Sheet (Rev. 9/78)
DSHS 14-139(X) Social Services Application (Rev. 12/79)
DSHS 14-154(X) Social Services Authorization (Rev. 9/80)
DSHS 14-159 Change of Service Authorization (Rev. 1/81)

B. There are no forms specific to Family Reconciliation Services. CSOs are
authorized to estabish their own format for intake logs.
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TO:

FROM:

SUBJECT:

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G NOTICE NO: G-114

Issued: April 13, 1982
Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234-0244 or
non—-SCAN 753-0244

|IF NOT DELIVERABLE RETURN TO: W/P MANUAL SECTION MS 0B-16 |

TRACKING INELIGIBLE FAMILY RECONCILIATION SERVICE APPLICANTS

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-114 was entered.
o

A.

BACKGROUND

Due to budget constraints, the contracted Crisis Counseling (Phase 11)
component of Family Reconciliation Services has been reduced by $690, 000
or about 3,032 referrals statewide.

CSO staff provided crisis counseling (Phase I, up to four hours) must
also be reduced for certain nonviolent FRS applicants.

To implement these reductions, effective immediately, new behavioral
eligibility criteria will be applied to those clients seeking FRS.

l.

During the initial intake/assessment (first 30 minutes), the service
worker should identify cases which are:

a. Nonviolent and

b. Nonrunaway and

c. Drug or alcohol abusing (any family member) or

d. Juveniles who have allegedly committed a criminal offense

and refer them to other (non-DSHS) community agencies. CSO staff
may not provide crisis counseling.

The above types of cases shall not be referred to FRS Crisis
Counseling Contractors.
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ACTION REQUIRED

The categories of clients to be screened out (i.e., no service) of the
nonviolent FRS population are families in conflict where the principle
cause of conflict is drug abuse, alcohol abuse, and/or juvenile criminal
offenses. The Juvenile Code for families in conflict allows for the
referral of these categories to other community agencies without cost to
DSHS-FRS (CCS) contract funds.

The normal Intake/Assessment screening process for FRS clients is expected
to identify drug and alcohol abusers and juveniles who have committed a
criminal offense. The screening process should be limited to thirty minutes
or less. Cases involving violence or a runaway are to be served.

According to the Children”s Needs Assessment study completed by the Offices
of Research in June of 1981, the ineligible categories are occurring in
the population in the following percentages:

1. Drug abuse 15% = 5,102.
2. Alcohol abuse 23% = 7,838.
3. Juvenile criminal behavior 377 = 12,609.

Total 25,559. The numbers of clients listed above are based on a
16-month period.

Because the nonviolent population is 51% of all FRS referrals, it is assumed
that approximately 517 or 13,035 of the population could be referred out to
other non—-DSHS agencies for services without cost to contract Crisis Coun-
seling. The present rate of referral to Crisis Counseling contracting
agencies and to DSHS Phase II services is 24%. It is expected, therefore,
that approximately 3,128 Phase II service reductions can be made.

It is not known how many of the nonviolent drug abuse, alcohol abuse, and
juvenile criminal behavior referrals have two or more of those problems.
Because of this possible overlapping, the total reduction in referrals
going on to continuing services in Phase I and Phase II can only be esti-
mated. That is why the Bureau wants to collect specific data about those
cases referred out.

A.

o

A careful screening of all nonviolent referrals (applicants) for FRS is
important because program costs must be reduced. Ineligible clients
should be referred out to community agencies using DSHS 2-306(X), Com-—
munication/Referral.

A six month”s data collection project will be undertaken to assess the
actual numbers of clients that can be diverted to other community services
without cost to contracted Crisis Counseling. CSO service workers should
use the attached form for data collection beginning May 1, 1982, and end-
ing November 1, 1982. Most of the data is already on the CSO FRS intake
log. A consolidated CSO report should then be sent to the Regional

Office for forwarding to SO.





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

=y,

TO: HOLDERS OF MANUAL G NOTICE NO: G-167
Issued: September 29, 1983

FROM: Bruce Ferguson, Assistant Secretary For Information Call:
. Community Services Diana Larsen-Mills, SCAN
234-0432 or Non-SCAN
753-0432

l i |
|IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS 0B-16]|
l |

L

SUBJECT: DELETION OF DSHS 14-139, SOCIAL SERVICES APPLICATION FOR
FAMILY RECONCILIATION SERVICES

Insert this notice in front of Chapter 24, Manual G, and note on the Green
Notice Control Sheet the date Notice G-167 was entered.

A. It is no longer necessary for the DSHS 14-139(X)' (Rev. 12/79) form to
completed for Family Reconciliation Services cases since this program
is provided without regard to income.

B. The new DSHS 4-114(X) (Rev. 12/82) Social Service Intake form will be
completed (instead of the DSHS 14-139) for all FRS cases. Program
; eligibility is documented on the DSHS 4-114(X).

C. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.
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C. The Regional Office will send a consolidated Regional Report to the
Bureau of Children”s Services, MS 0B-41, no later than the 15th of each
month. The first report will be due Jume 15, 1982.

D. If there are any questions about these categories of ineligible clients,
please call the Bureau of Children”s Services. Regional Representative or
call Denzel Scott, SCAN 234-0244.

E. On Green Notice G-100, please note section 24.15 C.5.c. should refer to

Youth Service Bureau”s NOT Juvenile Probation Service. °

Attachment











FAMILY RECONCILIATION SERVICES
INELIGIBLE CLIENT REPORTING FORM

Reporting Unit (CSO/Region) #

Month of Report

Number of clients (families) screened out by principle cause of conflict.
Only one for each client.

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

Number or clients (families) referred out to another source which accepted
the referral (response received from DSHS 2-306(X)).

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender
Total of lines 1, 2, and 3

Average Time Required per client screened and referred out:

DIRECTIONS BY SECTION: (This form may be used by line staff for a work sheet

and by the Regions for a consolidated report to the
Bureau of Children”s Services.)

In this section, count each client referred for one or more of the three
reasons listed for family crisis. If the client has more than one reason,
i.e., Drug Abuse and Juvenile Offense, choose the one that appears to be
the principle precipitating cause for conflict.

For example, child was drinking and became involved in car theft (car
prowl). Try to determine which act most likely triggered the family
conflict. The counts in Section A are to be unduplicated.

If, for example, you have a resource for each drug abuse case screened/
referred out, the number in B 1 should equal the number in A 1. This
would also be true for B 2 and B 3. It is possible that the numbers in
B1l, B2, and B 3 will be less than the numbers in A 1, A 2, and A 3. We
need to know how many cases go unserved.

Please compute the time in fractioms of hours that are required to screen
and refer out the clients listed above example, .5 hours. We want to
review our policy of estimating 30 minutes for intake/assessment.

BCS FORM (4/82)
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-100 .
' : Issued: February 3, 1982

FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234-0244 or
non—-SCAN 753-0244

SUBJECT: REDUCTION OF FAMILY RECONCILIATION SERVICES (FRS)

Place this notice in front of Chapter 24, Manual,G, and note on Green Notice
Control Sheet the date Notice G-100 was entered.

A. The reduction of FRS program FTEs made by the Legislature during the 1981
Special Session requires a reduction in both intake/assessment and
continuing FRS services to clients.

Effective March 1, 1982, FRS applicants are to be referred out to
other (non-DSHS) community agencies (not DSHS Contract Crisis Counseling
Services).

B. Manual G holders should write in the following word additions to the text
of Chapter 24.

1. Page 3, Section 24.12 A. 1:
Add to the end of the sentence: "or other social services.”
2. Page 6, Section 24.15 C, add new subparagraphs:

"5, Families in nonviolent conflict whose principle cause of con-
flict is drug abuse, alcohol abuse or juvenile offense
(delinquency) shall be referred to an appropriate non-DSHS
community social service agency. Appropriate non-DSHS
agencies include, but are not limited to:

a. Drug and alcohol abuse centers;
b. Community mental health centers;
C. Juvenile probation/counseling services;
d. Family counseling services.
6. The type of family situation defined in 5. above no longer

qualifies that family for CSO FRS services, even if no appro-
priate non-DSHS agency exists in the community.”
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G = NOTICE NO: G-167
Issued: September 29, 1983

FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Diana Larsen-Mills, SCAN
’ " 234-0432 or Non—SCAN
753-0432

| i |
|IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS OB-16]
| I

SUBJECT: DELETION OF DSHS 14-139, SOCIAL SERVICES APPLICATION FOR
FAMILY RECONCILIATION SERVICES

Insert this notice in front of Chapter 24, Manual G, and note on the Green
Notice Control Sheet the date Notice G-167 was entered.

A. It is no longer necessary for the DSHS 14-139(X) (Rev. 12/79) form to
completed for Family Reconciliation Services cases since this program
is provided without regard to income.

B. The new DSHS 4-114(X) (Rev. 12/82) Social Service Intake form will be
completed (instead of the DSHS 14-139) for all FRS cases. Program
eligibility is documented on the DSHS 4-114(X).

c. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.






TO: °

FROM:

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G NOTICE NO: G-114

' Issued: April 13, 1982
Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234-0244 or
non-SCAN 753-0244

|IF NOT DELIVERABLE RETURN TO: W/P MANUAL SECTION MS 0OB-16|

SUBJECT:

TRACKING INELIGIBLE FAMILY RECONCILIATION SERVICE APPLICANTS

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-114 was entered.

BACKGROUND

A. Due to budget constraints, the contracted Crisis Counseling (Phase II)
component of Family Reconciliation Services has been reduced by $690,000
or about 3,032 referrals statewide.

CSO staff provided crisis counseling (Phase I, up to four hours) must
also be reduced for certain nonviolent FRS applicants.

B. To implement these reductions, effective immediately, new behavioral
eligibility criteria will be applied to those clients seeking FRS.

1.

2.

During the initial intake/assessment (first 30 minutes), the service
worker should identify cases which are:

a.
b.
c.
d.

Nonviolent and

Nonrunaway and

Drug or alcohol abusing (any family member) or

Juveniles who have allegedly committed a criminal offense

and refer them to other (non-DSHS) community agencies. iC§6§éﬁaff}
€ oo ornet ATORL2n =
dnay-not-provide-crisis"counseling.)

The above types of cases shall not be referred to FRS Crisis
Counseling Contractors.
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C. The categories of clients to be screened out (i.e., no service) of the
nonviolent FRS population are families in conflict where the principle
cause of conflict is drug abuse, alcohol abuse, and/or juvenile criminal
offenses. The Juvenile Code for families in conflict allows for the
referral of these categories to other communlty agencies without cost to
DSHS-FRS (CCS) contract funds.

D. The normal Intake/Assessment screening process for FRS clients is expected
to identify drug and alcohol abusers and juveniles who have committed a
criminal offense. Thsrfggggnlng_process should be limlted to thirty minutes
or less. (Cases s_involving _violence-or.a_runaway are e to EE"EEFVEH‘

E. According to the Children”s Needs Assessment study completed by the Offices
of Research in June of 1981, the ineligible categories are occurring in
the population in the following percentages:

1. Drug abuse 15% = 5,102.
2. Alcohol abuse 23% = 7,838.
3. Juvenile criminal behavior 377% = 12,609.

Total 25,559. The numbers of clients listed above are based on a
16-month period.

F. Because the nonviolent population is 51%Z of all FRS referrals, it is assumed
that approximately 51% or 13,035 of the population could be referred out to
other non-DSHS agencies for services without cost to contract Crisis Coun-
seling. The present rate of referral to Crisis Counseling contracting
agencies and to DSHS Phase II services is 24%. It is expected, therefore,
that approximately 3,128 Phase II service reductions can be made.

G. It is not known how many of the nonviolent drug abuse, alcohol abuse, and
juvenile criminal behavior referrals have two or more of those problems.
Because of this possible overlapping, the total reduction in referrals
going on to continuing services in Phase I and Phase II can only be esti-
mated. That is why the Bureau wants to collect specific data about those
cases referred out.

ACTION REQUIRED ’

e

A. A careful screening of all nonviolent referrals (applicants) for FRS is
important because program costs must be reduced. Ineligible clients
should be referred out to community agencies using DSHS 2-306(X), Com-
munication/Referral.

B. A six month”s data collection project will be undertaken to assess the
actual numbers of clients that can be diverted to other community services
without cost to contracted Crisis Counseling. CSO service workers should
use the attached form for data collection beginning May 1, 1982, and end-
ing November 1, 1982. Most of the data is already on the CSO FRS intake
log. A consolidated CSO report should then be sent to the Regional
Office for forwarding to SO.
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c. The Regional Office will send a consolidated Regional Report to the
Bureau of Children”s Services, MS OB-41, no later than the 15th of each
month. The first report will be due June 15, 1982.

D. If there are any questions about these categories of ineligible clients,
please call the Bureau of Children”s Services Reglonal Representatlve or
call Denzel Scott, SCAN 234-0244.

E. On Green Notice G-100, please note section 24.15 C.5.c. should refer to
Youth Service Bureau”s NOT Juvenile Probation Service.

Attachment






FAMILY RECONCILIATION SERVICES
INELIGIBLE CLIENT REPORTING FORM

Reporting Unit (CSO/Region) #

Month of Report

A. Number of clients (families) screened out by principle cause of conflict.
Only one for each client.

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

B. Number or clients (families) referred out to another source which accepted
the referral (response received from DSHS 2-306(X)).

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

c. Average Time Required per client screened and referred out:

DIRECTIONS BY SECTION: (This form may be used by line staff for a work sheet
and by the Regions for a consolidated report to the
Bureau of Children”s Services.)

A. In this section, count each client referred for one or more of the three
reasons listed for family crisis. If the client has more than one reason,
i.e., Drug Abuse and Juvenile Offense, choose the one that appears to be
the principle preEISitating cause for conflict.

For example, child was drinking and became involved in car theft (car
prowl). Try to determine which act most likely triggered the family
conflict. The counts in Section A are to be unduplicated.

B. If, for example, you have a resource for each drug abuse case screened/
referred out, the number in B 1 should equal the number in A 1. This
would also be true for B 2 and B 3. It is possible that the numbers in
B1l, B2, and B 3 will be less than the numbers in A 1, A 2, and A 3. We
need to know how many cases go unserved.

c. Please compute the time in fractions of hours that are required to screen

and refer out the clients listed above example, .5 hours. We want to
review our policy of estimating 30 minutes for intake/assessment.

BCS FORM (4/82)











DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-100 ]
’ Issued: February 3, 1982

FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

¢ SCAN 234-0244 or
non-SCAN 753-0244

SUBJECT: REDUCTION OF FAMILY RECONCILIATION SERVICES (FRS)

Place this notice in front of Chapter 24, Manual, G, and note on Green Notice
Control Sheet the date Notice G-100 was entered.

A. The reduction of FRS program FTEs made by the Legislature during the 1981
Special Session requires a reduction in both intake/assessment and
continuing FRS services to clients.

Effective March 1, 1982, FRS applicants are to be referred out to
other (non-DSHS) community agencies (not DSHS Contract Crisis Counseling
Services).

B. Manual G holders should write in the following word additions to the text
of Chapter 24.

1. Page 3, Section 24.12 A. 1:
Add to the end of the sentence: "or other social services.”
2. Page 6, Section 24.15 C, add new subparagraphs:

"5. Families in nonviolent conflict whose principle cause of con-
flict is drug abuse, alcohol abuse or juvenile offense
(delinquency) shall be referred to an appropriate non-DSHS
community social service agency. Appropriate non-DSHS
agencies include, but are not limited to:

a. Drug and alcohol abuse centers;
b. Community mental health centers;
c. Juvenile probation/counseling services;
d. Family counseling services.
6. The type of family situation defined in 5. above no longer

qualifies that family for CSO FRS services, even if no appro-
priate non-DSHS agency exists in the community.”

2
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO:' G-167

Issued: September 29, 1983
FROM: Bruce Ferguson, Assistant Secretary 'For Information Call:
Community Services _ Diana Larsen-Mills, SCAN
: - 234-0432 or Non-SCAN
753-0432

| |
|IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS 0B-16]
I |

SUBJECT: DELETION OF DSHS 14-~139, SOCIAL SERVICES APPLICATION FOR
FAMILY RECONCILIATION SERVICES

Insert this notice in front of Chapter 24, Manual G, and note on the Green
Notice Control Sheet the date Notice G-167 was entered.

A. It is no longer necessary for the DSHS 14-139(X) (Rev. 12/79) form to
completed for Family Reconciliation Services cases since this program
is provided without regard to income. .

B. The new DSHS 4-114(X) (Rev. 12/82)'Socia1 Service Intake form will be -
' completed (instead of the DSHS 14-139) for all FRS cases. Program
eligibility is documented on the DSHS 4-114(X).

c. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-l114
: Issued: April 13, 1982
FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services ' Denzel Scott

SCAN 234-0244 or
non-SCAN 753-0244

|IF NOT DELIVERABLE RETURN TO: W/P MANUAL SECTION MS OB-16|

SUBJECT: TRACKING INELIGIBLE FAMILY RECONCILIATION SERVICE APPLICANTS

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-114 was entered. '

BACKGROUND

A. Due to budget constraints, the contracted Crisis Counseling (Phase II)
component of Family Reconciliation Services has been reduced by $690,000
or about 3,032 referrals statewide.

CSO staff provided crisis counseling (Phase I, up to four hours) must
also be reduced for certain nonviolent FRS appllcants.

B. To implement these reductions, effective immediately, new behavioral
eligibility criteria will be applied to those clients seeking FRS.

1. During the initial intake/assessment (first 30 minutes), the service
worker should identify cases which are:

a.
b.
c.

d.

Nonviolent and

Nonrunaway and

Drug or alcohol abusing (any family member) or

Juveniles who have allegedly committed a criminal offemnse

and refer them to other (non-DSHS) community agencies. CSO staff
may not provide crisis counseling. '

2. The above types of cases shall not be referred to FRS Crisis
Counseling Contractors.
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E.

F.

The categories of clients to be screened out (i.e., no service) of the
nonviolent FRS population are families in conflict where the principle
cause of conflict is drug abuse, alcohol abuse, and/or juvenile criminal
offenses. The Juvenile Code for families in conflict allows for the
referral of these categories to other community agencies without cost to.
DSHS-FRS. (CCS) contract funds. -

The normal Intake/Assessment screening process for FRS clients is expected
to identify drug and alcohol abusers and juveniles who have committed a
criminal offense. The screening process should be limited to thirty minutes
or less. Cases involving violence or a runaway are to be served.

According to the Children”s Needs Assessment study completed by the Office
of Research in June of 1981, the ineligible categories are occurring in

.the population in the following percentages:

1. Drug abuse 15% = 5,102.

2.  Alcohol abuse 23% = 7,838. -

3.  Juvenile criminal behavior 37% = 12,609.

Total 25,559. The numbers of clients listed above are based on a
16-month period.

Because the nonviolent population is 51% of all FRS referrals, it is assumed

that approximately 51% or 13,035 of the population could be referred out to
other non-DSHS agencies for services without cost to contract Crisis Coun-
seling. The present rate of referral to Crisis Counseling contracting
agencies and to DSHS Phase II services is 24%. It is expected, therefore,
that approximately 3,128 Phase II service reductions can be made.

It is not known how many of the nonviolent drug abuse, alcohol abuse,-and
juvenile criminal behavior referrals have two or more of those problems.
Because of this possible overlapping, the total reduction in referrals
going on to continuing services in Phase I and Phase II can only be esti-
mated. That is why the Bureau wants to collect specific data about those
cases referred out.

ACTION REQUIRED

A.

A careful screening of all nonviolent referrals (applicants) for FRS is
important because program costs must be reduced. Ineligible clients
should be referred out to community agencies using DSHS 2-306(X), Com-—
munication/Referral. 1

A six month”s data collection project will be undertaken to assess the
actual numbers of clients that can be diverted to other community services
without cost to contracted Crisis Counseling. CSO service workers should
use the attached form for data collection beginning May .1, 1982, and end-
ing November 1, 1982. Most of the data is already on the CSO FRS intake
log. A consolidated CSO report should then be sent to the Regional

Office for forwarding to SO. '
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c. The Regional Office will send a consolidated Regional Report to the
Bureau of Children”s Services, MS 0B-41, no later than the 15th of each
) month. The first report will be due June 15, 1982.

D. If there are any questions about these categories of'ineligible clients,
please call the Bureau of Children”s Services Regional Representative or
call Denzel Scott, SCAN 234-0244.

E. On Green Notice G-100, please note section 24.15 C.5.c. should refer to
* Youth Service Bureau”s NOT Juvenile Probation Service.

‘Attachment






C.

"Average Time Required per client screened and referred out:

?

FAMILY RECONCILIATION SERVICES
INELIGIBLE CLIENT REPORTING FORM

Reporting Unit (CSO/Region) #

Month of Réport

Number of clients (families) screened out by principle cause of conflict.
Only one for each client.

1. Drug Abuse -

2. Alcohol Abuse

3. Juvenile Offender
Total of lines 1, 2, and 3

Number or clients (families) referred out to another source which accepted
the referral (response received from DSHS 2-306(X)).

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

‘ DIRECTIONS BY SECTION: (This form may be used by line staff for a work sheet

and by the Regions for a consolidated report to the
Bureau of Children”s Services.)

In this section, count each client referred for one or more of the three
reasons listed for family crisis. If the client has more than one reason,
i.e., Drug Abuse and Juvenile Offense, choose the one that appears to be
the principle precipitating cause for conflict.

For example, child was drinking and became involved in car theft (car
prowl). Try to determine which act most likely triggered(the family
conflict. The counts in Section A are to be unduplicated.

.1f, for example, you have 'a resource for each drug abuse case screened/

referred out, the number in B 1 should equal the number in A 1. This
would also be true for B 2 and B 3. It is possible that the numbers in
B1l, B2, and B 3 will be less than the numbers in A 1, A 2, and A 3. We
need to know how many cases go unserved.

Please compute the time in fractions of hours that are required to screen
and refer out the clients listed above example, .5 hours. We want to
review our policy of estimating 30 minutes for intake/assessment.

BCS FORM (4/82)

-





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

ATO: HOLDERS OF MANUAL G NOTICE NO: G-100
’ Issued: February 3, 1982
FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services ' Denzel Scott

SCAN 234-0244 or
non-SCAN 753-0244

SUBJECT: REDUCTION OF FAMILY RECONCILIATION SERVICES (FRS)

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-100 was entered. :

A. The reduction of FRS program FTEs made by the Leglslature durlng the 1981
Special Session requires a reduction in both intake/assessment and
continu1ng FRS services to clients.

Effective March 1, 1982, 'FRS appllcants are to be referred out to
other (non-DSHS) community agenc1es (not DSHS -Contract Crisis Counseling
Services).

B. Manual G holders should write in the following word additions to the text
of Chapter 24.

1. Page 3, Section 24.12 A. 1:
Add to the end of the sentence: "or other social services."”
2.  Page 6, Section 24.15 C, add new subparagraphs:

."5. Families in nonviolent conflict whose principle cause of con-
flict is drug abuse, alcohol abuse or juvenile offense
(delinquency) shall be referred to an appropriate non-DSHS
community social service agency. Appropriate non-DSHS -
agencies include, but are not limited to:

a. Drug and alcohol abuse centers;
© b. Community mental health centers;

Ce Juvenile probation/counéeling services;

d. Family counseling services.

6. The type of family situation defined in 5. above no longer
' qualifies that family for CSO FRS services, even if no appro-
priate non-DSHS agency exists in the community.”






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-167
Issued: September 29, 1983
FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Diana Larsen-Mills, SCAN
234-0432 or Non-SCAN
753-0432

I I
|IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT - MS OB-16]|
I ' I

SUBJECT: DELETION OF DSHS 14-139, SOCIAL SERVICES APPLICATION FOR
FAMILY RECONCILIATION SERVICES

Insert this notice in front of Chapter 24, Manual G, and note on the Green
Notice Control Sheet the date Notice G-167 was entered.

A. It is no longer necessary for the DSHS 14-139(X) (Rev. 12/79) form to
completed for Family Reconciliation Services cases since this program
is provided without regard to income. - *

B. The new DSHS 4-114(X) (Rev. 12/82) Social Service Intake form will be
completed (instead of the DSHS 14-139) for all FRS cases. Program
eligibility is documented on the DSHS 4-114(X).

C. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-11l4

Issued: April 13, 1982

FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234~-0244 or
non-SCAN 753-0244

I

|IF NOT DELIVERABLE RETURN TO: W/P MANUAL SECTION MS 0B-16]|

SUBJECT: TRACKING INELIGIBLE FAMILY RECONCILIATION SERVICE APPLICANTS

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-114 was entered.

BACKGROUND

A. Due to budget constraints, the contracted Crisis Counseling (Phase II)
component of Family Reconciliation Services has been reduced by $690,000
or about 3,032 referrals statewide.

CSO staff provided crisis counseling (Phase I, up to four hours) must
also be reduced for certain nonviolent FRS applicants.

B. To implement these reductions, effective immediately, new behavioral
eligibility criteria will be applied to those clients seeking FRS.

1. During the initial intake/assessment (first 30 minutes), the service
worker should identify cases which are:

a.
b.
c.
d.

Nonviolent and

Nonrunaway and

Drug or alcohol abusing (any family member) or

Juveniles who have allegedly committed a criminal offense

and refer them to other (non-DSHS) community agencies. CSO staff
may not provide crisis counseling.

2. The above types of cases shall not be referred to FRS Crisis
Counseling Contractors.
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The categories of clients to be screened out (i.e., no service) of the
nonviolent FRS population are families in conflict where the principle
cause of conflict is drug abuse, alcohol abuse, and/or juvenile criminal
offenses. The Juvenile Code for families in conflict allows for the
referral of these categories to other community agencies without cost to
DSHS-FRS (CCS) contract funds.

The normal Intake/Assessment screening process for FRS clients is expected

to identify drug and alcohol abusers and juveniles who have committed a
criminal offense. The screening process should be. limited to thirty minutes

or less. Cases involving violence or a runaway are to be served.

According to the Children”s Needs Assessment study completed by the Office

of Research in June of 1981, the ineligible categories are occurring in -
the population in the following percentages:

1. Drug abuse 157 = 5,102.

2. Alcohol abuse 23% = 7,838.

3. Juvenile criminal behavior 37% = 12,609.

Total 25,559. The numbers of clients listed above are based on a
l6-month period.

Because the nonviolent population is 51% of all FRS referrals, it is assumed :

that approximately 51% or 13,035 of the population could be referred out to
other non-DSHS agencies for services without cost to contract Crisis Coun-
seling. The present rate of referral to Crisis Counseling contracting
agencies and to DSHS Phase II services is 24%. It is expected, therefore,
that approximately 3,128 Phase II service reductions can be made.

It is not known how many of the nonviolent drug abuse, alcohol abuse, and
juvenile criminal behavior referrals have two or more of those problems.
Because of this possible overlapping, the total reduction in referrals
going on to continuing services in Phase I and Phase II can only be esti-
mated. That is why the Bureau wants to collect specific data about those
cases referred out.

ACTION REQUIRED

A.

A careful screening of all nonviolent referrals (applicants) for FRS is
important because program costs must be reduced. Ineligible clients
should be referred out to community agencies using DSHS 2-306(X), Com-
munication/Referral.

A six month”s data collection project will be undertaken to assess the

actual numbers of clients that can be diverted to other community services
without cost to contracted Crisis Counseling. CSO service workers should
use the attached form for data collection beginning May 1, 1982, and end-

ing November 1, 1982. Most of the data is already on the CSO FRS intake ( ?

log. A consolidated CSO report should then be sent to the Regional
Office for forwarding to SO.
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C. The Regional Office will send a consolidated Regional Report to the
Bureau of Children”s Services, MS OB-41, no later than the 15th of each
month. The first report will be due June 15, 1982.

D. If there are any questions about these categories of ineligible clients,
please call the Bureau of Children”s Services Regional Representative or
call Denzel Scott, SCAN 234-0244.

E. On Green Notice G-100, please note section 24.15 C.5.c. should refer to

Youth Service Bureau”s NOT Juvenile Probation Service.

Attachment






FAMILY RECONCILIATION SERVICES
INELIGIBLE CLIENT REPORTING FORM

Reporting Unit (CSO/Region) #

Month of Report

Number of clients (families) screened out by principle cause of conflict.
Only one for each client.

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

Number or clients (families) referred out to another source which accepted
the referral (response received from DSHS 2-306(X)).

1. Drug Abuse

2. Alcohol Abuse

3. Juvenile Offender

Total of lines 1, 2, and 3

Average Time Required per client screened and referred out:

DIRECTIONS BY SECTION: (This form may be used by line staff for a work sheet

and by the Regions for a consolidated report to the
Bureau of Children”s Services.)

In this section, count each client referred for one or more of the three
reasons listed for family crisis. If the client has more than one reason,
i.e., Drug Abuse and Juvenile Offense, choose the one that appears to be
the principle precipitating cause for conflict.

For example, child was drinking and became involved in car theft (car
prowl). Try to determine which act most likely triggered the family
conflict. The counts in Section A are to be unduplicated.

1f, for example, you have a resource for each drug abuse case screened/
referred out, the number in B 1 should equal the number in A 1. This
would also be true for B 2 and B 3. It is possible that the numbers in
B1l, B2, and B 3 will be less than the numbers in A 1, A 2, and A 3. We
need to know how many cases go unserved.

Please compute the time in fractions of hours that are required to screen
and refer out the clients listed above example, .5 hours. We want to
review our policy of estimating 30 minutes for intake/assessment.

BCS FORM (4/82)





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-100
Issued: February 3, 1982

FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Denzel Scott

SCAN 234-0244 or
non~SCAN 753-0244

SUBJECT: REDUCTION OF FAMILY RECONCILIATION SERVICES (FRS)

Place this notice in front of Chapter 24, Manual G, and note on Green Notice
Control Sheet the date Notice G-100 was entered.

A. The reduction of FRS program FTEs made by the Legislature during the 1981
Special Session requires a reduction in both intake/assessment and
continuing FRS services to clients.

Effective March 1, 1982, FRS applicants are to be referred out to
other (non-DSHS) community agencies (not DSHS Contract Crisis Counseling
Services).

B. Manual G holders should write in the following word additions to the text
of Chapter 24.

1. Page 3, Section 24.12 A. 1:
Add to the end of the sentence: "or other social services.”
2. Page 6, Section 24.15 C, add new subparagraphs:

"5. Families in nonviolent conflict whose principle cause of con-
flict is drug abuse, alcohol abuse or juvenile offense
(delinquency) shall be referred to an appropriate non-DSHS
community social service agency. Appropriate non-DSHS
agencies include, but are not limited to:

a. Drug and alcohol abuse centers;
b. Community mental health centers;

Ce Juvenile probation/counseling services;

d. Family counseling services.

6. The type of family situation defined in 5. above no longer
qualifies that family for CSO FRS services, even if no appro-
priate non-DSHS agency exists in the community.”
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DEEARTMﬂNT OF SOCTAL AND HEALTH SERVICES
Olympia, Washington

NEW MANUAL G -~ REVISION 1

Revision.of-Chapterfzsz-

1. Seétion 26.12, B., clarifies when CPS sefvica is appropriate and adda the
WAC reference. . : : _ .

2. | Section 26.13, R., 6., expands the ecircumstances under which .the CPS serv—
ice worker may provide tramsportation to a child. The former text provided
for children in the "runaway" category. This revision allows transporta-
tion to any child taken into limtted custody by a law enforcement official
when that action 18 for purposes of providing CPS service. '

3. S8ection 26.21, L., expands the requirements in transferring a case from
CPS to foster care service. . This addition to the text requires & case
conference of those Involved, notification to the juvenile court  -of the
name of the new servide worker, and completed case recording with atten—
tion given to the case plan and any relevant court orders. ;

4.  Section 26.35, E., requires that a change in the-aurréné court order be -
obtained ptlor to placement of the child back in the home.

5. Section 26.35, I., requires continued casewark supervision after a

dependent child, who has been in an out-of-the~home placement, is
returned to the home. The RCW is also cited. ’ -

'Reyiéion of Chapter 30:

Section. 30.80 - Interstate Compact.Directorj is revised to reflect changes in
names, titles and addresses. ‘ . :

REMOVE | | . INSERT
Chapterx 26; PP, 3-4, 7ﬁ16 Chapter 26, pp-‘3+4,'7jlﬁ; 16-a

Chapter 30, Interstate Compact _ Chapter 30, Interstate Compact
" Direectory . .. . © Dlrectory

Revision Control Sheet

-y P ey e P B o

r

On Revision Control Shéet note date Revision 1 was entered.
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Manual G
26.00
Rev. 1 ~ 12/78

. . CHAPTER 26
' .. CHILD PROTECTIVE SERVICES

26-00 PROGRAM AUTHORITY

Federal: Public Law 93-247 and 45 Code of Federal Regulations, Part 1340;
45, CFR 228.65, 228 46, and 220. '

State: Chapter 74.13 RCW, Chepter 26. 44 RCW, WAG 388~15—130 through
388-15-139, WAC 388-70-095, and WAC 388-15-010 (1)- (e).

Lre tmayi

26.10 POLICY -

26.11" "Purpose of Service

There are two general purposes of thie. Child Protective Services (CPS) program:

A. To discharge commun1ty/agency responsibility for safeguarding the rlghts
and welfare ¢of children whose parents or caretakers are unable to or
unwilling to do so in cases of zbuse or neglact,

.By  To make all reasonable efforts teo agsure the abuse&]negIected/explpited

child protection from further experiences and conditlons detrimental to
healthy growth and development, and assure care in his/her own home which
will provide the essentiale for Well—being and development, or appropriate
substitute Care.

26.12 Service Description

I

A _Ghild Protective Service staff perforﬁ the following activities' investi~

gate community ccmpleints/referrals concerning child’ abuse!neglect (CAN);
provide counseling service to parents and children related to the CP3 or
contributing problems; arrange for supportive services; prepare and
suybmit court petitions for approprilate cases; and file Central Registry
reports on substantiated cases. -

B. ‘These activities regarding a child ‘s circumstances are performed with the
following defidnitions of sbuse, neglect, and explolitationm. The following
list, which is not inclusive, i1s presented as genersl -types of cases : i
‘appropriate for OPS service and as an aid for suhstantiation of CAN.- :
Sarvice 1s appropriate if the child is alleged o be harmed, endangered,
or threatened with hanm. {(See WAC 388«15~132(2)-) .

l. Death - That death was nonaccidental "apd caused by physical abuse or
neglect shall.be determined by a coroner, medical examiner, of law
H_enforcement gfficial at an inquest, heering ‘ar court process. CPS§
_:  probably will not,pruvide service in cases of .death unless there are
" other children in the same home or service is requested by the parent
or surrogata. The CPS service worker will perform the administrative
task of storing the. central registyy informatiun. _
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Abuge - (Usﬂally'thought of as an act of commission.) ‘A:phyaicallj

~abused child is one who has‘sustaingd physical injury resulting from

& nonaccidental physical act or acts. The  opinion of a physician or

- other expert is often required. The medical examination, admission

by the alleged abuser, statement of theichild,-uﬁbigsed-report by an
eyewltnéss, or a court hearing may substantiate whether such injury
Wwas inflicted nonaccidentally, - : o : :

consequences of inadequate parental behavior or coh&itions in the
home, such as those listed ‘below, are often observable in the. child.

A statement from the child may be relevant.

a. Caretaker fallure to provide the.necéysary,standard of care 1g-

- ordinarily assumed 17 there is Inadequacy/omission . {unless there

18 evidence to the eontrary),_-An,exgert's Qpiﬁioh_mhy be neces-
sary, - : _ ST B
b.  Types of physical neglect are:
l. An inadequaté;,irreéular, or nonﬁnﬂtrifious'pfoviaioﬂ of
food and meals. : : : .

unlaundered or unrepaired, grossly misfitting, or does ‘not
- meet requirements of personal modesty. .

2, cioth;ng which is iﬁadequate to meet the need

3+ . Housing that is phySiéally usafe, inédequate in space,
.- unsanitary to the extent that 4t presents a health hazard,
or does not have neceasary adequate utilities-qr:equipment.

4. . A yard that congtitutes a blay area hazard.,

5: ' - Medical or dental care when it is a serious threat to a
child s well~being, when the parent is not responsive to
the child ‘s needs for preventive care, does not provide

. for current'medicalldental'felated-needs assoclated with
1llness or poor health,—provides.inappropriaté madical /

déntdl cavre, or fails to provide contiﬂuity.in'tfgatmént

and ‘supervision for medical/dental care,

6. Failure to provide Bupervision for the .child that 1s neces-
sary in relation to his/her level of davelopment. Such
improper superviaion may result in dbandonment, éxtended
periods of time withoyt Supervision, supervigion by an
unqualified parson, or supervision which exposes the child.
to dangepoua‘conditions. B : .

8 of climate,.
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for thé other service. This review must he documented -in the case
recording by the worker providing the service. The CPS service worker
has responsibility for the lonvestigdtion and ongoing phases of service
related to the CBS concerns in all cases.  The service is to be opened as
CPS on the DSHS 14-154(X), Soclal Services. Authorization. ~{No additional
action’on the open DSHS 14-139(X), Social Services Application, is neces-
sary.) The service worker for thé other service has Tesponsibility for
the non~CPS aspects of the case, ALl service aspects, Of the case are ro

‘be coordinated by the: supervisors and service warkers.

DSHS employees and volunteers are mandated by gtate law and by rules and
regulations to report -child abuse -and neglect. Employees will be expected,
in most cases, to discuss the matter with the parent(s) piior to making a
referral. DSHS volunteers will ordinarily not be sxpected to discuss

thefr report with the parents directly. : =

Military families living off military reservations are subject to general
community CPS juriediction. : Guidelines for the provision of €PS services
to en-post familles must be resolved adminidtratively with. the base com—

L]

mander or his/her designee and the DSHS Regional Director (RD) or designée-_

Motually developed written gﬁideliﬁes-and procedures are necessary.

The State of Washington has ¢ivil and criminal jurisdiction: on Tndian
réseivationas Requirements for reporting and provisicn of CPS case serv-
ices apply on all Indian reservationa.’ The policy of the department is
to 'deliver CPS sexvices to Indian clients in a manner designed, where -
possible, to utilize Tndian resources, to keep Indian families together,
and avoid separating the Indian child from his parents, relatives, tribe
or cultural heritage as per WAC 388-15-131.  (See WAC 388-70-095.)

The CSO CPS unit will establish procedures for ﬁroviding piogram infor—
mation to the community and for receiving reporta from community sources
and from within the Cs0. - - Cr e

A mutual written agreement will be- established betwe&q'the CS80 CP8 unit
and local law enforcement agencies to ensure the transmittal of child

abuge and negleet incident reports and reports of the result of investi-
gations from law enforcement to the €SO and to ensure appropriate refer—

rals from the CS0 to law enforcement.

The department maintains a Central Registry which 1s a centralized storage

and ‘vetrieval system of required case Information about 211 substantiated

reports of ndnagcidaupallyjiﬂflicted death, physical Injury or injuries’
(abuse) , physical neglect, sexual sbuse or mental injury €emotional abuse

“ andfor néglect) of a child or developmentally disabled persoms of any age.

In re5ponse'to'ail referrals, the service worker acts as a client édvucate}
for both parent arnd child and seeks khe most- appropriate and effective

.resource pogsiblé. When the interests of tle parents and the child con~

flict, the child”s interests/rights should prevail.

&
v
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" CPS doeé not pravide service to adults or to developmentally disabled:

pergons 18 years of age or older. Such services are provided by the
Adult Protective Services (APS) section. (See Chapter 44, Adult Pro-

;ective Sérvices); -

CPS does not provide service in the case of-tﬁird—parfy'abuse unless the
parent or surrogate parents are unable or unwilling to protect the. child
or have contributéd to the problem. ' : W A

CPS does not‘pﬁov;delstudies.tordetérmine 1f a'marriage_ié“irretrieéably'
broken or to make recommendations regarding cugtody of the. children.

CPS does not investigate possible criminal violations for criminal prose-
cution. . S o ; _ . .

- CPS does not investigate possible violations per se of the:ééﬁaol;sysfém's

Statutory Code, Administrative Code or other statements regarding disci-

. Pline for the purpose of‘detgfmining whether a violation has occurred.

A CP8 worker may ;ransport'd:dhild'only under qne'or mofe‘df_thélfollbwing,
conditions: - - ' _ - SR _ .

1. - Théreuisza court order'diréctingVCPS td'take a child into. custody.

2. - The department has custody of the chiid:through,previods cdd:t.arder.

3:  The worker has current written permission for transportation signed by
‘the parent or ‘those legally responsible for .the child .and- signed by a
" witness, T . S N

-4: The child_ia,accOmpanied by.the ﬁa;gnt.d: one who is légaily‘respdn-

- slble for the child(ren).

5. The parent signs a condent to pldce or gives. the department temporary

custody by the use of DSHS 9-04(X), Placement Authorization and
Acknowledgment, and the DSHS 14—05(K),,Applicatiqn‘for Foster Care

and Support Enforcement Services.

6. When a law enforcement officer has taken the child into: limitsd custo-
 dy for purposes of Chapter 13.30.20 RCW, Chapter 74.13.031(4) RCW,
- . and  Chapter 26.44.050 RCW, .the sérvice worker may accept the child
from the law enforcement officer to provide transportation to a
- designited temporary monseécure residential facility licensed by the
department., If not previously notified by the law enforcement
officer, the mervice worker must notify the. parent(s), legal guardian,
or custodian of this action as soon .as possible. The service worker
- must dlso ensure the Eompletion of the petition process through the
. Juvenile coutt and must receive the order for continued shelter care
- within 72 hours if shelter care is fo continue past that time limit,
(See Chapter 13.34+060(1) and Chapter 74.13.031 RCW.)

«
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. ALl reports of alléged child abuse in family foster homes, day care, .group
homes and institutions are to be tréated as Incident reports. Copies of
the reports are to be sent immeddiately to the CSD administrator. In addi-
tion to the initlal report, a report of follow-up actions er dispositions
1s also to be provided to the CSO administrator. ' o

26.14 Priorities Related to this Service‘

A.

Generally, mora sévere sltuations (emergent/acute situatioﬁé) of abuse/
‘neglect (the greater the danger to the child) have greater priority than
less severe (less emergent) situations. Priority of action is not to be

- based onuly on'.the type of abuse or neglect.  Careful consideration and

attention must be given to each referral for.all factorg of the referral
and .collateral or c¢lient information.

Thg.primary responsibility of CPS staff ig to respond to reports of CAY as
‘soon as pasgible. In emergent situations (on new cases or new referralg
on- current cases) the respense must bé as soon &8 possible or within 24

-hours after the report of the emergent condition or situation. The most

sarlous cases aré those 'in which déath or permanent damage way be the
result. - Those cases generally of a more ‘emergent ndture are:

1.  The child whe is thought to be in immediate danger of héving physical
. . 'damage- inflicted on him/her; N ' T

;'2.._ The-ébild vho1s abaridonad or'uﬂsuperviaed and whp is judged'not-uld

enough to care for self until pareats or other responsible persons
teturns : ' : . R B
]

3. .The child who ié_thdught]to'be in need ﬁf'immed}até médiﬁéluégtention'

b The child who has heen assaulted;

5. The child who is thought to have been neglected to the.extent.tﬁat

physical harn may-soon be the result.

In'less emergent situations, an investigation must be initiated as soon as
possible pr within 48 hours after the initial referral. It 1s the intent:
that during this 48 hours the worker will gather enough information to
determine the emergent or less emergent nature of the situatiorn: With
supervisor concurrence, the investigation of a less -emergent, situation may

be temporarily set aside but should be resumed as soon as posgible. . In all

instances of a less emergent cage, the investigative process should be

‘resumed as soon as possible but must be resumed within 10 working, days.
. For activitied related to the dnvestigation.phase, see 26.36. These cases
- that may be of a less emergent nature are: o ' : -

1. The child who 1s theught to Ee in a situation of imcest or molesta— -
" tion when the case does not meet the criteria listed above; :

Zs Thé-éhild who suffers from wnusual punishment but 1s not 4n immediate

~ danger; '
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- 3. -Thefchild who doéa not meet the criteria above Qut 18 endangered by

physical and emotional neglect that retards the child’s physical or
- emotional \growth and development; , - . - :

- 4. ~The child vho meets the crifgria'fofzgthér typed of abuﬁg/négléct as .

"listed in section 26.12 B.

26.15 Eligibility

Akﬁ..qu'camplate-éiigibility'requiremepfs) see Ghaptef-QB,fsbciél Service
" Eligibility. - . - | R

3. - Program;: A child and his/her parent(s) or surrogate parents are eligible
for service upon the receipt by CPS of a report or comp;éintralleging child
abuse/neglect and they remain eligible until it ig datetmined that the
child is not suffering from maltreatment or tha threat of maltreatment or

1mnobmwimhwu@.IMgmmcmmgmbg@mﬂkfmcMme

1. The ¢ircumstances have chaoged or been_cofrEcted which brought about
the report -or complaint and It car be determined‘with_a_fair degree
of certainty that the change will be maintained when the case ‘is

- transferred to another service or tertiinated; or . -

2.  The parent(s) or parent surrogate(s) have demonstrated that they do
' not have the capacity or desire to use CPS and that the maltreatment

18 of such a nature that the court cannot become involved and there

- are no further gctions that can be . taken to.protect the child(ren).

Gl‘ﬂ Financial}r CPS is ﬁrovided withbut'regard to income. Hmemakef'qervicas,
. day care, foater care, and chore services which are provided in support of
and as a part of the.(CPS plan can be-given without regard -te income. Run-

aways who are in clear and present. danger of abuse, neglect or exploitation
are eligible for receiving home care paid.for-as a protective service.
Office of Support Enforcement (0SE) may ask the family to provide financial
participation for foster or receiving care C SRR O

D.  The ﬁarenf(sj.or surrogates are,fo be notifiéd when. gervices are to be
provided by CP8 and when sexrvices .provided by .CPS cease. : K

26.20 PROGRAM Srawpamos =~ - IR
- . . W - . . o . Lo

2621 _Program Expectations.

ALl program expécﬁations will be documentable from thg_iﬁfofmationrcdntained in
the case record, if appropriate for the specific case. : ‘
" 'The CPszworker will:

A Respond to all CPS emerpent situatilons within 24 hours (see 26.14, B.).

pe 10
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Reapond te less emergent situations within 48 hours (see 26,14, C.).

Contact adllateral sources 1f/as appropriate during the intake and ongoing
phase (eBee 26.36 and 26.37).

COordinate investlgetion and service delivery 1f the case is already active
with the agency or any other service’ agenoy/profeseional.

Follow the requirements of WAC-388+15-131 and WAC 388-70-095 upon deter-'
mination that the rveported child{ren) is TIndian. (See’ Chaptet 01.04,
Indian Policy Statement). Document in the case record the steps taken.

T

P

Indidn children in foster care, the sPeeial requiremente and working
with the CSO Indian Child Welfate Advisory Committee. ) T -

Complete the investigation phase of the case prooees wilthin 30 calendar
days.

At the cempletion of the investigation phaae | notlfy, if appropriate, the
referring person/complainant that the CPS'case is valid/not valid and that
service will/will not be provided the client. (When the referrant is a
professional mutudl case planning may be appropiiate.) -

Review. the serVice plan and the service provided with the supervisor and
with the client before the end of the first 90 days after receiving the
referral. and at least one time each 90 days thereafter as long ‘as CPS is
open. Review will be for the purposes of determining if the case record
is complete, the ‘service ie appropriate and effectlve and If the service
should continue. . .

Within fiye Working days after substartiating a report or receiving a sub~-
atantiated report, complete DSHS 2-142(X), Child Abuse.Register Report, in
typed dapliéate and submit to Administrative Services. (Place a photocopy
or facsimile of the DSHS 2-142(X) in the case ‘service record y

- Respond to all Central Registry requests for information within one working '

day or as otherwise negotiated with the requestor.

Report to law enforcement as soon as.possible, but at least within one day |
of making the determination, all situations in which a crime nay have been
committed.

Transfer -the case to foster care serviece 1f foster care is to continue

longer than 90 calendar days unless the CPS supervisor agrees to continue

the case in CPS or there is a conflicting court order that mandates GPS to
continve with the case. .The decislon:to continue CP3 longer than the %0
calendar days after foster care placement must be recorded. Prior to

_trangfer, the CPS -case recarding must. be- complete with particular attention
' given to ‘the caee plan and any relevant court orders. The transfer process

requires-a case conferénce among the service workers and supervisors.
Notification must be given to the juvenlle court of the dhange in service
worketrs and the name of the' néew service worker. :

p. 11
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Complete all paperwork within tenrwéfking'dayé after termination of the

,CPS;case. e

]

... M1 reports of alleged child abuse/neglect in family foster homes, group -
homes, group child care facilitles, family day care homes, -adoptive homes,
_and institutions or other facilities operated, licensed or certified as
ineeting licensing requirements, or financed by DSHS are to be reported to

administration as "Incident Reports" (See 26436.D. 24) ¢ In addition to the

initial oral and follow-up weitten notification to the CSO—CPS aupervisor

for the CS0 administrator, reports of follow-up aections or disposgitions are

dlso to be made.

26,22 Ptogrdmrbutqpmes

The following aré'pdasiblé program outcomes of service in a=CPS‘casg;.

A.
B.
c.

D_l

B -

Ll

Compl'aint.. r_eééi\‘red‘" bit not investigated., --
incombiaée'in#estigﬁtion. - ,
cﬁmpietéd'inVeﬁtigafioﬁ; CDﬁplaint not yalid..

C&mplainf nﬁt'vélid but rgférféd Eo-aﬁqfhef\éééﬁice;

Comtplaint valid but referred. to another service, monitored:bywcfs;

_Gompig;ed invéstigation; complaint ﬁalid; no further action.

ﬁomplaint-valid but family non—cDOperatiﬁé and court action‘not'ﬁossible.
quil&/case terminated; child still open in plaéemgnt. .
Aﬁuée/neglect giiminated by placing child.qﬁt.ﬂf hqmé.

Living arrangement for.the child WanimPIOVed.and_is now. satisfactory.

-Parental rights terminated.

Offending parent out of home; no further action.

26.30 . SERVICE PROCEDURES

26.31 .Laernforcémenk .

A.

po

If a crime against a child is being committed -or may have been committed
(nonaceidentally inflicted death, injury, neglect. or .sexual abuse), the
worker must make an oral and written repork to the appropriate law enforce~
ment agency and to the prosecutor.. The method, format, and content of

the report may vary according to local agreements, but the requirements

of RCW 26.44.030 must be met. .The prosecutor decides whether a case
should be prosecuted. . - L ' :

12
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B. Ia addition to reporting possible cerimes against children, staff must
-report to the prosecutor any child who is reported to.the Central Registry
as a subastantiated victim of nonaccidentally inflicted death, physiecal
injury, physical neglect, oxr sexual abuse (RCW 26.44.030 (3) and WAC
388-15-135-(5)) whether or not staff knows -anything about the alleged
perpetrator; The differénce between reporting ‘possible crimes and
substantiated victims of. CAN may only be reporting at a different pOIﬂt
in DSHS case proce551ng. _

-G AL other alleged crimes must'elso be reported to law énforcement. There

are also established DSHS procedures ohich must be followed if the alleged

violation has taken place in the persdn ‘s dealings with DSHS, e.g., fraud- .

ulent receipt of money, violation of probation or parole, etec. The
appropriate PSHS section must be notified by the ‘service worker.,

D. A service worker may request the assistance/accompaniment of a law enforce-
- ment officer In making field contacts in situations that may be dangeroue
to the service worker OF a £emily member. : .

26.32 Juwenile Court Legal Base'

A. The legal base for'gﬁvenile court activity wlth regard to. dependent chil-
dren’ is Chapter 13.34 RCW. The Bervice Worker must be familiar with ‘the
requirements of this statute. .

B. In working with the juvenile oourt the service warker should Be familiar
with thé requiréments of Chapter 13.34 RCW in relation to the class of
county in which the family lives. The service worker should alsd be
-familiar with the- loecdl juvenile court ‘s policies and prooedurea and
-ghould keep thesge requirements in mind when recording a CPS case (see
26.80 for instructions on the use of ‘the DSHS 2~305(X), Servioe Episode’
Record) . .

C. The juvenile court law and court rules may - supersede the following gu1de-
lines {(26.33 through 26. 35) for juvenile court proceedings alleging a
child to be dependent.

26,33 Filing a Petition with the Juvenile Court -

A A petition is filed after all other reasonably possible attempts to help
. eorreéct the problem have been exhausted and if the child is.in imminent
"danger or the parents refuse or are unable to immediately make. changes

adequate to protect the ohild. : :

B. A petition to the juvenile court by a gervicé worker. to remove a child
" from ebusing/neglecting parente pr those ‘legally responsible for the
~child is made in aceordance with RCW 13 34 030 and 13, 34 040 When.

1. A ohild is abandoned that is left by h1s/her parents, guardian, or
other custodian without pareatal care and support ot

pe 13-
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2. :Who is -abused or neglected as defined in Chapter 26.44 RCW; or

3. Who;haa:no paréﬁt}.guﬁrdian, or éustodian, i.e., an orphan without
anyone legally responsible for his/her care and custody.

The service worker will proﬁide'ﬁhé Juvenile probation'worker with a state-

ment of the facts gupporting the allegation that a child is dependent at
the time the petition is to be filed. 4 probation_counselor_will determine
if the petition is reasonably justified. - . BT I

If a child is alleged to be dependent and 4f‘a child’s health, pafety and

- - welfare will be seriously endangered if he/she is not taken into custody,

a-pervice worker should file a petition alleging a child to be dependent
(as -described above) and request a court order that the child be taken
into eustody. If the ecourt grants an oyder of custody, thé.court may

. direct a law enforcement officer, a probation counselor, or a.child pro-

E.

tective services official to take the child into custody. - (RCW 13434.040).

_The repprt of a pbssiblé.criﬁe_tolthe'juyehile,cqurt 1s not fulfilling

DSHS ‘s duty under law to réport to a law enforcemént ageney or the county

prosecutor in.accordance with RGW 26.44.020 and -26. 44.040.

s

- G

‘When it is necessary to refer. to and/or petition the juvenile court, the

family should he informed of the reasons for the referral and helped to
undetstand and participate in the court procesg. This would ineclude

helping the family to understand the need for hnd right of legal represen-

tation and aesistance in ‘obtaining legal counsel.. (RCW 13.34.090).

Any time'aﬁdallgggd'depgndgnt_ghild 1s.pléqed in receiving care the.
service worker must inform. the child ‘s parent, guardian, ar custodian of
his/her fight to a preliminary shelter care hearing. . (RCW 13.34.060).

26,34 Juveniie Court Haarings and Reports

The seryicg.worke: may be.required to sﬁbmit written fepotts, attend, and
present teatimony at the following hearings: B :

A

P vl 14

Shelter Care Hearing

1. (RCW 13.34.060 (5)). The initial shelter care haaring is held within
72 hours after the child has been taken into custody. -In Class A and
. . AA counties the service worker must submit a written recommendation
.to the juvenile court as to the need for continued. shelter care. In
other counties the service worker may be asked -to assist the court
worker in the preparation of the recommendation as to the need for

continued shelter care.

2. An order .for mhelter care may not cﬁntinué_fbr more thati.30 days
unless remewed. A service worker may reaquest modification of the
ordet to continue shelter care past 30 days. (RCW.13.34.060 (8)).

<

-
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-

3. A child taken 4nto custody by a service WQrker is to be placed in a

.receiving home/foster huma Llicensed by the department. (See RCW
13.34.060(1).) '

Fact Finding Hearing

(RCW 13.34.110}. Thie hearing is to determine the facts related .to the
petition. The service worker in Class A and AA counties must be present
and present testimony. The service worker in other counties may be
required to present testimouy. :

TN S

(RCW 13.34.110, 13.34.120, and 13.34.130%. The service worker will be

required to attend and may be required to present testimony. In Class

A and AA counties the service worker must prepare the following réports
for the court. In other counties reports will be prepared/provided to

juvenile probation staff according to- CSOfJuvenile Gourt agreements.

1. Prediaposition Study {BRCW 13.34.120(2))« The service worker must
be familiar with specific requirements of this repert. This report .
relates to the specific lasue of whether or not the dhild should
remain in, the héme - and shall. containsz™

a; 'A statement of the apﬁcific harm that intervention 15 designed.
‘to alleviate} :

b. . A description of the specific progtams for the parent(s) and
© child - ipcluding how they will be useful, thelr availability,
and their delivery;

c. Why the child cannot be protected'in.the home - ineluding past
- efforts to work with the parent and the parenta”’ attitude; '

d. The harms the child will suffer as a result of removal and the
. -parent-child attachment’ : .

d. Stepﬂ to be taken to minlmize harm to the child that may reault
because of separation, and

o ek

£.  Behiavlor that will be expected before determination that super-
' vision of the family or placement is mo loiger necessary. :

24 Socdal Study (RCW 13.34.120 (1)). The service worker must glve close
attention to ‘the requirements of this report and the needed informa-~
tion« This report 1s a writtepn evaluvation of matters relevant to tha
disposition ¢f the case. The study ‘and all social records shall be
made available to the court.

P 15
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3. Agency Placement Plan (RCW 13.34.130(2)). This report 1s required of
the agency placing the child and includes where the child will be
placed, steps to eventually return the child: to the home, actions to

maintdin child-parent ties, and services the parents will receive to

enable the parents to resume custody. The agency charged with super-
vising a child in placement shall be responsible Ffor assuming that
all services are provided. Tt shall report to the court if 1t ig
unable to provide such services. . c '

D. ° Six Month Raviéﬁ'ﬂéaringg:

-(RCW 13.34.130(3)), -The*service'worker'may be required to give testimony
and enter a report outlining what services have been glven, coopetation
cend visitation of the parents, any needed additional setvices for.the
parents, and any planned date for the child’s return té the home. -

E. Termination of Parental Rights Hearing

1. (ROW 13.34.180 and 13.34,210). The service worker may be reéquired
to prepare a written report, attend and present testimony at the
termination hearing. When the service worker is the petitioner,
he/she ghall be present. : . : S

2. (RCW 13.34.030 (2) (a) or (b))« A petition to terminate a parent/-
child relationship may be filed in the juvenile court when a child
haa been removed from the custody of & parent for e period of at
least eix months pursuant to a finding of dependency. A petition
may be fited for the purpose of terminating only one of the parent’s
rights to the child. (See 36.31, Adoption Services.)

o

2635 Other Juvenile Court Rel#ted Responsibilities

The'sefvice worker may be asked to or decide to perform other duties in rela—
tion to working with the juvenile court:

A. A "DSHS Social Worker" may be required by the court to serve summons (RCW
13.34.070) to any person the court determines to be a proper OF neceesary
person to the proceedings. .

n. The juvenile couft judge may enter an order directing'a CPS service WOrkér
fo take a child-into custody (RGW 13.34.050) if a petition is filed and

the court finds reasonable grounds.

C. The juvenile coﬁrt'may,require the service:wnrkér to bring a chii&,in

department_physical or temporary custody to a'sheltep care hearing .(RCW
13.34.070(7)). - . T . .

D. A service workér_may ask tha court to appoint a guardian'ad_lifém fof a
child who 18 alleged to be subject to child abuse/neglect (RCW
26.44.053(1) and ROW 13.34.100). ' C '






A,

Ju—

" Ak R D LRI

LT

IS .

¥

Manual G
26.35 (cont.)
Rev., L - 12/78

In all cases, wlen there is an existing court order for placement of the
child cutside of the home, a change in the court order must be obtained
prioér to placing the child back in the home. An order ef the court may
be chanped, modified, or set aside only by the juvenile court judge (RCW

0 13.34.150). A gervice worker may request modificatiom of a court oxder

at any time.

In Class A and AA countled the service worker should contact the Attorney
General ‘s Office regarding all petitions alleging a child to be a depen-

dent or seeking the termination of a child/parent relationship where the -

facts are contested. The Attorney General ‘s Office hae legal wesponsi-
bility for presenting evidence at the fact finding hearing in contested
cases in these counties. In other countfes the service worker should
contact the.county prosecuting attorney s office (RCW 13.04.093).

The service worker may give written information to the juvenile court ino
cases where. a petition or request for a court order is not approprlate.

The service worker is reaponsible for making progress reports to the
juvenile court in a timely fashion. :

Whenla child has been declared'to be dependent, placed out of the home,

_and then 18 returned to the home after an out-of-the-home placement, the

supervision by the service worker shall continue for a period of six
months at which time there shall be a hearing on the need for continued
intervention. (See Chapter 13.34.130 RCW.) The service worker must

_provide for-the continued supervision or arrange for and/or moniter that

service. The intensity of that service is to be determined by the service
worker and/or javenile court order. '

(Text continues on page 17)
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington -

TO: HOLDERS OF MANUAL G ~ NOTICE NO: G-159
- Issued: July 15, 1983

FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Larry Pederson SCAN
234-0253 or Non—-SCAN
753-0253

l | I
{IF NOT DELIVERABLE, RETURN TO: WP/MANUAL SECTION - MS OB-45|

SUBJECT: DELETION OF DSHS.14—139(X), SOCIAL SERVICES APPLICATION FOR
CHILD PROTECTIVE SERVICES; REVISION OF DSHS 14-114(X)

Insert this notice in front of Chapter 26, Manual G, and note on the Green
Notice Control Sheet the date Notice G-159 was entered.

A. It is no longer necessary for the DSHS 14-139(X) (Rev. 12/79) form to
be completed for Children”s Protective Services cases since this program
is provided without regard to income. Program eligibility is now docu-
mented on the DSHS 4-114(X) Social Sérvices Intake form.

B. The DSHS 4-114(X) is being revised and printed on NCR paper to facili-
tate its use with DSHS 2-128(X) DSHS Application, Registration and
Control form. The revised DSHS 4-114(X) will be-distributed to CSOs
in August 1983. o

C. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-150
Issued: March 1983
FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Jon Halvorson, SCAN 234-4652

7 or Non-SCAN 753-4652

| V |
|IF NOT DELIVERABLE, RETURN TO: WP/MANUAL SECTION - MS OB=45|

I |

SUBJECT: AVAILABILITY OF THE DSHS 2-128A(X) SOCIAL SERVICE REGISTRATION
AND CONTROL FORM

Insert this notice in front of Chapter 26, Manual G, and note on the Green
Notice Control Sheet the date Notice G-150 was entered.

A. The "General Instructions” for the DSHS 4-114 Social Service Intake
Form found in Manual G, Chatper 26, Revision 60 (1/83) directed you to
use the DSHS 4-114 together with a DSHS 2-128A Social Service Registra-
tion and Control Form. ;

B. The DSHS 2-128A is not available at this time and will be replaced by
a DSHS 2-128 designed for use by both social and financial services.

C. Continue to use the existing method estabished in your CSO for Masterfile
clearance and record make-up. When the new 2-128 is issued, you will
receive instructions in its use.

e -






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-159
Issued: July 15, 1983

FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Larry Pederson SCAN
234-0253 or Non—SCAN
. 753-0253

I I
|IF NOT DELIVERABLE, RETURN TO: WP/MANUAL SECTION - MS OB-45|

SUBJECT: DELETION OF DSHS.14—139(X), SOCIAL SERVICES APPLICATION FOR
CHILD PROTECTIVE SERVICES; REVISION OF DSHS 14-114(X)

Insert this notice in front of Chapter .26, Manual G, and note on the Green
Notice Control Sheet the date Notice G-159 was entered.

A. It is no longer necessary for the DSHS 14-139(X) (Rev. 12/79) form to
be completed for Children”s Protective Services cases since this program
is provided without regard to income. Program eligibility is now docu-
mented on the DSHS 4-114(X) Social Services Intake form.

B. The DSHS 4-114(X) is being revised and printed on NCR paper to facili-
tate its use with DSHS 2-128(X) DSHS Application, Registration and
Control form. The revised DSHS 4-114(X) will be distiributed to CSOs
in August 1983. o

C. Application, eligibility requirements and forms for child placement cases
are not changed by this notice.

ema






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-150
Issued: March 1983

FROM: Bruce Ferguson, Assistant Secretary For Information Call:
Community Services Jon Halvorson, SCAN 234-4652
* or Non—-SCAN 753-4652

| ‘ I
|IF NOT DELIVERABLE, RETURN TO: WP/MANUAL SECTION - MS OB-45|
| |

SUBJECT: AVAILABILITY OF THE DSHS 2-128A(X) SOCIAL SERVICE REGISTRATION
AND CONTROL FORM

Insert this notice in front of Chapter 26, Manual G, and note on the Green
Notice Control Sheet the date Notice G-150 was entered.

A, The "General Instructions” for the DSHS 4-114 Social Service Intake
Form found in Manual G, Chatper 26, Revision 60 (1/83) directed you -to
use the DSHS 4-114 together with a DSHS 2-128A Social Service Registra-
tion and Control Form. °

B. The DSHS 2-128A is not available at this time and will be replaced by
a DSHS 2-128 designed for use by both social and financial services.

c. Continue to use the existing method estabished in your CSO for Masterfile
clearance and record make-up. When the new 2-128 is issued, you will
receive instructions in its use.
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Manual G
Chapter 26
Rev, 120 - 4/76

CHAPTER 26 - INFORMATION AND REFERRAL
0800 - Program Code From SSRS

26.10 DEFINITION (WAC 388-15-110)

Information and referral services are information about services provided
under Title XX or by community resources. They include a brief assessment
of service need in order to make an appropriate referral and follow up
services to learn the results of the referral and assess its effectiveness.
The service is provided to individuals or those acting on their behalf who
call or come into the office seeking information regarding resources in the
community. Referrals may be made to the Social Security Administration,

veterans organizations, church organizations, County Extension Agents, Public

Libraries, Better Business Bureaus, Senior Citizen Centers, Mental Health
Clinics, marriage counselors, the Employment Security Office or Labor and
Industries, among other places.

26.14 ELIGIBILITY

Any individual who needs this service to meet the goals of the Title XX
service plan may receive information and referral services (I&R) regardless
of recipient status or the level of his gross income.

26.16 GOALS

I&R may be provided to accomplish any one of the service goals described
in Chapter 10.04.

26.18 RESPONSIBILITY FOR PROVISION OF I&R

If the ESSO does not have a service worker or service workers specifically
assigned to provide I&R services, the responsibility for the provision of
the service must be identified within the job description of the service
worker furnishing the service. :

26.22 SOURCES OF I&R REQUESTS

There are three possible sources of requests for I&R services:
1. An inquiry may be made by mail, or
2. . By a telephone request, or

3. By the client or individuals acting on his behalf calling at the
ESSO.
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Ch. 26.26
Rev. 120 - 4/76

SERVICE WORKER ACTIONS

All I&R requests shall be referred to a service worker to whom the respon-
sibility for this service has been assigned, except that requests made by
active service recipients shall be referred to the worker in charge of the

case.

1.  Mail
a.
b.

2.

requests.

The service worker will make a determination according to his
best judgment of the resource best suited to respond to the
individual’s request and send a written reply as promptly as
possible. The reply shall contain an invitation to the client
to contact the ESSO again if his request has been misunderstood
or he needs further information.

If the ESSO service worker does not hear from the individual

again, follow up requirements may be met by a phone call to the
resource to whom the individual was referred.

Telephone requests.

a.

It is anticipated that the majority of requests for information
and referral will be by telephone. These will be referred to

the service worker responsible either for I&R or the individual’s
active service case, if he has one. If the request is not from
an active service recipient, the'servicé worker shall secure
sufficient information from the caller to make as accurate an
assessment as possible of what services the recipient requires

in order to furnish information about available services or
referral to an appropriate provider.

Follow up requirements may be met by a one-time contact to the
agency to which the individual was referred. The purpose of
follow up-is to determine if the recipient contacted the referral
agency and received service. In the event that follow up reveals
that alternative services are required, a subsequent referral is
allowable.

Office visit requests.

Requests for I&R made by an individual or a person acting on his behalf

shall in .all cases be handled by personal interview with a service
worker. This will usually be the service worker assigned to the I&R
function, except that if the request concerns an active service case,
the individual will be referred to the service worker in charge of the

case.

Personal requests for I&R services will be handled in the same

manner as telephone requests. The service worker may choose to arrange
for volunteer escort service when available and- necessary.






		Manual G Chapter 26

		Manual G Chapter 26




AX CA ESSENTIAL RECORDS

DIVISION: (required Field) Program and Policy

DOCUMENT TYPE: (required Fietd) Manual
MEDIA: **Select Media**
TOPIC: (required Fietq) Manual Revision
Manual G
DOCUMENT TITLE: Chapter: 6

DOCUMENT DATE/RANGE: (required Field)

DAN NUMBER: ~Select DAN Number™

RESTRICTED OR LITIGATION HOLD: |**Select Restricted or Litigation Hold**

NOTES:

DO NOT MAKE PHOTO COPIES OF THIS!
(Always print copies directly from this electronic document)

00000005000

06/06/2017





Olympia, Washington ‘ SS Manual - 1421
_ David v.
TO: HOLDERS OF MANUAL G NOTICE NO.: G-178
' Issued: January 25, 1984
FROM: COMMUNITY SERVICES ADMINISTRATION . For Information Call:

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Bruce Ferguson, Assistant Secretary
SCAN 234-0204 or
Non-SCAN 753-0204

| ' |
IIF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16|
| ~ |

SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY LICENSES

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I.

II.

BACKGROUND

Licensors have been unclear about whether or not they may legally
refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. " While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license). ‘

According to a recent memo from the Attorney General's Office, the
department may refuse the voluntary surrender of the license and go to

a fair hearing on the revocation, if necessary.

ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration.

2. The department shall accept such a surrender of a license except
that 1f it has determined that there are grounds for a revoca-
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation.

3. A determination of whether to accept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4, If a licensee voluntarily surrenders a license and subsequently

reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: - HOLDERS OF MANUAL G NOTICE NO: G-174
Issued: December 29, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
non-SCAN 753-0204

l | |
| IF NOT DELIVERABLE, RETURN TO MANUALS PRODUCTION UNIT OB-16 |
I , I

SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered.

BACKGROUND

Although RCW 74.15 was revised in 1980 to authorize criminal justice agenciles
to provide the department with criminal arrest record information on child
care agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time. '

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes
and worked out a procedure to accomplish this. This revision will enable
the department to use essentially the same procedure to access the system
for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using the form for licensing purposes).

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.
Persons currently designated to clear such requests for CPS may also serve
this function for licensing.

SS Manual - 1422
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For licensing purposes, justification for referral includes, but is not
limited to:

(a) Admission on application of a criminal record;

(b) Suggestion or statement by person giving reference for applicant

H
licensee or employee;

(c) Other indications which derive from interviews with applicant,
licensee or employee;

(d) Concerns which make such a record séérch necessary for the prd—
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor-
mation through a local law enforcement agency 1f that agency has access to
the WSP Identification Section's information system and will provide infor-
mation on arrests, convictions, and pending charges.

In addition, where there is concern that the applicant/licensee or employee
may have a criminal/arrest history in another state or states, the department
may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the
applicant's expense. These fingerprints should be forwarded to the Criminal
Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo

must be accompanied by the applicant's check for twelve dollars made out to
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure
Policy, 43.43 RCW, and 10.97 RCW.

SS Manual - 1423
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: SS Manual - 1424
DEPARTMENT OF SOCIAL AND HEALTH SERVICES David v

Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO.: G-172
. Issued: December 19, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
Non-SCAN 753-0204
. o
I e _ - .|
| IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS O0B-16]|
I ' , |

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-172 was entered.

BACKGROUND

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini-day care centers.

- Regional offices have asked for a procedure for checks which have been
rejected by banks.

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it

is essential that we have a fairly uniform, equitable, and defensible
procedure.

PROCEDURE

A. Office of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee is dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and

a copy of the transmittal will be sent to the regional office or CSO,
as appropriate.

B. Region or CSO Responsibilities

(1) Where the check had been submitted with an application, either an
initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office

— that the check was rejected by the bank and that the application

is not valid until the fee has been paid by cashier's check, or
money order. The application and rejected check should be
returned to the applicant/licensee.

. ‘ 7 i
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(2) If the check had been submitted as a yearly payment when reli-
censing was not due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their licemse will be suspended thirty
days following receipt of this letter if such payment 1is not
received before that time. The rejected check should be returned

to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to a new license except that it would be referenced to
the original transmittal number.

SS Manual - 1425
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MANUAL G: CHAPTER 6 -- LICENSING/CERTIFICATION

DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF.MANUAL G NOTICE NO.: G-228
: ISSUED: 8/29/85

FROM: Bruce Ferguson, Assistant Secretary SECTIONS REVISED:
COMMUNITY SERVICES MS OB-44 06.46 B and C

EFFECTIVE: On Receipt
FOR INFORMATION CALL:
Dorothy Jeffries
SCAN- 234-1249 or
Non-SCAN 753-1249

l I
IIF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16

' SUBJECT: DUAL LICENSING OF FOSTER HOMES FOR BOTH CHILDREN AND ADULTS

Insert this notice in front of Chapter 6 of the Manual G and note on the
Green Notice Control Sheet the date Notice No. G-228 was entered.

A. 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,

B. Action Required

; ) Section 06.46 B - Delete the last sentence beginding "Except that..."

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 Regional Office level.

For adult family homes such waivers to capacity limitation shall not

exceed ninety days and must show that such waiver will not jeopardize
care of the residents.

SS Manual - 1426
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Manual G |
06.00 }
Rev. 77 - 1/84 o

CHAPTER 06

o
| e LICENSING/CERTIFICATION
I
!
06.00 PROGRAM AUTHORITY
- A. Statutes govemning licensing functions of Regional Offices (RO) and Com-
l munity Services Offices (CSO).
1. Child Welfare Agencies Licensing Act —-- Chapter 74.15 RCW |
2. Administrative Procedure Act —- Chapter 34.04 RCW
3. Personal Care and Supervision of Adults —— RCW 74.08-044
B. Location of DSHS Licensing and Certification Responsibilities for Various
- Types of Agencles. :
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 infomational 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
_Responsibility Type of Agency _ Regulatory Base Commen ts
Communi ty 1 CSO supervised foster Chap. 74.15 RCW; —_——
|Services Office family homes for children | WAC 388-73
(CSs0) (including homes licensed
as crisis residential
centers)

2. Adult family homes (AFH) Chap 74.15 RCW, Homes for 5 or more
for up to four persons who|RCW 74.08.044; adults are licensed
are developmentally dis- |WAC 388-73 by Division of Health
abled or otherwise in need : Services as boarding
of protection homes .

3. Family day care homes for |[Chap. 74.15 RCW, {Fire Marshal and Div.
children and mini-day WAC 388-73 of Health Services
care programs in family certifications
homes required for mini-

centers

4. Congregate care facilities|RCW 18.20 Licensed by Division
CSO approves for payment [WAC 388-15-560/568 of Health Services as

| rather than licenses (see boarding homes or as
— Chap. 46, Residential alcoholism treatment
Services for Adults .
- ulte) SS Manual - 1429 centers
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|Primary |

|Responsibility | Type of Agency

I Statutory and
| Regulatory Base

Comments

|Regional Officell.

Family foster homes for
|(RO) Lic. Staffl

children, for homes cer-
tified by licensed child
placing agencies '

[

|
|
| . Child placing agencies
|
|
!

W

. Group care facilities for
children, group care
crisis residential
centers and juvenile
detention facilities.

o~
.

Day care centers, mini
day care centers in
facilities other than
private family residences
and day treatment prog.

w

. Maternity services, inc.
maternity homes

IRCW 74.15.040;
=WAC 388-73

|

|

|Chap. 74.15 RCW
=WAC 388-73

|

[Chap. 74.15 RCW;
IwAC 388-73;

IRCW 74.13.032-035
|

|

|

[Chap. 74.15 RCW;
|WAC 388-73

|

|

|

|

{Chap. 18.46 RCW;
IwAC 388-73

|

|

T —— — — — —— —— — ——

|Fire Marshal and
IDivision of Health
|cert. required

|

|

|

|Fire Marshal and
IDivision of Health
|cert. required

I

|

|

|Fire Marshal and
IDivision of Health
|cert. required for
maternity homes

Bureaus of
IChildren's
|Services and
|Bureau of Aging|to the provisions of Chap.

IState Office (SO) 1s responsible for developing licensing requirements
|and procedures for the guidance of RO and CSO licensing staff for
|licensing of the preceding categories of care. All facilities subject

74.15 RCW are to be licensed whether or not

land Adult Serv.|the department purchases care from them.

! |
'S0 Bureau of  [Adult Day Health Programs

Aging and Adult|(Geriatric Day Services)
Services |

I

IRCW 34.04;

|WAC 388-17-200(2)
|

[Certification

| (Approved for pay-
|ment, rather than
|1icensed).

SO Bureau of
Alcohol and |
.Substance Abuse]|

|
| |

fAlcoholism treatment programs|RCW 70.96 and 96A;

IWAC 275-15 and 25;
|RCW 71.12;

lAccredits and/or

approves for payment.

IDiv. of Health

IWAC 248-22 (Inpatient|licenses.
I

|care)

|SO Division of [1. Certifies "group homes"
|Developmental |  for purchase of care for
|IDisabilities DDD clients.

|
2. Certifies group training
homes (exempt from

licensing as child care

3. Certifies day training
centers (developmental
centers) for DDD clients.

[RCW 72.33.850

|
|
|
IRCW 72.33.810
|
|

agencies) for DDD clients |

|
IRCW 72.33.860;
IWAC 275-25-525
|

[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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| Primary | | Statutory and |
| Responsibilityl Type of Agency |  Regulatory Base | Comments
|Licensing and |1. Boarding homes for the [RCW 18.20; WAC 248-16|Fire Marshal inspects
|Development | aged and infirm. | |licensed facilities.
|section - Div. | | |LDS-DOH also certi-
|of Health |2. Private establishments |RCW 71.12; WAC 248-22|fies group care
| (LDS - DOH) | (private psychiatric |WAC 248-23 |facilities, day care |
I |  hospitals and alcoholism | |centers, mini-centers|
| | treatment centers) | land maternity homes |
| | Private alcoholism hosp. | |licensed by RO or by |
I | Residential treatment | |cSO (mini-centers). |
| I facilities for | |CSOs may develop con-|
| | psychiatric impaired | |gregate care facility|
| | children and youth I | (CCF) contracts with |
| | I |licensed boarding |
| I | |homes and alcoholism
| | I }treatment centers.
I |
I |3. General hospitals |RCW 70.41; WAC 248-18]|
| | Hospice care centers :WAC 248-21 {
I |
I |4. Abortion clinics |RCW 9.02; WAC 248-140]
| I | |
| |5. Physical therapists in | |
i |  independent practice I |

| | Rehabilitation Centers | |
| |  Rural Health Clinics | |
| | Home Health Agencies | |
| |  Renal disease centers |Code of Fed. Regs. |
| | (certified for receipt | 405.2140 |
: ! of federal funds) I :
I :s. Child Birth Centers {RCW 18.46; WAC 248-29‘
N |7. Shelters for Victims of |RCW 70.123; |
| | Domestic Violence' |WAC 248-554 I
|Bureau of 1. Nursing homes. IRCW 18.51; WAC 248-14[Facilities are
|Nursing Home | | |inspected by the Fire
|Affairs |2. Day care programs for the | 4 [Marshal.
| | aged located in nursing |RCW 18.51; WAC 248-14]

: homes . } |
:3. Certification of licensed |Code of Fed. Regs.

nursing homes as inter-
mediate care facilities.

| 249.12 and 249.13
|

|SO Division of
IMental Health
|

[Certification of community
|mental health centers
|receiving state funds.

|WAC 275-25 & ff
|

I
I
!
I
[RCW 71.24 |
I
|

|SO Division of
Vocational

~— |Rehabilitation
|

[Certification of sheltered
|workshops for handicapped
|persons for state purchase

lof

service.

[RCW 28A.10.080 ILocal fire officials
l |inspection required.
|
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Primary » | Statutory and
Responsibility| Type of Agency | Regulatory Base Comments
~ Alcohol and Iment programs which receive |

. Substance Abuse|state funds |

nr
SO Bureau of [Certification of drug treat- |WAC 275-14 & ff. ]
l
|
|

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 mothers, developmen-

tally disabled persons and adults in need of protection who receive care
away from their own homes.

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.

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.)

To assure the users of licensed agencies, their relatives, the community
at large and the licensees themselves that adequate minimum standards
are maintained by all licensed agencies.

To certify as meeting licensing requirements those agencies which are

exempt from licensing to enable them to receive payment. (See WAC
388-73-020.)

RCW 74.15.010 1lists the foliowing three additional purposes of the Child
Welfare Agencies Licensing Act:

1. 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 licenéing by the
adoption of regulations which:

1) Require that licensees (except providers of family home
care and day care) provide social services to parents;

SS Manual - 1432
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2) Restrict foster care facility admissions to chiidren whose
need for care is clearly justified by a social study.

b. The provision of direct services to children and families by the

department is accomplished by staff other than licensing staff.

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.

06.12 Service Description

A.

Licensing 1is the exercise of the police powers 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.
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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
is 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-gite inspections of the premises to be used for the program to
be licensed, and ‘

3. Information secured from references.

" In addition to visits by licensing 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.

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:

SS Manual - 1434
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The Primary Focus of the Licensing Role Shall be Regulatory in Nature

The definition of the licensing role shall be:

a. To license agencies known to be in compliance with standards;

b. To investigate complaints;

c. To provide information to assist agencies in attaining and
maintaining compliance;

d. 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;

e. 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

a. 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,

‘ SS Manual - 1435
5) Placement of individual clients; David v.
6) Referrals endorsing specific providers.
b. 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

a.

Development of standards that represent clear and enforceable

minimums 18 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.
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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 Consistent, 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 1s 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.)

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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J. 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
following matters in the order listed:
| A. 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.)
B. Revocation of licenses of licensees not in compliance with minimum
licensing requirements. (See 06.48.)
! C. Processing of inquiries and new applications for license. (See 06.48.)

D. Regular visitation of provisionally licensed agencies and agencies
having a history of providing questionable or marginal care.

E. Renewal of licenses prior to expiration. ' 5
F. Provision of requested consultation to licensees.

~ G. Recruitment of licensees.

06.15 Eligibility

A. 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.

B. Conversely, a license shall not be issued when applicable licensing
requirements are not met. Exceptions for good cause must be formally
waived in writing. (See 06.44 through 06.44 for issuance of provisional
licenses and 06.46 regarding procedures for the waiver of licensing

requirements.)

C. There are no financial eligibility criteria for being licensed except
that facilities shall demonstrate that there is sufficient financial
reserve to operate theilr program and foster parents shall not be depend-
ent on foster care payments for sole source of income.

SS Manual - 1437
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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:

1. Chapter 28, Day Care Services for Children
2. Chapter 31, Crisis Residential Care
3. Chapter 32, Child Foster Family Care
4.  Chapter 34, Private Agency/Child Group Care
5. Chapter 46, Residential Services for Adults

6. 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.

po

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.)

2. If the number of prospective licensees does not warrant group orien-
tations, conduct individual interviews reviewing orientation packets
and discussing minimum requirements.

- 3. If 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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E. The applicant will be notifiéd 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.)

F. Licensing 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

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

OmMmBmoOw>

06.30 SERVICE PROCEDURES

06.31 Recruitment (Homefinding)

A. 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.

B. 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.).

C. 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.
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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 permigsion 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 Inquiries/Orientation

A.

. 14

Inquiries received from potential licensees will be referred to CSO or
regional licensing staff responsible for licensing that type of care.

1. Regional staff license:

a.
b.
c.
d.
e.
f.
g
h.
i.

Licensed Child Placing Agencies (LCPA).

LCPA Foster Parents.

Child Group Care Facilities.

Crisis Residential Centers.

Juvenile Detention Centers.

Day Care Centers.

Minl Day Care Centers Not in the Home of the Provider.
Maternity Homes.

Day Treatment Programs.

2. Local (CSO) office staff license:

a.
b.
c.
d.

.
f.

Family Day Care Home.

Mini-Day Care Centers in the Home of the Provider.
Adult Family Homes.

Foster Family Homes for Children.

Receiving Homes.

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 orilentation interview are to:

1. Inform the inquirer about the licensing statute and licensing
Tequirements.

2. Outline procedures for obtaining a license, and subsequent moni-
toring of licensees. .

3. Clarify the inquirer'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 who will explain
payment procedures.

06.33 Application for License

A.

If 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.

1f 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, if 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
1s 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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Where distances would not reasonably allow for an in-office orientation
interview prior to providing an inquirer with an application and the
oinimum 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.

. 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-
sary. '

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
CSOs to see if 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.

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.

The schedule of licensing fees shall be as follows:

1. 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 18 $24 per year or $72 for a
three-year license.

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. When 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 appligation is with—
drawn 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
l to the license anniversary date that an additional fee is due

thirty days before that annual date. (See suggested format for
I notice of fee renewal.)

Should an agency in the middle of a licensing period increase its capa-
city 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 either 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 Retovery. There may be an occasional fee credit due, if
feasible, which can be applied as a credit to a future licensing period.
If not, an actual refund of the fee can be handled as follows:

CSO or Regional Office:

1. Obtain necessary authorization. The authorizing person at the
Regional Office level shall be the business manager or accountant.

For requests forwarded by CSOs, it shall be -the clerical super-
visor. '

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.

SS Manual - 1444
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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 filing 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, Suspension 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 facility 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.)
(If 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 operating without a license. (See suggested
format for notice of suspension or nonrenewal of day care

1i .
cense.) SS Manual - 1445
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to the Attorney General's Office requesting an injunction

and/or other relief as may seem appropriate.
collect the suspended license.)

(Licensors shall .

e. Upon subsequent payment, a license shall be reinstated.

f. An expired license will require an application and fee.

Office of Financial Recovery Procedures

The Office of Financial Recovery 1is currently broviding centralized
cashier service in respect to day care licensing as follows:

1. 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.

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.

20

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.

Instructions are on the back of the form.

ordered from:

Supplies of SFM 224 may be

Residential Inspection Section
Office of the State Fire Marshal

Insurance Building
Olympia, Washington

DSHS 10-37(X), Request for Health Inspection of Child Care Agency, will

98504

be submitted at the same time to Division of Health Services.

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 1s 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 dand 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 fgr the specific license application (see 06.80 C.).

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. (See 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:

1. . 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.

SS Manual - 1447
David v.

p. 21






Manual G
06.37
REV. 77 - 1/84

10

10

p- 22

06.37 References - Record Information

A. References

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.

B. Record 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.

¢. 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 1s 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.

SS Manual - 1448 - |
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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).

Additional Information 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 informatiom, 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.

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, wiil 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.
. SS Manual - 1449
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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 licemnse.

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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4. Be signed by the CSO administrator for licenses issued by CSOs, and*
by the Regional Director for licenses issued by the Regionm.

C.  Except for a mini center in a family home, provisional licenses shall
not be issued for a family home. (See 06.41 ~ 06.45.)

D. 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.

2. 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.)

3. 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.

E. 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. '

2. For such centers, it is generally NOT necessary to issue a provi-
slonal license each year and NOT necessary to request new health
and fire inspections.

3. . The letter to the vendor accompanying the three-year licemnse should
state our understanding that the facility will operate for specific
but limited periods during the year.

F. 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.

2. Prior to finalization of licensing and/or placement of a child/ .7
adult, these applications shall have administrative review and
approval by the Regional Administrator or his/her designee.

SS Manual - 1450
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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 Changg in License

A. A new license must be issued when a change in thé 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 owmers,
~ 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. Notify the licensee of the date their current license expires.

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

6 '_ 3. Inform him/her that a new state fire marshal or health department
~— . inspection may be needed.
SS Manual - 1451
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4.. Inform him/her that if'application for renewal, including licensing
fee 1f indicated (see 06.34), 18 not received prior to the expira-

tion date of the current license, continued provision of care is
illegal. ‘ :

If application for renewal is received prior to the expiration of a
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,
except references need not be contacted.

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.

The licensing statute (see RCW 74.15.120) provides that provisional
licenses 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.

SS Manual - 1452
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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 Fire Marshal's Consent

A.

This section does not apply to:

1. Family homes.

2. Child-placing agencies.

3. Non-residential maternity 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.

SS Manual - 1453
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Except for facilities which do not require a fire marshal's certifi-
cate of compliance, when a license is revoked or a facility 1s 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.

This section does ggg.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 exigt, 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 i1s obtained from a private source, i.e., other than a public
utility.

T2, 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 operational.

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 SSIManqal-1454
Olympia, Washington 98504 David v.
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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.

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 |
igssuance of the license. |

4. Where there are deficiencles, the applicant provides a suitable
written plan for full compliance with MLRs within a reasonable
period of time.

5. Licensor has evalﬁated'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 remew a provisional license, such a
decision constitutes a denial of the pending application and is a final
action upon it. Such a decision 1is 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

AQ

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.

The cover letter for a provisional license 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.

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
limits 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.

B.

A waiver 1s any approved variance from the licensing requirements.

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
immediate 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.

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
denied at the Regional Office level

All requests for waivers, except those from voluntary agencies, shall
utilize the DSHS 10-153(X), Request for Waiver to Licensing Requirements.

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 0B-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

Depaftment of Social and Health Services
Olympia, WA 98504

Copies 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

A.

Requirements

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-
cles. :

This list of deficiencies should include:

1. The specific requirement (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 limﬁts 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.

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 withim the time
limits stated, a letter of intent to revoke shall be issued (see

06.48 D.).

If MLR compliance is re-established, a new application is not needed to
grant a full-status license or the extension of a provisional license.
However, the licensee may be required to submit appropriate updated
information and State Office approval is needed for remewal or extension
of a provisional license.
SS Manual - 1457
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A revocation, suspension, or modification of a license will not be
pursued (except in the instance of a Ssummary suspension) unless, prior
to the institution of departmental proceedings, the licensee was given:

1. Written 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.

P

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. '

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 Gemeral'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. :

While the Attorney General's Office is not respongsible to determine
policy (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.

Whenever reasonable .grounds exist, after the licensee has been notified
of deficiencies 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) Licensee's own children are unmanageable, engage in fre-
quent delinquent acts and exert a bad influence on foster
children,

. v (2) Licensee permitted the commission of illegal acts on the
. licensed premises (provided illegal drugs to children),

(3) Licensee misrepresented facts (denied past criminal acts),

(4) Adult boarder indulges in excessive use of alcohol and
sets a poor example for foster children,

(5) Foster children have been left unsupervised,

(6) 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.”

E. 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.

|
|
|
\
- F. 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.

G. Letters of intent to deny or to revoke a license should list all defi-~
ciencies, 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.

i
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If a licensee against whom revocation of licensge 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 is 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
right 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 necessary 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 instances, 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-
clent 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 to the department for a new license.

3. Where a community services office or regional office is aware of
any circumstance which would cause a foster family home or appli-
cant in that office'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 appiicant/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. '

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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7

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 conditions 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 Gemeral, 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 Plénning for Relocation of Persons in Care

A.

When revocation or suspension is anticipated, the placement 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 1s 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.

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,

cs 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 conditioms 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 licensées to other resources for guldance, 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.)
. SS Manual - 1463
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If observations made by departmental staff during on-site visits or com-
sultation lead to negative findings which could form the basis for
revocation or non-renewal of license:

1. The licensee must be so informed,

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 made to revoke the license.

06.53 Complaints Against a Licensed Facility

A.

po

The investigation of compléints against a licensed facility is to be
glven 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
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 alleged
child abuse in foster family homes. adult family homes, day care
facilities, group homes and institutions (See Chapter 26).

3. _Copies 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 adminigtrator and SS Manual - 1465

c. CSO CPS staff : : David v.

i 5. If the CPS/APS complaint against the facility 1s 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 jurisdictionm.
c. All six Region Directors and

d. The appropriate Bureau of Children's Services or Bureau of
Aging and Adult Services Program Manager.

6. 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.)

7. 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.

8. 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 )

. 9 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.

p. 39
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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.

pn

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
home, 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 license 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 copies 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
reasons 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. SS Manual - 1466
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F. For other classes of agencies the licenser will generally proceed
S~ 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
N 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 (Chromnological 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
' 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).
— SS Manual - 1467
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b. Subsequent applications for relicense or reopening will become

the new face sheet and be filed on top of the preceding appli-
cation. .

c. 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 request, should .be

filed in this section including:
a. DSHS 10-51A(X), Checklist for Licensing Family Care.

b. DSHS 10-51B(X), Checklist for Licensing or Certification of
Group Care Facilities. :

c. DSHS 10-51C(X), Checklist for Licensing or Certification of
Day Treatment Program.

d. DSHS 10-51D(X), Checklist for Licensing of Maternity Services.

e. DSHS 10-51E(X), Checklist for Licensing or Certification of
Child Placing Agency

f. 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:

a. Monitoring reviews and visits,

b. Compliance with MLR,

¢. Deficiency to MLR,

d. Complaints,

e. Agreements for improving care or upgrading standards,

f. Relicense evaluation,

g- 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.

B. Authorizing Documentation

1.

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.

c. 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.

£. Floor plan of child care facility.

Coples of licenses issued and cover letter.

Copies 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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8. Miscellaneous correspondence between DSHS and the applicant/licensee.

(Appointment letters, if noted on other forms or reports, may be
discarded).

9. Final operations review reports, if any, and responses thereto.

10. 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 regiomnal
or CSO rather than being transferred to the Records Reference Center.

06.58 Access to Records - Nameé of Licensees

A. 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 typicalA
licensing file are disclosable. ‘

a. Application for license (exclusive of. personal data, {.e.,
names of third parties to the extent that such disclosure would
violate the right to privacy of the individual concerned) .

b. Inspections, i.e., Fire Marshal, health services, licensing,
etc.

c. Letters of reference (upon approval of -originator).

d. Substantiated complaints (exclusive of identity of persons to
the extent that such disclosure would violate the right to
privacy of the individual concerned).

e. 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.

f. Policies and documents required by the terms of the license.
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following are NOT disclosable:

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
ig 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

“1icensed 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 1is 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) When 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 persons
whose right of privacy would be jeopardized should be
disclosed.
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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 OB-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 issued, limitations on license (e.g., age range and sex of
persons to be served), etc.

06.97 Interface With Other DSHS Services

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
(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
is 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 DSUS 10-07(X), Family Home
Card, for placement staff use.

4. Placement staff im 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 SS Manual - 1472
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Relationships with other departmental placement staff.

1. 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

1. 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. :

. SS Manual - 1473
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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.

2, 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.”

Following 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. '

3. 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,

See Ch 99, General Forms, for general instructions on these generic

. 48

forms.
DSHS 2-305(X) Service Episode Record (Rev. 12/79)
DSHS 2-306(X) Communication/Referral (Rev. 9/78)

The following numbered publications (see Chapter 99 and Forms Stock List)
are used routinely in licensing, but are not included in this section
because of their bulk They may be ordered from the state office stock
room. (MLR means: Minimum Licensing Requirements.)

DSHS 22~-04(X) MLR for Day Care Centers for Children (Rev 1/81)

DSHS 22-05(X) MLR for Mini-Day Care Programs for Children
(Rev 1/81)

DSHS 22~-06(X) MLR for Family Day Care Homes for Children
(Rev. 1/81)

DSHS 22~07(X) MLR for Day Treatment Programs for Children
(Rev 1/81)

DSHS 22-08(X) MLR for Maternity Services (Rev. 1/81)

DSHS 22-~10(X) MLR for Child-Placing Agencies (Rev. 1/81)
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MANUAL G: CHAPTER 06 -- LICENSING/CERTIFICATION

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Olympia, Washington

TO: HOLDERS OF MANUAL G

FROM: Thelma Struck, Asst. Secretary
COMMUNITY SERVICES MS O0B-44

NOTICE NO.: G-247
Issued: 4/25/86

SECTIONS REVISED:
06.99 DSHS 10-06(X)

EFFECTIVE: Upon Receipt
FOR INFORMATION CALL:
Dorothy Jeffries

SCAN 234-1249 or
Non~SCAN 753-1249

=

| IF NOT DELIVERABLE RETURN TO: WP/MANUAL SECTION MS OB-16 |
I

SUBJECT: NEW ADULT FAMILY HOME (AFH) LICENSE (DSHS 10-173)
NEW ADULT FAMILY HOME (AFH) SPONSOR CARD (DSHS 3-209)

Place this notice in front of Manual G, Chapter 06, and note on the Green
Notice Control Sheet the date Notice No. G-247 was entered.

I. BACKGROUND - Appropriate credentials are needed by licensed AFH spon-

80TS.

A. Up to now the AFH license has been issued on DSHS 10-06(X), Chil-
dren's Agency License. That license did not adequately represent

an AFH.

B. ID cards for AFH sponsors have not been uniform or have not been

issued at all.

I1. ACTION REQUIRED

A. Complete and issue a DSHS 10-173 to an AFH at time of licensure
or relicensure. A DSHS 10-173 and instructions are attached.

B. Complete and issue a DSHS 3-209 to each AFH sponsor at time of
licensure or relicensure. A DSHS 3-209 and instructions are

attached.

C. An initial supply of these new forms is being sent under separate
cover to each region for distribution to the CSOs.

Reorders are to be handled by the Stockroom through standard pro-

cedure.

SS Manual - 1475
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Notice Wo.: G-247
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DSHS 10-173 (10/85), ADULT FAMILY HOME (AFH) LICENSE

Instructions

DSHS 10-173 is issued to an AFH at the time of licensure or relicensure
when it has been determined that minimum licensing requirements (MLR) for

an AFH have been met.

DSHS 10-173 must be reissued if the sponsor(s) and resident(s) move to
another address which meets MLR for an AFH.

A license is issued for a three-year period. A provisional license 1s not
issued to an AFH. -

The form is completed as follows:

1. Licensee: After the phrase "a license is hereby granted to," enter

surname of the sponsor(s) followed by given names., If a spounsor is an
LPN or RN, enter it in parentheses immediately following the given
name. EXAMPLE: Smith, Walter and Mary (RN). ‘

2. Address: After "to conduct and maintain at," enter the sponsor's
address (number and street or box and route number) the name of the
city, zip code, and county of residence.

3. Type of care and number of adults:

a. After "non-health related (HR) . . . for no more than," enter
total number of adults the AFH is licensed to care for at one

time (cannot exceed 4);

b. After "health related . . . for no more than," enter 1 or 2 which-
ever the sponsor wants and has room for providing the sponsor:

(1) 1Is qualified and able to provide any of the first four HR
services; or

(2) 1s a licensed practical nurse (LPN) or registered nurse
(RN) in Washington State if more than the first four HR
services are to be provided.

4. 'Special Terms: No entry should be made in this space until special
instructions or a new or revised Chapter 6 Manual G is published.
There can be no provisional licenses for an AFH home. To avoid confu-
sion, this section may be deleted later.
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Notice No.: G-247
Page 3

5. Effective date of license: After "This license ‘shall be in force from
the,” enter date the license is issued and after "to and iancluding,”
enter the expiration date three years hence.

6. Date and Signature: After "DATED AT," enter name of city/town in
which the CSO is located and the date of issuance.

DSHS 10-173 is to be signed by the service worker and by the CSO admin-
istrator as the licensing authority.

NOTE: The next printing of the license will have a space in the dpper
right-hand corner for the license number. The license number is the
same number as the case number on the DSHS 10-20, line 0l.
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Adult Family FHome License

In compliance with and pursuant to the laws of the State of Washington and the Minimum Licensing Requirements of the
Department of Social and Health Services ¢ liccnse is hereby granted

to

to conduct and maintain at

city of ' 2ip ¢rode.;___ county of ,
State of Washington, an Adult Family Home for the care and supervision of adults as follows:

TYPE OF CARE NUMBER OF ADULTS
24-hour non-health related family care for no more than adults
24-hour health related family care for no more than . of the above number of adults

Special Terms

This license shall be in force from the day of L, 19
to and including the day of , 19, subject to revocation for duc cause.
DATED AT WASHINGTON, THIS
WORKER

DAY OF , 19
. LICENSING AUTHORITY

NOTE: This license is not transferable, and is valid only for use by the individualis) to whom it is issued and at the location above described.
1ssued by Authority of Chapter 172, Laws of 1967,

DSHS 10-173 (10/85) Qax A-214
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Notice No.: G-247
Page 5

DSHS 3-209 (2/86),'ADULT FAMILY HOME (AFH) SPONSOR CARD

Instructions

DSHS 3-209 is an ID card to be issued to the AFH sponsor(s) at the time of
licensure. Complete the form as follows: :

1.

Name of sponsor(s): On this line enter the given name(s) followed by
the surname of the licensed sponsor(s). EXAMPLES: (1) Mary Smith
(single sponsor); (2) Walter and Mary Smith (two sponsors).

ID #: Enter the license number appearing on the license. The license
number is the same number as the case number on the DSHS 10-20, line.
0l.

Date: Enter date license issued/effective.

Authorized Signature: Each sponsor receives a card and one sponsor
should sign on this line. In the case of a single sponsor, only one
card is issued. In a two-sponsor AFH, two cards are issued -- omne for
each sponsor.

Expiration Date: Enter the date the license will expire. If an AFH
is closed prior to expiration date, request that the card(s) be
returned. Note on a returned card the date of closure and file.
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No.: G-247

DSHS 3-209 (2/86), ADULT FAMILY HOME (AFH) SPONSOR CARD

State of Washington
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
THIS CERTIFIES THAT

NAME OF SPONSOR(S}

IS AN ADULT FAMILY HOME SPONSOR
LICENSED BY THE STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES

10. # . DATE

AUTHORIZED SIGNATURE - EXPIRATION DATE

DSHS 3-209 (2/86) QX A-228

SS Manual - 1480
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DSHS 22-11(X) 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
Detentlon Facilities)

DSHS 22-12(X) MLR for Foster Family Homes for Children, Expectant
Mothers Developmentally Disabled Adults and Other
Adults in Need of Protection (Rev. 1/81)

(Includes Foster Family Homes Serving as Crisis Resi-
dential Centers)

DSHS 22-13(X) 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 MLR listed
above are derived).

DSHS 22-60(X) Billing Instructions for Day Care Centers, Mini-Day
Care Centers and Family Day Care Centers (9/81)
‘ DSHS 22-101(X) 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. The following licensing specific forms, instructions, and suggested
outlines are included in the remainder of this chapter:
DSHS 10-06(X) Children's Agency License (Rev. 10/80)
DSHS 10-07(X) " Family Home Card (Rev. 9/78)
DSHS 10-08(X) " Application for Child Care Agency License or Certi-
fication (Rev. 6/80) )
DSHS 10~-10(X) Foster Home License (3/73)
DSHS 10-11(X) Application for Family Home Care License (Rev. 9/78)
DSHS 10-16(X) Certification'of Foster Home for License (Rev 9/83)
DSHS 10-17(X) Termination of Foster Home License (10/72)
DSHS 10-20 Licensing and Approval of Homes (Rev. 12/71)
N

SS Manual - 1481
David v.






DSHS 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)

SFM 224

p- 50

Manual G
06 99 (cont.)
Rev. 77 - 1/84

Request for Health Inspectioh 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)

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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That a license is hereby granted to

to conduct and maintain at.... .
CRBY Of s imns et e s , county of.

(a) for the care of children, ... ... .. ... sex, between the ages of .
inclusive, but not to exceed...................... children; (and)

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Children's Agency License

The Secretary of the Department of Social and Health Services Does Certify:

. ., State of Washington.

.and.. . .

This license shall be in force fromthe..... ... .. ..day of. .

DATED AT OLYMPIA, WASHINGTON, THIS

1xsued by Authority of Chapter T4.13 Revised Code.of Washington.

A0.E0,00, 16,0000 0,00, R, )

in the State of Washington in compliance with and pursuant to the laws of the State of Wash-
ington and the Rules and Regulations of the State Department of Social and Health Services.

to and including the.. ... ....dayof. ....... ., 19. ., subjecttorevocation for due cause.

Snpervisor, Bereas of Childres's Sevvices
NOTE: This licerne ts Dot transiersble; and is valld anly for use by the individual or. agency to whom It is lssued and at the locstion
above described.
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DSHS 10-07(X) (Rev. 9/78), FAMILY HOME CARD

. , SS Manual - 1484
Instructions David v.

A DSHS 10-07(X) is prepared for each day care foster, adult family home and

adoptive home (application, licensed home and home awaiting licensing) known
to the CSO

DSHS 10-07(X) is used by the worker as a desk card. Identifying family infor-
mation and licensing data are entered on the front of the card Placement
information may be entered on the back of the card for information or control.

FACE OF CARD

MONTHS - This section is used by the worker to indicate month in which the
license will expire, or to flag the date of other needed action.

CASE NUMBER - Self-explanatory.

NAME AND ADDRESS - Enter the surname of the family,K the exact mailing and
street address (if different).

TELEPHONE ~ If the telephone number given is not that of the family, indicate
that it is a neighbor's or relative's K etc.

MAN -- WOMAN - Enter the given name, year of birth, race, religion, and
nationality.

LICENSE - Enter the date on which the license will expire Record the.number
and sex of persons for whom the home is licensed. Indicate “"adult” or
the age range of children. :

OTHER MEMBERS OF HOUSEHOLD - List the names of the foster parent's own chil-
dren who are in the home and the full name of all other persons in the
home Enter the year of birth and relationship of all persons listed.

ACTION - Enter the date and type of action taken as reported in Section E or I
of DSHS 10-20, as applicable.

NEAREST SCHOOLS AND DISTANCE - Enter name and approximate distance to each of
the schools or bus stops. ‘

OTHER - Enter names of other facilities in the area, i e., colleges, voca-
tional training schools, sheltered workshops, etc.

NEAREST PUBLIC TRANSPORTATION - Enter the walking distance to nearest bus
stop, etc.

REMARKS - This gection is used to record additional‘iﬁformation which will be
useful to the worker.
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DSHS 10-07(X) (Rev. 9/78), FAMILY HOME CARD (cont.)

REVERSE OF CARD

The reverse side of the card is used by the licenser/coordinator to maintain a

control of who is placed in the home.

NAME OF CHILD/ADULT - Enter the given and surname of every person placed in
the home.

CASE NUMBER - Self-explanatory.

BIRTH DATE - Enter month, day and year of birth, i.e., 12-20-45.

DATE PAYMENT INITIATED - Eyter the date that the CSO assumed responsibility
for payment of care or the date the person entered the home if DSHS is

not responsible for payment

DATE PAYMENT TERMINATED -~ Enter the date that the person was moved from the
home or the CSO discontinued payment for care.

RATE PAYMENT - Enter a notation if a special rate has been authorized or
payment is made from a private source.

WORKER/REMARKS - Enter name of service worker responsible for person in
placement or any other pertinent information about the placement.
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David v.





DSHS_10-07(X) (Rev. 9/78), FAMILY HOME CARD
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s | cer | wov | oxc |

FAMILY HONE CARD gase
PHONE
wo.
BURNAME ADORESS
pinTs SARAATION g aot
an DATE mace . 1G1on oate.
. SIRTH
woman DATE RACE neLigI0n
OTHER MEMBERS OF MOUSEHOLD ACTION
NAME Y |Recationswip DATE TYPE OF ACTION TAKEN
WAME OF AND DISTANCE TO WEAREST SCHOOLS REMARKS:
oRADE:
MIODLE:
wiGH
QMR

DONS 1-STNINRY. §-T8)

PLACENENT INFORMATION

NAME OF CHILD/ADULY TASE NUMBER

BIRTH DATE|OATE BAY-

-
DATERAY-

LEAN R

DSHS 10-07BACK(X)REV. 9-78)
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DSHS 10-08(X) (Rev. 6/80), APPLICATION FOR CHILD CARE AGENCY LICENSE OR

CERTIFICATION

%’3 APPLICATION FOR CHILD CARE AGENCY
| ™ LICENSE OR CERTIFICATION

|.MOFWVORPARB“ORWW.FW:

2. ADDRESS OF AGENCY OR PARENT oummz:}mou 1F ANY:

3. NAME OF AGENCY BRANCH OR SUBDIVISION OF AGENCY, IF ANV OR NAME BY WHICH AGENCY DOES BUSINESS:

4. ADDRESS OF PRINCIPLE BUILDING(8) OF THE AGENCY BRANCH OR SUBDIVISION:
NMBER ATREEY

CITY OR YOWN 2w CODE

O.MMSSFMERENTMABOVE:
NAMBER

CITY OR TOWN P CODE

6. TELEPHONE NUMBER AT FACILITY: 7. TELEPHONE NO. OF AGENCY (}f difterent from facility):
6. LICENSING RECORD: . 9. CLIENTELE PREFERRED:
EMHER XPECTANT
O emsr O onen O wae ] Oeeme O sEX a2y
O reewn
: NUMBER ____ FROM 10 O NoE
O cermeicanon
10. TYPE OF LICENSE SOUGHT:
(3 cuorracen acency O oav meament proOGRAM [ warenery voses
O arowe careFacarry [ oav care centen O sarernery senvices
D a;m{‘%ﬁm CENTER D MINI DAY CARE CENTER D OTHER (Spacity)
REGIONAL CRISIS 0O weae DETENTION
RESIDENTIAL CENTER CENTER
11, COMMENTS:

12, TYPE OF ORGANIZATION (Check appropriste square)
D INDIVIDUAL

D NON-PROFIT CORPORATION

D PARTNERSHIP or NON-INCORPORATED ASSOCIATION

D PROPRIETARY CORPORATION

D GOVERNMENTAL AGENCY

D INDIAN TRIBE

OMB 10-0800 (Rev. 6/80) 183
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DSHS 10-08(X) (Rev. 6/80), APPLICATION FOR CHILD CARE AGENCY LICENSE OR

CERTIFICATION (cont.)

13. mmawwmm)mm)mmmmwm AGENCY:

Ares Code T
1.

Ares Cote

14, MAS APPLICANT OR ANY OTHER STAFP MEMBER:

1. EVER BEEN CONVICTED OF ANY CRIME? » Oves Owo
P T e L RGO
3. BEEN FOUND TO BE A PERPETRATOR OF SUBSTANTIATED GHILD ABUSZ? Oves Owo
NOTE: ATTAGH A STATEMENT OF EXPLANATION FOR ANY “YES™ ANSWER,
15. KA APPLICANT OR CHIEF EXECUTIVE OFFICER:
1. ENGAGED N THE ILLEGAL USE OF DRUGS OR Oves DOwo-
2. EXCESSIVE USE OF ALCOMOL? Oves Owo
3. BN CONVICTED OF A FELONY? Oves Owo
4. BEDN AELEASED FROM PRISON IN THE PAST SEVEN YEARS? : Oves Owo
6. BEEN DEMIED A LICENSE TO CARE FOR CHILDEN OR ADULTS? Owe Owo
£ HAD A LIENSE TO CARE FOR GHILDREN OR AOUL TS BUBPENDED OR REVOKED? ’ Ovs Owo

BOTR: ATTACH A STATEMENT OF IDCPLANATION FOR ANY “YES'* ANBWER.

168. |HEREBY CERTIFY THAT | HAVE RECEIVED, READ, mw»oAmwemvmmmormuwumm(cm
mwmm)mummwwmmnumsmm RCW 74.08.044, AND WITH THE PROVH
SIONS OF CHAPTER 388-T3 OF THE WAC [\ lmmvmamwrmmmmmm
otmxnmucmwmmmumwwtmmwmmmmwmwm

AND HEALTH SERVICES TO CONTACT REFERENCES AND PASY EMPLOYERS.'

OATR

O8MS 10-CB0) Chuv. §/604 - 180PS-

SS Manual -
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~—
DSHS 10-08(X) (Rev. 6/80), APPLICATION FOR CHILD CARE AGENCY LICENSE OR
, CERTIFICATION (cont.) .
|
77 ATTAGH TO THS APPLICATION ANY OF THE DOCUMENTS LISTED BELOW WHICH PERTAIN TO YOUR AGENCY. WAC OR RCW
REFERENCES ARE INDICATED FOR EASY REFERRAL TO REQUIREMENTS. PLEASE DATE ALL WRITTEN INFORMATION AND FORMS.
) A. ARTICLES OF INCORPORATION RCW 74.16.070
B. LIST OF STAFF (FORM PROVIDED) WAC 388-73-022
. BUDGET (FORM PROVIDED) WAC 388-73-096
©. DISCIPLINE STATEMENT WAC 388-73-048
€. PERSONNEL POLICIES (for agencies smploying 6 or more persons) WAC 388-73-068
#. FORMB UBED FOR CLIENT RECORDS AND INFORMATION WAC 388-73-064
G. TRANSPORTATION INSURANCE . . .LIABILITY AND MEDICAL (INCLUDE NAME OF COMPANY AND POLICY WAC 388-73-062
NUMBERS.)
H. N SERVICE TRAING PROGRAM. (For agencies employing 6 or more persons) WAC 388-73-070
|, MIN DAY CARE CENTERS AND DAY CARE CENTERS: WRITTEN INFORMATION TO PARENTS WAC 388-73-410
). GROUP CARE FACILITIES. AND MATERNITY SERVICES: A DETAILED WRITTEN PROGAM DESCRIPTION FOR
DEPARTMENTAL APPROVAL OUTLINING THE EDUCATIONAL, RECREATIONAL AND THERAPEUTIC SER-
OCes (F ANY) TO BE PROVIDED TO THE CHILD AND HIS FAMILY, A SCHEDULE OF TYPICAL'OALY AC” ¢ 385-73-604
TIVITIES FOR PERSONS IN CARE AND A STATEMENT OF RELIGIOUS PRACTICES [F ANY,
K. MBI DAY CARE CENTERS AND DAY CARE CENTER PROGRAM DESCRIPTION: A DETAILED WRITTEN
DESCRIPTION INCLUDING CULTURAL AND INDIVIDUAL NEEDS CONSIDERED, ORGANIZED ACTIVITIES AND
CREE PLAY, DAILY OUTDOOR PLAY (WEATHER PERMITTING), WRITTEN DALLY SCHEDULE, ETC. WAC 388-73-604
L. AFLOOR PLAN OF THE FACILITY DRAWN TO SCALE (GROUP CARE. DAY CARE CENTERS, MINI DAY CARE  WAC 388-73-108
CENTERS, DAY TREATMENT PROGRAMS.) WAG 386-73-440
WAC 388-73-480
and
WAC 388-73-512
76, PROVIDE THE FOLLOWING DOCUMENTS TO HEALTH SERVICES DIVISION AT THE TIME OF THEIR INSPECTION. WAC REFERENCES ARE IN-
DICATED FOR EASY REFERRAL TO REQUIREMENTS.
A WATER TEST REPORT IF WATER SUPPLY IS FROM A PRIVATE SOURCE. WAC 388-73-126
&. TB SKIN TEST REPORTS AND/OR X-RAY REPORTS PRESCRIBED BY LICENSING REQUIREMENTS. (F TEST
1S POSITIVE, INCLUDE A PHYSICIAN'S STATEMENT REGARDING COMMUNICABILITY OF CONDITIONS. WAC 388-73- 142
C. WRITTEN PLAN FOR HEALTH SUPERVISION AND PLAN OF ACTION TO BE TAKEN [N MEDICAL EMERGENCIES.  wAC 388-73- 132
D. EVIDENCE OF APPLICANT'S/STAFF FIRST AID TRAINING AND CARDIO-PULMONARY RESUSCITATION 0.0.
RED CROSS CERTIFICATE. WAC 388-73-134
€. FOOD AND BEVERAGE SERVICE WORKER'S PERMIT. WAC 388-73-112
and
O3 £0-0800 Cles. 0/00) - 153PY- WAC 243-?4-020
SN
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06.99 (cont.)
DSHS 10-08(X)
Rev. 77 - 1/84 .

DSHS 10-08(X) (Rev. 6/80), APPLICATION FOR CHILD CARE AGENCY LICENSE OR
CERTIFICATION (cont.)

BUDGET GUIDE

DATE: From__ To

19. SOURCE OF FUNDS FOR CURRENT FiSCAL YEAR TO OPERATE AGENCY: ESTRMATID o ACTUAL
A. COMMUNITY CHEST, UGN, UC, ETC.

B. FEES FOR CHILD CARE (PRIVATE)

C. FEES FOR CHILD CARE (STATE)

D. OTHER: (Specify)

TOTAL

20. EXPENSES FOR CURRENT FISCAL YEAR TO OPERATE AGENCY:

A. RENT OR MORTGAGE PAYMENTS

8. UTLMES

C. WAGES OR SALARIES AND BENEFITS

D. OTHER PROFESSIONAL FEES

E.FOOD

F. SUPPLIES (Household)

Q. SUPPLIES (Program)

H. MAINTENANCE AND REPAIRS

1. EQUIPMENT

J. INSURANCE

K.TAXES

L. VEMICLE AND TRANSPORTATION

ge, p hm»

M. GENERAL OPERATIONS (Teleph
N. OTHER (Specity)
0.
P.
Q.
R. -
TOTAL

DD 10-CB00) Char §/8K) 18304

' SS Manual - 1490
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06.99 (cont.)
DSHS 10-08(X)
Rev. 77 - 1/84

DSHS 10-08(X) (Rev. 6/80), APPLICATION FOR CHILD CARE AGENCY LICENSE OR
CERTIFICATION (cont.)

h's i

DATE WONTM.Y
EMPLOYED SALARY

AREA OF
SPECIALIZATION

STAFFING
"o,
YEARS
cou.

O
HO.
YEARS
Hs.

21.
0

OIS 10-0800) (Rev. §/80) - 1BIPS.
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06.99 (cont )
DSHS 10-08(X)

Rev. 77 - 1/84

DSHS 10-08(X) (Rev. 5/81), APPLICATION FOR CHILD CARE AGENCY LICENSE OR

CERTIFICATION

APPLICATION FOR CHILD CARE AGENCY
LICENSE OR CERTIFICATION )

INSTRUCTIONS

DSHS 10-08(X) is an applicati tor the ing of tacilities:

A. Child plicing agencies

B. Group care facliities

C. Day treatment programs

D. Day care conters

E. Mini day care centers

F. Juvenile detention centers

G. Maternity homes

M. Maternity services

I. Regional crisis residential centers -

J. Crisls/group residential centers

Application s to be made to the Regional Otfice of the Department of Social and Health Services

1.82

W Applicant sgency is not a branch or subdivision of another agency, the name of the applying agency as it
appears in its articles of incorporation, should be entered, of the incorporated name of any applicant.

. if the applicantis a branch or subdivision of an agency, its name shoutd be entered, and/or the name, of names,

by which the applicent agency does business, of is commonly known, or has recently been known.

. This should be the sddress at which the agency being licensed does business.

. |t a post oftice box is used, or it mail for branches is received at the parent org izati jon should be made
here.

. Include srea code, o.g., (208) 753-0204. H other arrang t for ication is allowed. it should be noted
here.

. Indicate at which office or agency this number is located.

. Licensing Record—Enter X in appropriate box, i.e., indicate wheth this is appli 's first appli tora

license in this state or whether this is an application for renewal of a current license {licensaes should request
r i of 3 hs prior to the expiration of a current license).

Place an “X* in "Other” it applicant does not have a current license from the office or agency to which
application is now being made, and the applicant is or has been i d previousty by another office or agency
in this state or was licensed in another state. 11 “Other” is checked an explanation should be attached.

. Clientele Preferred—Piace an “X"in lﬁe appropriate box to indicate the sex of persons applicant would preter to

care tor; after ber” enter the t t desires 1o care for in the space provided, indicate

the range of ages of persons for whom appticant would like to care, or piace an“X" in the box labeled “No Age
Preference”.

. Type of License Sought—Enter “X" in the appropriate box{es). Maternity service should list the spacific services

provided in the t tion (11) and facilities licensed as Crisis/Group Residential Centers should
indicate there how many beds in the facility will be devoted 1o each type of care.

DSHS 10-08(X) (Rev. VBT) BN

SS Manual - 1492
David v.






Manual G

' 06.99 (cont.)
DSHS 10-08(X)

Rev 77

1/84

DSHS 10-08(X) (Rev. 6/80) APPLICATION FOR CHILD CARE AGENCY LICENSE OR

CERTIFICATION (cont.)

11. See No. 10 above.

12. Check appropriate square.

13. Character Reterences (not ded for ! of li }—List namgs, addresses and phone number of three
persons who know applicant well and who can testify to applicant’s character and ability to provide care to other
persons. Do not list more than one relative. The department may make such additional inquiries as it deems

« nacessary. Referances should be obtained for each of the appti and the tive officer of the agency if
they are charged with active management of the agency.

14. 1.2and 3—Place an “X" in appropriate boxes. If “Yes" is marked, an 8xpl y hould be attached.

15. 1, 2, 3, 4, 5 and 6—Place an “X" in appropriate boxes. If “Yes" is marked, an expl y houtd be
attached.

16. Application is to be signed by chairman of the board if the agency is board sponsored; otherwise, by owner of
the agency.

17. A h In ition to exp! s if any items in Nos. 14 and 15 were checked “Yes", the
documents listed in No. 17 must all ba submitted as required for the different particular cluss of license

ted before an application can be considered plete. With an application for ofaii itis

not y to bmit the following documents untess there has besn a signiticant change which would
make those submitted at the time of the initial application inaccurate or obsolete:

Articles of Incorporation

Disciptine Statemant

Personnel Policies

Forms Used tor Client Records and tnformation

In-sarvice Training Program

Written Information to Parents

Program Description

Floor Plan

18. TB tests are required of the licensse, employees, and adult volunteers.

19. & 20. Sutficient information should be provided so that i ton of the i and expenditures may
-be used to determine if the agency has the fi ial abitity 10 ply with the minimu qui

21. Statt—Complete all co! for each employee. This shoutd be acompiste list of staff. (Add additional pages as

y). For statf woking tess than full time (40 hour week), indi in Column 7 number of hours employad

per week by reporting agency. Institutions, for example, should include as part-time staft social workers

pplied by a parent agency (or other agency) when such workers also have duties and caseloads not related

spacifically to the msmunon Even though stalt have not been hired, positions which you contemptate hlllng for
the number of children to be served should be listed.

For day care {acilities complalion of required credit hours for program supervisor shoutd be noted.

OSHS 10-08(X) (Rev 5/81) /8A/

SS Manual - 1493
David v.






Manual G

06.99 (cont.)
DSHS 10-10(X)
Rev. 77 - 1/84

DSHS_10-10(X) (3/73), FOSTER HOME LICENSE

Instructlons

DSHS 10-10(X) is issued to a foster home when the foster home study is com-
pleted and it is determined that minimum requirements of the department
applying to a foster family home have been met.

DSHS 10-10(X) must be reissued if the foster family changes address and when
a current license expires.

A license is issued for a two-year period. A provisional license is not
issued to a foster home. :

The fofm is completed as follows:

1 Licensee: After the phrase "a license is hereby granfed to,” enter
surname of the foster parents followed by their given names. EXAMPLE.
Smith, Walter and Mary.

2. Address: After "to conduct and maintain at," enter the foster family's
address (number and street or box and route number) the name of the
city =zip code and county of residence.

3. Number, age and sex of children, expectant mothers or adult retarded/
dependent persons for which home is licensed: Complete the appropriate
line(s) by entering an "X" or numbers in the appropriate places and
dashes in all others.

4. Effective Date of License. After “This license shall be in force from
the ," enter date the license is issued and the date of

expiration two years hence.

5. Date and Signature: After "DATED AT" enter name of city in which CSO is
located and the date of issuance.

DSHS 10-10(X) is to be signed by the service worker and the CS0 adminis-—
trator as the licensing authority.

SS Manual - 1494
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06.99 (cont.)
DSHS 10-10(X)
Rev. 77 - 1/84

DSHS 10-10(X) (3/73), FOSTER HOME LICENSE
DEPARTMENT OF SOCIAL AND HEALTH SERVICES |
Fogter Home Li :
g enge |
0S8ler m ense |
In compliance with and pursuant to the law's of the State of Washington and the Mmimum i
Licensing Requirements of the Department of Social and Health Serrices ¢ license is
herel:y granted
to eonduct and Mmaintain @t............ .. v .
city of e e Zipcode . L. cOumty of ... . ... .. . .
State of Washington, a foster family home for the care of children, expectant mothers. ur adult
retarded persons as follows:
TYPE OF CAREL NUMBER SEX ACES OF POSTER CHILDREN
24-hour child care. .. Male. . Female from . . .. thru . years of age ] -
Day care of children. .. .... Male.. .. Female ... from .. . _.thru....  yeurs of age l
Expectant mothers .. .. —_— |
Adult retarded persons ........_.. - Male........ Female....._. !
This license shgll be in force fromthe__._ . ..day of. RN | N— ;
: to ond including the___.. _._.doy Of. o oo o ey 1§ ., BUDjeCL t0 TevOCation for due cause. i
DATED AT oo .. WASHINGTON, THIS e i I
! SR Y3 2 OO | T e . :
Licensing Authority
MOTE: Thi» license & not tranxterabie. and I8 valld only for use by the individualis) to whom il is Lsued and al the localun above )
tsmued by Authanty of Chepter IT8. Laws of 1961, :
Eﬂ{t}ES'E"}:53-5.‘53:‘223{‘3{'3{231f;S:335ES:%!ES'%-ﬂﬁ:i&"ﬁ’%t%’%&'fﬂiﬁﬂ-ﬁ'ﬁziﬁﬂfﬁg'%fﬂE@:ES?SS' 2085 i
DS 1010 00 $.73 '
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06 .99 (cont.)
DSHS 10-11(X)
‘Rev. 77 - 1/84

DSHS 10-11(X) (Rev. 9/78), APPLICATION FOR FAMILY HOME CARE LICENSE

Instructions

DSHS 10-11(X) is to be given to and completed by all persons initially apply-
ing to provide family home care and those applying for license renewal.
Instructions for completion are on the form.  For new applications the most
current completed DSHS 10-11(X) becomes the face sheet for the narrative
gsection of the service record. DSHS 10-11(X) is an application for both an
initial family home license and for renewal of a license.
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06.99 (cont.)
DSHS 10-11(X)
Rev. 77 - 1/84

LICENSE

DOy RN

of SOCRI& ! Calth
SNAes

APPLICATION FOR
FAMILY HOME CARE LICENSE

1 BASIC NO (FOR DSWS USE ONuY.

2 NAME OF PRIVATE AGENCY (IF ANY, THROUGH
WHOM APPLICAT:ON 1S BEING MADE

3. APPLICANT(S) .

uumun:-ws'm-uwuum.

18T

TUAST WAME — FIRST RAME — MIDOLE MAME:

2ND

& TELEPHONE NO
(AC. ) e OR:I D PHONE

15. ADDRESS' (WUMBER STREEY, CITY TOWN. 2% CODE)

& DIRECTIONS FOR REACHING HOME:

7. LICENSING RECORD'
O FIRSY

. TYP LICENSE SOUGHT (CHECH ONE- .
FOSTER FAMILY HOME FOR CHILDREN i
FOSTER FAMILY HOME FOR EXPECTANT NMOTHERS H

) RENEWAL 4
) OTHER (EXPLAIN)

FAMILY DAY CARE HOME FOR CHILDREN ;
FAMILY HOME FOR AQULTS ;
MINI DAY CARE CENTER FOR CHiL DREN .

9 CLIENTEL WRBEA AGLS D,,o AGE REMARKS \
Ouat Qe [ D8 l lmm 0 Ioa I PREFERENCE
|
!
70, NEAREST SCHOOLS |
£ l 9 H0GH lnm ) |
31, NEAREST PUBLIC THANSPORTATION: %|
b3 LOCATION
12 PERSONS LIVING IN HOUSENOLD (INCLUDING SELF)
—— wROATE | e
\g
NAME ArCAN NAME oo
1. 5,
Y
4 8. [
_
13. CHARACTER REFERENCES (FOR WITIAL LICENSE ONLY:
NAME ADDRESS (IRCLUDE ZiP CODE) TELPHONE
v, cobe
AREA
CODE

VICTED OF A FELONY OR OF CHILD ABUSE OR NEGLECT?

I B

74 HAS APPLICANT DR A MEMBER OF HIS/HER HOUSEHGLO EVER BEEN CON-

[ i

15 WAS APPLICANT EVER BEEN DEPRIVED OF CUSTODY OF OWN CHILOREN BY
COURT ACTION?

AREA
coot

O K0. [ YES. ATTACH A STATEMENT OF EXPLANATION D ~no [ YES. ATTACH A STATEMENT OF EXPLANATION
16. LIABILITY INSURANCE
TYPE NAME OF COMPANY AMOUNT
t HOUSE $
AUTOMOBILE ' $
17. SO0CH - ECONOMIC BACKGROUND
ANNUAL
RACE RELIGION 2-EDUCATION (HGHEST GRADE COMPLETED! INCOME

2
L
?

OSMS 10—11(X) (REV. 5-78)
COMBDINES & REPLACES
©SHS 10-15(X) & 10-46(X

TOTAL >

CONTINUED ON FOLLOWING PAGES
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06.99 (cont.)
DSHS 10-11(X)
Rev. 77 - 1/84

DSHS_10-11(X) (Rev. 9/78), APPLICATION FOR FAMILY HOME CARE LICENSE (Cont.)

18 MAS APPLICANT Dves. § TO WHAT AGENCY?
APPLIED TO
ADOPT A CHILD? Owo

19. ATTACH TO THIS APPLICATION ANY OF THE DOCUMENTS LISTED BELOW AS APPROPRIATE.
A WATER TEST REPORT. IF WATER SUPPLY 1S FROM A PRIVATE SOURCE

B8 T8 SKIN TEST REPORYS AND/OR X-RAY REPORTS PRESCRIBED BY LICENSING REQUIREMENTS I‘F TEST IS POSITIVE, INCLUDE A
PHYSICIAN'S STATEMENT REGARDING COMMUNICABILITY OF CONDITION

WRITTEN STATEMENT OF POLICY ON DISCIPLINE OF CHILOREN

WRITTEN STATEMENT OF MEDICAL POLICY AND PLAN OF ACTION TO BE TAXEN IN MEDICAL EMERGENCIES

EVIDENCE OF APPLICANT'S FIRST AID TRAINING. If ANY, E.G . RED CROSS CERTIFICATE

IF APPLICANT OR A MEMBER OF THE MOUSENOLD HAS HAD A SERIOUS INJURY OR ILLNESS OR HAS BEEN HOSPITALIZED DURING

THE PAST YEAR. OR IS CURRENTLY UNDER MEDICATION OR HAS A HISTORY OF MENTAL OR PHYSICAL LIMITATIONS. ATTACH A
STATEMENT DESCRIBING THE CONDITION AND CIRCUMSTANCES {A PHYSICIAN'S STATEMENT MAY BE REQUESTED )

- mo o

[ wone of THE oESCRiBED CONDITIONS BXIST

20. | heraby certify that | have received, read, understand and agree 1o comply with the provisions of
Chapter 74.15 of the RCW (child care agency licensing statute) or, in the case of non-retarded adults
in need of domicilliary care. RCW 74.08.044, and with the provisions of Chapter 388—73 of the WAC
(minimum licensing requirements). | (we) hereby turther certify that the above information and
required attachments are true and complete to the best of my (our) knowledge.

| 4 [

15T APPLICANT SIGNATURE oaTE 2D APPLICANT SIGNATURE

_un-vg -

DSHS 10-11(X) APPLICATION FOR FAMILY HOME CARE LICENSE—
INSTRUCTIONS

DSHS 10-11(X) is an application for both an initial license and for renewa! of 8 license to maintain in appli-
cant's’ family residence: :

A. A foster tamily home for children;

B. A foster family home tor expectant mothers;

C. A tamily day care home for children;

D. A mini day care program for children;

E. A family home for developmentally or functionally disabled adults.

This form is to be used both for application directly to the Department of Social and Health Services
(local Community Services Office) and for application to a licensed child placing agency from which
applicant wishes to receive chitdren. Application should be made to one or the other and not to both
simultaneousty.

1. Basic No. — For departmental use only.

2. Name of Private Agency (If any) — If applicant is applying to a licensed child-placing agency for the
care of children to be placed by that agency, enter name of that agency. Skip this section if application
Is made directiy to a local office of the Dspartment.

3. Applicant(s) Name(s) — Enter complete name(s) of applicant(s), last name, first, followed by middle
name(s) and/or initial(s). Application for foster family homes for children or expectant mothers and
family homes for adults must be made by both husband and wite who are living together in the family
home. Application for family day care home or mini day care program need be made only by the person
who will be providing care (e.9., husband need not sign unless he will be assisting his wife in child
care). Applications by single persons are acceptable. Enter only names of person(s) applying. Names
of spouses and other members of the household who are not applicants shoutd be entered in. section
12 (persons living in household).

In the case of unmarried aduits living together, e.g.. two sisters, mother and aduit daughter, etc. both
of whom will share equally in the care of children or handicapped aduits, both should be listed as
applicants. In like manner, in 8 partnership situstion for the operation of a mini day care program in
the home of one of the business partners, both should be listed as applicants and the address in saction
5 should be that of the home in which care will be given.

4. Telephone Number — Enter telephone number of person in whose home care will be given; include
Area Code, (A.C.), e.g., (206} 753-7160. If applicant has no phone, place an “X" in space provided.
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06.99 (cont.)
DSHS 10-11(X)
Rev. 77 - 1/84

(Rev. 9/78), APPLICATION FOR FAMILY HOME CARE LICENSE (Cont.)

1

1

1

1

=]

-

2.

a3

&

6.

~3

_ Nearest Public Transportation — Indicate type and distance from home. e.g.. city bus - 3 blocks: school

_ Criminal Convictions — Place an "X" in the appropriate box. It “Yes" is marked. attach an explanatory

. Socio-Economic Background — The Department will not discriminate in the issuance of licenses

Address — Enter address of home in which care will be given.

Directions for Reaching Home — If home is hard to tind or in a rural area, give instructions, e.g., pro-
ceed south out of Seattle on highway X 10 highway Y and turn left; at second traffic light on highway
Y turn left onto Cherry Lane - second house (green) on teft.

Licensing Record — Enter X in appropriate box. i.e.. indicate whether this is applicant's first apph-

cation for a license to provide foster care or day care in this state or elsewhere, or whether this is an
application for renewal of a current license (licensees should request renewal of license 3 months .
prior to the expiration of a current ticense).

Piace an "X" in “Other” if applicant does not have a current license from the office or agency to which
application is now being made and:

a. Applicant is or has been licensed previously by another office or agency in this state or in another
state: of
b. Applicant has had a license suspended. denied or revoked in this state or in another state

1t "Other™ 15 marked. briefly explain the circumatances in 1he following SpAce For anmmples "Whe
censed five years ago by the ABC Child Placing Agency in Anywhere, California, but moved and qui
foster care” — or "My license for ABC County, Washington, was denied because my house was too
small and my husband and | were on the verge of divorce.”

Type of license sought —Enter “X" in the appropriate box. A license will not be issued for more than
one type of care except at the discretion of the department. -

Clientete Preferred — Place an "X" in the appropriate box to indicate the sex of persons applicant
would prefer to care for: atter “number” enter the maximum number (exclusive of applicant's own
family members) applicant desires to care for. in the space provided, indicate the range of ages of
persons for whom applicant would like to care or place an "X in the box labeled “No Age Preference’.

Remarks — Uescribe the type of clientele you feel most comiortabte or competent in dealing with, e.g..
infants, mentally retarded children, retarded adults under the age of 60; non-smokers; school-age girls
and boys. non-delinquent teenage girls, aged men, etc.

Nearest School — Enter name and approximate distance of schools trom applicant’s home (e.g.. 3
blocks: 1'% mites). For homes for adults, enter NA (not applicable). .

bus comes to the door, etc. i

Persons Living in Household (including self) — Enter names and birthdates ot all persons living in
applicant’s household. applicant(s)’ name(s) first, followed by name of spouse (it any) and all other
persons in the household and their relationship to the first named appliant. (e.g.. spouse, son, daughter.
mother. foster child. boarder, etc.) Attach additional listing if necessary because of lack of space on
form. If the second person listed is also an applicant, in the relationship column enter both “applicant”
and the relationship to the first person (e.g.. “applicant. spouse”).

Character Relerences (not needed for renewal of license) — List names, addresses and phone numbers

of three persons who know applicant well and who can testity to applicant's character and ability to *
provide care 1o other persons. Do not list more than one relative. The department may make such
additional inquiries as it deems necessary.

statement to your application.

Deprivation of Custody -of Own Children — Place an “X" in the appropriate box. If "Yes™ is marked.
attach an explanatory statement to your application.-

Liability insurance on licensee's home is recommended; liability insurance is required for vehicles
used in transporting persons placed in licensee’s care. .

because of race or religion of an applicant. However, we are particularly interested in recruiting homes
trom ethnic minorities. We seek to place clients in homes having cultural backgrounds compatibte with
that of the persons needing care. Although entries for “race” and “religion” are optional. we would
appreciate applicant's completion of these two sections as tollows. For race, enter. Caucasian, Black.
Indian. Chicano, Asiatic, Vietnamese. or other entry that applicant believes best describes his or her
racial background. For religion, enter: Catholic, Protestant. Jewish, Buddhist, or such entry that best
describes applicant's religion in either specific or general terms (Methodist, Pentecostal, none, etc.)
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06.99 (cont.)
DSHS 10-11(X)
Rev. 77 - 1/84

DSHS 10-11(X) (Rev. 9/78), APPLICATION FOR FAMILY HOME CARE LICENSE (Cont ) 7

18.

. Attachments — In addition to explanatory ﬂu\amen!s if answers to questions 14 and 15 above are

20.

In the “occupation-education” column in space numbered 1 enter name of applicant's occupation
and in space numbered 2 enter highest grade completed or demic degree received, e.g.. 8th grade:
12th grade, 2 years of college. BA degree. etc. In the last column enter each applicant's approximate
annual income and their combined income after “totai.” if one has no income other than shared income
from the other. enter a dash in income space.

Application for Adoption — Place an “X" in the appropriate box. If the answer is "yes,” enter in space
provided the name of the local office of the Department, or the name of the private agency or other
organization with which the application is on file.

yes, attach statements or documents required by section 18. TB test reports, written disciplinary
policies. and written medical policies and evidence of first aid training are required by all applicants.
Water test is required if water is obtained from a private well or source other than a public water supply
system. All applicents must answer item F sither by attaching an explanatory statement or by entering
“X" in gpace at end of section'to indicate that none of the described condifions exist.

Signature — Application to be signed by applicant or applicants. See instructions for Section 3 above
as to who is an applicant.
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06.99 (cont.)
DSHS 10-16(X)
Rev. 77 - 1/84

DSHS 10-16(X) (Rev. 9/83), CERTIFICATION OF FOSTER HOME FOR LICENSE

["uan. | res. | man. | apeu | way | une | sucy Jave. | seer. | ocr. | wov. | oec. |

CERTIFICATION OF FOSTER HOME FOR LICENSE

DONEW (O RENEWAL D AMEND

EMective Dats of License
The ds that
H Otasme of Prwate Ageacy) {City)
a foster home license ba issued to:
Mr. Wast Name) (Fost Rame) TBirthaate) Race)
Mre. TWast Nome) Foen Name? Binhastel Tace)
who reside at i
~TRomber or Box) — TSreel TChy) TCounty) (2 Code)
tor the care of children or expectant mothers as follows:
Type of Care Number Sex _Age of Foster Chiidren
Full time Foster Care R Owmate O Femate trom_ —...—. thro _. ... years
Care of Expectant Mothers {1 any of “‘own"’ dren in home are handi d briefly
Number of “'Own" Children in Home do_scdba specitics in comment section on reverse side of
. tromOto 2 years of age this card.
— tom2to6yearsof age
____ trom@1to 12 years of age
_____ from 12to 18 years of 8ge
TOTAL
D88 10-18 00 (ov. 0182 103
(SEE REVERSE)
COMMENTS:
APPLICATION RECEIVED ______  HOME VISIT HOME STUDY COMPLETED
" (Data} (Date) {Du1e)

D | HEREBY CERTIFY THAT THE ABOVE NAMED HOME COMPLIES WITH MINIMUM LICENSING

REQUIREMENTS FOR FOSTER HOMES.
D THIS CERTIFICATION AND/OR HOME REQI

UIRES A WAIVER TO WAC 388-73____— IN ORDER

TO MEET ALL MINIMUM LICENSING REQUIREMENTS; REQUEST FOR WAIVER ATTACHED.

(Agency Exscutive or Detignes)

DISH 1018 -703-

(Tise) (Date)
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06.99 (cont.)
DSHS 10-17(X)
Rev. 77 = 1/84

DSHS 10-17(X) (10/72), TERMINATION OF FOSTER HOME LICENSE

The of , Washington
(Name of Private Agency) (City)

has terminated the use and supervision of the foster home of:

Mr. & Mrs.

(Last Name) (Husband's First Name) (Wife's First Name)

who reside at

(Number or Box) (Street or Route) (City)’

for the following reason(s):

|| Foster Parents moved to new address

| | Foster Parents gave inadequate care

|| Foster Parents no longer wish to give foster care
I::] Home will be supervised by another agency

| | other - Specify: ‘

(Agency Executive or Designee)

(Title) » (Déte) _
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06.99 (cont.)
DSHS 10-20
Rev. 77 - 1/84

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES

Instructions

DSHS 10-20 shall be used by the CSO to reportﬁ
A. All contacts regarding applications for.

1. Licensing of foster home, day care home, adult family homes for
adult retarded/dependent persons, and

2. Approval of adoptive home

B. Requésts from the court or other agencies for a home study or for adopt-
ive home supervision.

c. Adoptive home approval and usage.

D. Licensing of foster family home, day care home, and adult family homes .

GENERAL INSTRUCTIONS

DSHS 10-20 (original and duplicate) 1s prepared by the CSO. The original DSHS
10-20 is transmitted daily on DSHS 1-24 to SO OIS, the duplicate is sent to
the appropriate CSO clerk and then filed by date in the document section of
the case record.

The SO will process the original DSHS 10-20 and send the CSO a new DSHS 10-20
reflecting the information reported by the CSO. This information is printed
in the shaded areas of the form. The new DSHS 10-20 is to be filed in the
case record immediately on.receipt.

Changes or reopening of a closed (including withdrawn, denied or license
revoked) home must be recorded on the most recent machine printed DSHS 10-20.
Only changed sections and LINE 09 are to be completed. . Changes are recorded
below the machine printed data. Do not strike machine printed entries in a
shaded area. :

CASE TRANSFER

When a case is transferred from one CSO to another, the original CSO forwards
the DSHS 10-20 immediately to the new CSO. The new CSO enters the changes on
DSHS 10-20 including the new case number and transmits the original copy of
DSHS 10-20 to the SO. The SO sends a new DSHS 10-20 to the new CSO and a
single copy DSHS 10-20 to the original CSO. '

SS Manual - 1503
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06.99 (cont )

DSHS 10-20 (cont.)
Rev. 77 - 1/84

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (cont.)

LINE 01 NUMBER - NAME . LINE 01

1.. HOME NUMBER

County and basic numbers are assigned according to instructions. A
. change in the county and/or basic number is made by re-entering both
items.

2. NAME

Print the last name, comma, first name, and middle initial of the head
of the household.

3. TYPE OF HOME

One of the following home types will be machine printed in this Section:

FOSTER DAY CARE OTHER AGENCY
ADOPTIVE ADULT PERS CARE FOSTER/DAY CARE
FOSTER/ADOPTIVE

LINE 02 ADDRESS LINE 02

This is the mailing address of the home. When changing any part of the
address in Sections 2, 3, or 4 the address must be completed re-entered,
" except for ZIP code.

1. ZIP CODE

Post Office Zip Code

2. FIRST LINE OF ADDRESS

Limited to 25 spaces

3. SECOND LINE OF ADDRESS

Limited to 20 spaces

4. THIRD LINE OF ADDRESS

Limited to 20 spaces

SS Manual - 1504
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06.99 (cont.)
DSHS 10-20 (cont.)
Rev. 77 - 1/83

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (cont.)

LINE 03 FAMILY AND HOME DATA ~ LINE 03

1.  RACE CODES

1 - Caucasian 2 - Black 3 - Asian
4 - American Indian 5 - Other

The code is entered in Sections 4 and 6 for the race to which the foster
parent(s) is nommally considered to belong; e g:, if the individual is
normally considered to be White, use Code 1 even though he may have a
mixed racial heri tage.

2.  APPROXIMATE FAMILY INCOME CODES

$10,000 or more

$7,500 to $9,999
$5,000 to $7,499
$2,500 to $4,999
Under $2,500

wn W -
[}

The appropriate code is entered in Section 8. Although the CSO may not
know the exact family income. the worker is to estimate annual taxable
income of the family This estimation is to be based on such factors

as occupation number of persons employed number and type of rental
units approximate income from pensions, insurance. sale of famm produce,
etc- Income from AFDC or other public assistance is to be included. Do
not include income from the care of foster children/adults. For the pur-
poses of this section, "family” includes all members of the family unit
1iving' together in this household.

3. BIRTH YR. OF HUSBAND

Enter four digits of the birth year.

4. RACE OF HUSBAND

See instructions for Section 1 of this LINE for definitions and coding
to be used. '

IU\

BIRTH YR. OF WIFE

Enter four digits of birth year.

6. RACE OF WIFE

See instructions for Section 1 of this LINE for defini tions and coding:
to be used.

gS Manual - 1505
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06.99 (cont )
DSHS 10-20 (cont.)
Rev. 77 - 1/84

10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (comt.)

LINE

03 (cont.) FAMILY AND HOME DATA LINE 03

7.

NBR OWN CHILDREN IN HOME

For Day Care Homes enter only the number of children under 12 years of
age in the home.

For all other homes enter the number of children, under the age of 17,
who are related to these foster (or adoptive) parents, personal care
sponsors or operators.

8. APPROXIMATE FAMILY INCOME
See instructions for Section 2 of this LINE for defini tions and coding-
to be used.
9.  WORKER
This 1s the most recent worker number reported to the SO either on DSHS
10-20 or D3HS 1-24.
10. TRANS. NUMBER
This is the DSHS 1-24 transmittal number on which the previous DSHS
10-20 was listed for transmittal to SO.
11. DATE PROCESSED IN SO
This is a control and reference date used by SO DPS.
LINE 04 : LICENSING AND APPROVAL DATA LINE 04
1. SEX CODES
M - Male F - Female E - Either
The appropriate letter code 1s to be entered in Secton 5 and/or 8.
2. EXPIRATION DATE
This is the date on which the license expires. This date is computed
by the SO from the infomation reported on LINE 04, Section 3, Class of
Home, and LINE 07, Section 1, Effective Date. For licensed homes this
date will be 2 years from the effective date.
3. CLASS OF HOME

Codes used are defined on LINE O05.

SS Manual - 1506
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06.99 (cont.)
DSHS 10-20 (comnt.)
Rev 77 - 1/84

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (cont.)

LINE

04 (cont.)

LINE 04

4. -

7. ~ NUMBER

Enter the number of children (other than day
the home is licensed. See samples below.

8. SEX

Enter the appropriate letter from Section 1.

9. AGE RANGE

For children (other than day care) enter the

‘"infancy through 1 years of age is designated

below.

TOTAL

LICENSING AND APPROVAL DATA

care) or adults for whom

age range in years, i-e.,
as 0-1. See samples

Enter the total number of children/adults for whom this home is licensed

or approved.

DAY CARE NUMBER-

SAMPLE 1.

SAMPLE 2.

Enter the total number of children for whom this home may provide day

care services.

years of age.

Home licensed for two children of either sex from 6 through 9

LICENSING & APPROVAL DATA

2 |E

6-9 |

NUMBER SEX & AGES OF FOSTER CHILDREN OR ADULTS t1 Davy

4 NUMBER |5 SER & AGE RanGE l 7 NUMBER|B SEX 9 AGE RANGE

CARE

10. TOTAL NUMBER

2 i

12 .through 16 years.

.

Home licensed for 1 girl under 6 years of age and 1 boy from [

LICFNSING 4 AR ROV AL DATA

|
a4 NUMBER[S5 SEr 6 AGE RANKRGE 7 NUMBER|B SEx

/| |F | 0-5 |

NUMBER SEX & AGES Of TOSTER CHILDREN OR ADULTS 11 DAr

9 AGE RANGE

I |M|12-16 ‘2«

L ARE

10 TOTAL NUMBER

SS Manual - 1507
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06.99 (cont.)

DSHS 10-20 (cont.)
Rev. 77 - 1/84

(

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL QF HOMES (cont.)

LINE 04 (cont.) LICENSING AND APPROVAL DATA . LINE 04

SAMPLE 3. Home licensed for 2 children of either sex from 3 through 5
years of age or 3 girls from 6 through 9 years of age.

4 NUMBEW |5

|
2 |

LICENSING & APPROVAL DATA

NUMBER. SEX & AGES OF FOSTER CHILDREN OR ADULTS 11. DAy
CARE

SEx L AGE WANGE 7 NUMBER|B SEX 9. AGE RANGE 10 TOTAL NUMPER

l
E |33 |Fl6-7 13 |

SAMPLE 4. Home licensed as a day care home to serve 4 children.

A4 NUMBER |5 SEX O AGF RANGE 7 NUMBER|8 SEX

LICENSING & APPROVAL DATA

NUMBER. SEX & AGES OF FOSTER CHILOREN OR ADULTS 11. DAY
CARE
9 AGE RANGE 10 T0TAL NUMBEN

6/

en———

o 0]
e o P
— Tt _ B
SAMPLE 5. Home licensed for adult family home v s
— ™ T
LICENSING & APPROVAL DATA g 'S
NUMBER. SEX & AGES OF FOSTER CHILDREN OR ADULTS 1o dar ] 8
a NUMBER {5 SEx  [L AGF aNnGE 7 NUMBER|8 SEN |9 AGE RANGE 10 TOTAL mc,:::n i
)]
3 | £ 3
LINE 05 CLASSIFICATION OF HOMES LINE 05

Use the codes from this L
Sec tion 3.

1. CLASSIFICATION OF FO

INE to complete classification of home on LINE 04,

STER AND DAY CARE HOMES

10 - Full Time - CSO
11 - Recelving
. 12 - Day Care
‘ 13 - Full Time & Day

- 24 hour care for children placed by CSO. !

- Temporary interim and/or emergency care
to children awaiting placement or
replacement.

- Part-time care for any time during
24=hour day.

Care - Combination of full time (CSO or
Independent) and day care
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06.99 (cont.)
DSHS 10-20 (cont.)

, : " Rev. 77 - 1/84

= DSHS 10-20 (Rev. 12/71) LICENSING AND APPROVAL OF HOMES (cont.)
LINE 05 (cont.) CLASSIFICATION OF HOMES LINE 05
14 - Group ' - A specialized full tiwe family home.
15 - .Full Time - Independent - 24 hour care for children not placed
- by the CSO.
| .2. CLASSIFICATION OF ADULT PERSONAL CARE HOMES
' . 30 - Licensed Family Home
I A home holding a current license from DSHS to provide family care on
| a 24-hour basis in lieu of their own home to not more than four adult
; re tarded/dependent persons. Although the form indicates "2 or less™
| the home may be licensed for up to 4 adults.
' 31 - Approved Family Home |
! No longer applicable. '
l LINE 06 - APPLICATION ' LINE 06 ‘
~ 1. APPI;ICATION DATE (FOSTER DAY OR ADULT CARE)
Enter the date of initial exploration with the family regarding appli-
cation for foster family, day care or adult family home.
For Home Studies and Adoptive Home Supervision enter the date the request
is received by the CSO. '
2. REASON (FOSTER, DAY OR ADULT CARE)
Enter the reason code as defined in Section 3 of this LINE.
3. REASON CODE DEFINITIONS (USED ON LINE 06, SECTION 2 and 5)
11 - Application for Foster, Day Care, Adop tive Home
12 - Application for Adult Personal Care ‘
| 13 - Home Study for the Court ’
| Appointment from the court for the next friend study and report 1
14 - Home Study for Other Agency ’ i
- Request for a home study from an aéency in another state or country
15 - Adoptive Home Supervision for Other Agency SS Manual - 1509
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06.99 (cont.)
DSHS 10-20 (comnt )
Rev. 77 - 1/84 -

DSHS 10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (cont.)

LINE 06 (cont.-) APPLICATION LINE 06

4.  APPLICATION DATE (ADOPTIVE)

Enter the application date for an adoptive home.

5. REASON (ADOPTIVE)

Enter the reason code as defined in Section 3 of this LINE.

LINE 07 CHANGE LINE 07

1. EFFECTIVE DATE (FOSTER, DAY OR ADULT CARE)

Enter the effective date of the action code entered in Section 2 of this
LINE.

2. ACTION (FOSTER, DAY OR ADULT CARE)

Enter the action code as defined in Section 3 of this LINE.

3. ACTION CODE DEFINITIONS (USED ON LINE 07, SECTIONS 2 AND 5)

21 - Home Approved (Adoptive)
Used when study sent to SO for Registration.
22 - Home in Use (Adoptive)
23 - 4Child Removed from Adoptive Home
24 - Home Licensed
25 - Home Relicensed
26 — Home Approved (Adult)
No longer applicable

LINE 08 ' CLOSING LINE 08

1. CLOSING DATE (FOSTER, DAY OR ADULT)

Enter the closing date.

2. REASON (FOSTER, DAY OR ADULT)

Enter closing reason code as defined in Section 3 of this LINE.

SS Manual - 1510 |
David v. :
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06.99 (cont.)

DSHS 10-20 (cont.)
Rev. 77 - 1/84

10-20 (Rev. 12/71), LICENSING AND APPROVAL OF HOMES (cont.)

LINE

08 (cont.) : CLOSING LINE 08

3.

REASON CODE DEFINITIONS (USED ON LINE 08 SEC_TIONS 2 AND 5)

LINE

31

Application withdrawn

32 - Application denied

33 - License revoked

34 - Home closed - Adoption compie ted

35 - Home closed

36 - Termination of services for other agencles - Includes temination

of services for Home Study for the Court, Home Study for Other Agency
and Adoptive Home Supervision for Other Agency.

09 SIGNATURE - TRANSMITTAL DATA LINE 09

COMMENTS

This space is for the convenience of the CSO to clarify infommation for-
SO DPS.

2. SIGNATURE
The worker completing the DSHS 10-20 enters his/her signature here.

3 WORKER
Enter two digit worker number This number will be machine printed on
LINE 03, Section 9.

4. DATE
Month, day, year worker completes this DSHS 10-20. SS Manual - 1511

. David v.

5. CLERK'S INITIAL
The clerk(s) enters his/her initials on the duplicate when infommation on
DSHS 10-20 is processed and transferred to CSO records. This information
is for CSO records only and is not to delay forwarding of the original to
the SO.

6. TRANSMITTAL NUMBER

The number of the transmittal DSHS 1-24 on which the DSHS 10-20 is listed
for transmittal to SO. County number is not considered a part of this
number The transmittal number should be typed or stamped. This number
will be machine printed on LINE 3-0, Section 10.
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06.99 (cont.)
DSHS 10-20 (cont.)
Rev. 77 - 1/84

' egrarTHENTY OF SOCIAL !
AMD HEAL TH SERVICES \ ¢
{ ! UCENSING & APPROVAL )
’ OF HOMES :
FOSTER FAMILY - DAY CARE - ADOPTIVE - ADULT PERSONAL CARE
] HMOME MUMBER 2 mamt LS fiasT (L1 {78 b ] TYPL OF wOmMi
COunTY ‘ sapic
' t
H
(i} 1 4
i "
H 1 :
LI {14 CODKI ] FIRBY LINE OF ADDAESS 3 SCCOND LINE OFf ADDRISS . THIRD Ling OF ADORERS
. .. .
0 K SRS . 9
! !
i
+ MACE COOLS UBEO 2. OFPRADEIMATE FAMILY INCOME FaMiL v § #OME DATS [ 1) i
N BECTIONS 4B 6 CODEY UBLD INBECTION S \[ ¥
A nusesnD wir KPP llooviviis it t4 oate "“”s‘o"'“n
1. WHITE V410000 OR mGRt o laoaze]s aaease lo mace] mwmt | e 0w o | oas . ve
2. NEGRO 7-4 75070 3999 ; ;
03 1. omtwta 1.3 5000 1O 87 a9 : E
4. AMERICAN INDIAN ¢ §27300 TO g% .
5. OMmEr s UNDER $2500 l : :
| , P
' BE¥ CODES USED LICENSING & APPROVAL DATA
N BECTIONR B A &
] 3 LImATIONDATL '! (Llli NUMBER SCx & AGES OF POSTIR CHILOREN OR ADULTS "oosar
! “> toer len ! -oul o wwentels ste fo acrmamot ||y suwscefs we [0 actmancs 0 tora -fn.-:'n
04 " mALE H : .
§ bEmaLE H !
t £ - EITrESE : | ' i l
HI | |
CLABSIFICATION OF FOSTER AND DAY CAII “OussS 2 CLASBIFICATION OF ADULT PERSONAL CARE HONES
30 UCENSED FAMILY HOME (ADULT RETARDED - 7 OR 1£S$)
05 10 - fUU TimE - CO 1) - FLLL TIME & DAY CARE 31 - APPROVED FAMILY HOME {7 OR LESSI
) - BECEWING \e - GROUP - 3 UCENSED BOARDING WOME () O MORE SDW LCENSE)
17 - DAY CABE 15 - UL TIME - INDEPENDENT
FOSTER BaY CANE Of ADULT AERS. CaRL REASON & ACTION CODES ‘”ﬂ'l"
' A
: [ APPLICATION DATL 3 wgasow| 3 1) . AMPUCATION FOff FOSTER DAY CaBE, ADOPTIVE 4 APPLICATION DATE  sasoe
. . 17 - APPUCATION £OR ADULT PERSONAL Calt : .
l I A 13 . WOMS STUDY FOF Teit COURT oo e i
06 €| : ! V6. MOME STUDY FOR OTHER AGENCY . H :
s HEFE 15 . ADOPNIVE HOME SUPFRVISION FOR OTHEN AGENCT I i i
1 H H !
] M N M .
° : : H :
~ J H . . M
R : ' €FrEcTive OATE 3 oacrion( 3 21 . MOME APPROVED (ADOPTIVES . EFPRCTIVE DATE s scriom
: : 77 - MOML IN USE [ADOPTIVEY . .
wip e oo B - CHilD MMOVIO FIOW aDOPIE HOME T I
o : | 20 HOME LICINGED . : 1
~ H H 13- MOME SEUCENSED : :
- H ! 2 - MOME APPROVED (ADULE| : : !
: : : |
€ : : i i
L.
< - 3 OSLSONID 1. APRUCATION WITHDRAWN § toe
N L1 17 APPLUCATION DENKED
o 2 - UCENSE SEVORED
08 s 34 HOME CIOSED ADOPTION COMMETED 1
of 1 - HOME CLOSED |
~ 3% TERMINATION OF SERVICES FOR OTHER AGENCIES o
c :
1 COMMENTS T SIGNATURE 3 WOIKENe DATE
w0 | pav | v
[
S Culkla 8 ivITiAL ¢ TRANSMITTAL NUMBES
opg 1920 (aEY. 1Y)
PEEV. 10 PA T
e
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06-99 (cont.)
DSHS 10-37(X)
Rev. 77 ~ 1/84

DSHS 10-37(X) (Rev. 8/80), REQUEST FOR HEALTH INSPECTION OF CHILD CARE AGENCY

Ins truc tions

DSHS 10-37(X) is used by CSO and RO licensing staff to request inspection by
Health Services personnel of mini day care programs, day care centers, group
care facilities for children, maternity homes, and day treatment program
facilities. Health Services inspections and subsequent issuance of a certif-
icate of compliance or of a report listing deficiencies to be corrected are
necessary before a license may be issued (not applicable to family day care
homes, family foster homes, family homes for adults, nor for child placing
agencies).

Health inspections are required both for initial licensing and for renewal
of licenses.

This form should be mailed to the health surveyor who serves the area in
which the facility to be licensed is located. The names, addresses and phone
numbers of the health surveyors are available from Community Services Regional
licensing staff or from:

Ted Reister

Licensing and Developmental Section
M.S. LM-13

Olympia, WA 98504

Phone: SCAN 234-5851

SS Manual - 1513 -
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06.99 (cont.)
DSHS 10-37(X)
Rev. 77 - 1/84

DSHS 10-37(X) (Rev. 8/80), REQUEST FOR HEALTH INSPECTION OF CHILD CARE AGENCY

HEALTH SEAVICES DIVISION
LICENSING AND DEVELOPMENT SECTION
AIRDUSTRIAL PARK, LM-13
OLYMPIA, WASHINGTON 98504

% REQUEST FOR INSPECTION REPORT
oF
CHILD CARE AGENCY

1. PREMISES YO BE INSPECTED

e Yo PHONE

—

2. AGENCY REQUEST [ wea 0a¥ cars Proa. ] anoue cans pacarry . ] oay mhearent rrooraM
LCENSIE o [l oar cane cowren [ cmers resoenmas cTh. Clonen
: I marernrry nose ] svene oeTenmon pacasty

3. TYPE OF LICENSURE/
oM [ uew - Ooner—eman
INSPECTION REQUESTED CJ remewas UCENSE o

4. REQUESTED OR
UCENSED/ CERTWFIED
CAPACITY

YEARS OF AGE

YEARS OF AGE

YEARS OF AGE

§. INSPECTION REQUESTED BY

LICENSOR'S REMARKS:

CERTIFICATION AUTHOMTY: CHAPTER 74.15 RCW AND WAC 380-73

w
Dmmmmwwnmmmmmmmsmvwn PRIOR TO OF W8 AGENCY
AND 1S CERTIFIED.

D THE AGENCY IDENTSIED ABOVE WAS NOT IN COMPLIANCE WITH THE HRALTH PROTECTION REQUIREMENTS THAT COULD BE ASSESSED PRIOR TO OPERATION AND 13 NOY
CERTIFED.

REMEWAL
E] THE AGENCY IDENTWIED ABOVE WAS IN FULL COMPLIANCE WITH HEALTH PROTECTION REQUIREMENTD AND (S CERTIFIED.

D THE AGENCY IDENTWIED ABOVE WAS IN COMPLIANCE WITH THE HEALTH PROTECTION REQUIREMEINTE AND I8 CERTIFIED SUBJECT TO IMPLEMENTATION OF THE PLAN OF
CORRECTION AS SPECIFIED ON FORM OSMB 10~ 102 DATED ! / AND +OR THE AB FOLLOWS:

D THE AGEXCY IDENTIFIED AGOVE WAS NOT IN COMPLIANGE WITH THE MEALTW PROTECTION R
REQUIREMENTS AS SPRCFED

REFUSED TO COMPLY WITH THE HEALTH PRUTECTION

THE AGENCY DATED

SIGRATURE OF BURVEYOR

[

OUINEMENTS AND 3 NOT CERTIFIED BECAUSE THE AGENCY HAS PALED OR i
ON FORM B8HA 10162 DATED o /e L AND/ON A LETTER TO }
: |

|

SURVEYOR'S REMARXS:

D5MS 10-37 (1} Agv $/80

SS Manual - 1514
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ADULT FAMILY HOME - LICENSING

NAME ‘ FULL CASE NUMBER
SPONSOR'S LEGAL NAME TELEPHONE NUMBER
SN .
WIFE's MAIDEN NAME ___ PREVIOUS MARRIED NAME
SPONSOR'S ADDRESS/DIRECTIONS }
i PREVIOUS ADDRESS, IF AT CURRENT ADDRESS LESS THAN ONE YEAR
Number . )
Individuals in Home Children - Ages & Sex .
Individuals Unrelated Type of pets in home E
' . : =
Employed Birth ' ‘ Last Grade =
Yes No Occupation Date Social Sec. # Religion Comple ted ;
. ) o
Husband : : =
Wife _ A B
Is sponsor a LEN? YES | | N0 || License No. Lic. Date 2
Is sponsor a RN? YES | | NO | | License No. Lic. Date g
O
Description Eye Color Height Weight Hair Color Race 5
Husband . g
Family Atmosphere and Relationships:
Location (check those that apply) o)
4
: Rural |:| Famm %E
_| Other (Explain) - ?
Can resident walk to shopping? | Yes || Mo EE
Is public tramsportation available? | Yes. || NO <
Will sponsor provide transportation? _| Yes |_| NO by
SS Manual - 1515
~ David v. |

DSHS 10-45(X) Rev. 9/79 ' Page 1 of 5

T






Willing to Accept Willing

to Accept:

Yes No Uncertain l:l 1 Adult :l 2 Adults
3 Adults 4 Adults

I_l 11 |l Female

201D 120 Male

|:| I:l |:| Young Adult

| | |:| [:| Smoker If Experienced, Specify Amount of Time

| i1 17| social Drinker . Yrs./Mos. None

|| |} || wheel Chair Patient ...... e eeerenaeeranas 17l

|71 171 1] Elderly «eevevenn.... ceeenes ceeene ceaens ceeeenen . |7

'} | 7§ || Physically Disabled or I1l ......e... Cerereenens .. ||

Mentaily Retarded .coeeecceseoccsccssssnscasannne

Ex-Mental Patient ecceecescosscscssscsccscossnses

_ Diabetic ccevevcccnscacsae ceessesscesesssssanccns

Epileptic .veeveerncrsccrerccccsssccaccnsccnncnnnns
Incontinent ..c.ceeeceecsccosscsscssesssascns cecanes

Fomer Drug USer «iicecisesancscscnecccscssscnnns

Other Disabilities (specify) «ccccvcciccnncncanscs

Was sponsor previously licensed by other agency or other unit of DSHS
I1f yes, specify agency or unit of DSHS; give reason and date of change:

|_|ves |_|No

HONJATYIdXA ANV SIONTYIITEL

vone ~U-45(X)

Rev. 9/79
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3

Unable to
Yes No Detemmine Does Sponsor Agree To: FULL CASE NUMBER

L1 1 | 1. Notify.agency or guardian of plan for absence when on

- - extended trip with sponsor's family?

|71 1] || 2. Request service worker approval of client absence that
exceeds 36 hours?

3. Share with agency -difficulties encountered with client?

4. Notify agency if replacement of client becomes necessary?

5. Report serious illness, accident, disturbing behavior,
injury, or death of client to agency?

6. Notify client's family in case of serious i{llness or accident?

7. Help client abide by medical regimen prescribed?

8. Help client toward increased independence?

9. Offer hospitality to client's family and friends?

0. Be interested without interfering in family affairs and y
relationships?

711 | 11. Accept adult from different social, ethnic, racial, or
religious background?

12. Attend orientation and training sessions as required?

13. Respect privacy of client and maintain confidentiality?

Does Sponsor Evidence: :
14. Flexible attitude toward peculiarities and traits of others?
15. Wamth and Friendliness?
16. Understanding and concem for others?
17. Protective, but not controlling attitude?
18. Interest in social life of neighborhood and community?
19. An overall favorable attitude toward handicapped adul ts?
20. Not allow personal problems to interfere with treatment
of resident?

Do your observations satisfy you that the applicant's attitudes, methods of
handling problems and motivations are consistent with good adult family home
care? -
| |Yes |_|No

Stated Methods of Handling Problems:

Service Worker

Talking With: |_
Guardian

: Physican I:I Nurse l:l Client I:l Relatives
Other (specify) '

Reason for Wanting to Provide Care: How Did Sponsor Learm of Program

_ Compar;ianship | ”| Need for addi- | Newspaper |_| Social agency
Help others __ tional income _ Radio/TV _| Friends, Relatives
Other (specify) | | Keep busy | Other (specify)

Activities+—Does—Sponsor-Agree—to:
el

. Participate with residents in activities?
Provide recreational activities in the home?
Provide work activities in the home?

. Encourage activities in the community?

S WN -

SS Manual - 1517
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Who will be responsible if sponsor is temporarily unable to provide care?

Name/Address/Telephone

Has the need for a regis ter containing the following infomation been discussed?
(Client's name; birthdate; date of admission to home; date of discharge, names,
addresses, home and business phones of relative, guardian, friend; physician and
other persons to notify in emergency.) _ _

I_] Yes || Mo

Record briefly any agreement/contract made between the family home sponsor and the
worker relating to operation of the home, methods of handling problems, provision
of services, activities, and planned progress toward other goals; i.e., making
necessary safety improvements or completing required training:

Homefinder's Evaluation of Home As A Potential Adult Family Home:

Licensing Requirement(s) Not Met: . Date to be Corrected:
1.
2.
3.
4

SQY0DAY ANV ININNVId

INAWITIOV

NOILVATYAR

Other Comments:

SS Manual - 1518
David v.

DSHS 10-45(X) Rev. 9/79 ' Pege 4 of 5
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FOR LICENSE HOMES

Application Received

FULL CASE NUMBER

Home Visit(s)

(Date) (Dates)
' || withdrawm Reason(s)
(Date)
[:] Licensed: From TO Number Licensed For
(Date)
| | Denied Reason(s)
(Date) (Refer to WAC)
Date Notification Letter Sent Date DSHS 10-20(X) Submitted
Service Worker's Signature, Classification, Unit Date
FAIR HEARING
I1f Fair Hearing Applied For, Date Fair Hearing Date
| N’
! Date Decision Received Denial Upheld Date
Denial Reversed 7 Date
|
|
I
| .
|
;
|
SS Manual - 1519
~— David v.

DSHS 10-45(X) Rev. 7/79
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06.99 (cont.)
DSHS 10-47A(X)
Rev. 77 - 1/84

DSHS 10-47A(X) (Rev. 5/75), FAMILY DAY CARE HOME REQUIREMENT AGREEMENT

Instruc tions

Fom self¥exp1 anatory.

FAMILY DAY CARE HOME REQUIREMENT AGREEMENT

PROVIDER'S NAME. TELEPHONE NO.

ADDRESS. P

The has been di d and agreed upon with the day care provider:

Chech
1. Non-discrimination both in child d for care and those employed )
2. Nutritious snacks and meais will be provided (]
3. Altpol 1eaning flulds or powders are kept out of reach of children. Home will be iree of hezerds ()
dangsrous to children
4. Any changes in ciraumetances will be npome to the local office : ()
8. Confidentlaiity of tamily i 0 children In care will be respected ()
8. Buaheu aspects of day cere dwcumd Fees chorqed payment procedure i state paid child care, Social ( )
y and porting, liability

1. onvldev will advise Local Office when home has capacity number of children : « )

8. Nomore than two children under the age of two, i

fuding the provider's own chil willbe cared torinthehome. ( )

9. Provider will maintain attendance record and registration information and have an emergency medical plan for each ( )

child in care.

10. Provider will report any evidence of child ebuse, neglect or -bandonmom to the local office. « )
11, Provider has been fumished with y of I i ()
12.  Provider has a right to 8 Fair Hearing if license should be mvokod ()
13. Perlodic review of Dsy Care Facllity by worker. ()

Care Provider's statement of diaciptine policy:
indicate preference of age, range of cﬁildren, number desired, and/or other p or limitations a8 to chil pted for
care, Intorest in reterral of children:
Regord brisfly any other agreement between day care provider and worker relatpd to the operation of the home or care of children.
DAY CARE PROVIDER'S SIGNATURE (DATE) UIGENSING WORNER S GIGNATORE DATE)

OBMS 10-47A00 Rev. 8/787QX

SS Manual - 1520
David v.
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06.99 (cont.)
DSHS 10-51A(X)
Rev. 77 - 1/84

10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES

-022

-026

-028

-030

-032

-034

-036

Ins truc tions : SS Manual - 1521
David v.

For family care, see instruction 3 for DSHS 10-11(X), Application for
Family Home License. The application should be completely filled in and
be accompanied by all required attachments; otherwise, contact applicant
for missing infomation. License may not be issued until the application
is complete. :

For a new application, references must be checked by licensor before
issuance of a license.

Until further notice, enter N/A unless a local police check has been
made in accord with current policy.

Waivers or exceptions may be considered in some instances.

Waivers may be approved by CSO adminis trators and a copy must be in the
file at the home. '

Ability to provide suitable care may be rated Yes, No, or P depending on
the demonstrable experience of the applicant and the licensor's evalua-
tion of that experience.

A physical éxamination shall be required where the licensee's health may
be questionable.

Lacking evidence to the contrary, presumed compliance may be assumed in
respect to the applicant's mental health, history of criminal convictions,
and history related to child abuse. The applicant's self report may be
the only source of information.

Where there is doubt about an applicant's age, a birth certificate,
driver's license, or identification issued by the State Liquor Control
Board should be required as verification.

The license should be within easy view of a person registering or placing
a child in the facility.

Responses should be limited to Yes or No for homes to be relicensed; may
include P for agency seeking initial license. Does not apply to foster .
family homes for children, expectant mothers, developmentally disabled
adults and adults in need of protection.

If there is no evidence that the applicant uses 1llegal drugs or is alco-

holic, a P for presumed compliance to this rule should be entered for
these 1items.

Conviction of a felony and imprisonment within the previous seven year
period may be determined from a police check.
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06.99 (cont.)
DSHS 10-51A(X)
Rev. 77 - 1/84

DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cdnt.)

-038

-040

An applicant who has previously had a licensed denied, suspended or
revoked may receive a license provided that they are able at the time
of application to establish their ability to confom to the licensing
requirements.

Refers to fraud or misrepresentation in the licensing process.

There is presumed compliance unless the licensee is shown to be aware of
or involved in illegal act on the premises.

Refers to substantiated abuse, neglect or exploitation of a child or
injury or illness resulting from negligence.

Repeatedly generally means two or more times; not applicable to new
applicant.

Presume compliance for new applicant.

May include improper groupings in day care centers or inadequate atten-
tion to or control of children in other facilities.

Refusal to pemit inspection of premises and records and clearly violates
the licensing statutes.

Denial of access to clients or staff also represents a violation of the
statutes.

License may be issued for less than maximum permitted by the rules
because of the ages and characteristics of persons being served, the
physical accommodations of the facility, the numbers and skills of the
licensee, staff, and family members.

Licensee shall not refuse to serve members of specific racial, religious,
or ethnic groups.

Licensee shall not refuse to employ members of specific racial, religi-

=042

-044

ous or ethnic groups, except that a religious corporation or association
may limit their employees to members of that religious group.

Clients shall have opportunities to attend services of their choice.

A statement by the parents of an Indian child placed in care shall be in
the child's file when those parents do not wish placement in an Indian
foster home, etc.

A copy of an ancestry chart shall be in the file of nonenrolled Indian
children (unless contrary to the parents' wishes).

Efforts to recruit Indian foster homes and place Indian children therein
shall be documented in the children's files.

SS Manual - 1522

David v.
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06.99 (cont.)
DSHS 10-51A(X)
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SS Manual - 1523
David v.

10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

For agencies whose caseload comsists of 10% or more of Indian children:

1. The written policy and procedures regarding the rights of Indian

-046

-048
-050

-052

-054

-056

-057
-058

-060

-062

. =064

-066

clients should be submitted with the application.

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director.

Disciplinary policy should be submi tted with application; should pro-
hibit corporal punishment except as permitted in WAC 388-73-048.

1f a reasonable disciplinary policy is stated in writing, subsequent
compliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by observation, com—
plaint, or statement of operators, etc. C

All suspected incidents of child abuse or neglect shall be referred to
Child Protective Services. '

Provisions of the Interstate Compact on Children and the Interstate
Compact on Juveniles will be applied when appropriate, with coples of
required forms in appropriate case files.

For applicants, familiarity with the requirement is necessary; future
compliance may be presumed.

For licensed agencies, a periodic review of a significant sample of
files should verify inclusion of required infomation.

In the absence of an incident of noncompliance (nonreporting), compli-
ance is presumed.

Compliance is presumed unless an incident of nonreporting becomes apparent.
Compliance shall be documented by a ledger or other appropriate record.
Unpaid chores do not include those activities necessary for the basic
maintenance of the facility, particularly if the facility is a working
ranch. Unpaid chores will generally be limited to 2 1/2 hours per day.

Licensors must inspect for the presence of seat belts and for appropriate
child restraint devices for children 0-5 years.

Licensors.shall verify compliance by inspection.

Compliance may be presumed for an applicant not currently caring for
children.

-100 Visual inspection by the licensor should confim substantial compliance.

L
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10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

-102

-104

-106

-108

-110

-112

-116

-118

Visual inspection by the licensor should confirm substantial compliance.

Compliance to the requirement for adult supervision may be presumed if
licensee or applicant is aware of the requirement.

Al ternate methods of making weapons inaccessible may be considered.
Compliance must be verified by a visual inspection.

Bedrooms

Visual inspection should verify that unauthorized areas are not used as
bedrooms. »

Visual inspection should verify if a room is an outside room.

Visual inspection should verify that there are separate bedrooms for

opposite sex of children over 6 years.

Measurements should be taken of occupancy area, bed width and space
be tween beds.

Cleanliness of bedding and mattress, and waterproofing where required
may be verified by visual inspection.

Weekly laundering may be presumed if bedding appears clean; bedding must
be clean even if more frequent laundering is required.

Compliance to use of upper bunk may be verified by observation and
infomation provided by licensee.

Visual inspection of sleeping arrangements should verify that adult is
on same floor, etc., as child under 6 years and no child over one year
shares room with adults.

Special care room shall be visually inspected by the licensor.to assure
that a child placed there can be supervised and that toilet and lavatory
facilities are readily accessible.

SS Manual - 1524

Ki tchen Facilities A David v.

Supervision of preschooler may be verified by visual inspec tion or must
be presumed if opportunity to observe does not occur.

Visual inspection should verify adequacy of kitchen in family homes.

Visual inspection should verify that there are adequate laundry facili-
ties and the temperature at which the heater is set.

All requirements of WAC 388-73-118 shall be verified by visual inspection.
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06.99 (cont.)
DSHS 10-51A(X)
Rev. 77 - 1/84

-140

DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

-120 Measurement of footcandles is' required only where visual inspection
raises doubt about adequacy of lighting.

-122 1If visual inspection or complaints do not indicate presence of pests,
compliance may be presumed. -

~124 For a family home, local health department inspection should be reques ted
where a visual inspection by a licensor indicates a defect in a private
sys tem. :

-126 Health department testing is required of private water sources.

-128 Compliance may be presumed unless there are complaints or licensor
observes noncompliance.

-130 Compliance ghould be verified by visual inspection.

-134 Red Cross card or other certificate of completion verifies first aid and
CPR training.
First aid equipment should be inspected.

-136 Inspection of medicine cabinets shall be made to verify compliance
regarding storage and labeling.
Written approval to disburse medication should be reviewed.
Proper disposition of unused medication may be presumed unless observa-
tion indicates otherwise.
Except for foster family homes:
Inspection of record of medications administered should verify compliance.

~138 Where individual administers own medicine, licensor will visually inspec t:

Written statement of patient's own ability

Storage - of medication

\

Compliance with this WAC should be apparent from a review of case files.

The physical examination should be at least the equivalent of an EPSDT
screening. ‘

A child's Immunization Status fomm should be in the child's file.

Written exceptions should be in file. SS Manual - 1525
' David v. .
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DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)
-142 TB test results should be filed at time of application.
Test results and doctor's report should indicate whether or not staff
has active TB.
~144 Presume compliance unless applicant reports otherwise or observations
indicate noncompliance.
-144 (For Foster Homes)
May be observed if compliance visits are made at meal time.
-144 (For Day Care Homes)
Licensor may note the foods served when vigits are made at meal or snack
time.
-146 (Cribs for Infants) _
A visual inspection by licensor is sufficient unless there is an appar-
ent discrepancy.
-302 and 420
: Attendance verified by attendance record of meetings.
-146(8)
Plan shall include suitable activities for infants.
Licensor shall inspect toys and equipment.
=310 and 426 Fire Safety

Licensor shall inspect all those items that are observable at the time
of licensing.

Homes Other Than Day Care

~-304

-306

-058

Capacity

Compare WAC 388-73-038; a home should be licensed at less than the levels
pemitted in this requirement when the licensor has questions about the
applicant's capability to care for the number of children or adults
request or pemitted, particularly if they have characteristics which
make their care more difficult than unusual.

Written approval shall be in the foster home file. SS Manual - 1526
David v.
Income infommation shall be in the foster home file.

Verification of allowance of child in foster family care shall be made
by statement of foster parent or child.

Verification of allowance for child im grbup care shall be made by
reference to ledger or other record maintained for this purpose.
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DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)
-308 (1) Pemmission for foster parents/sponsor to place child elsewhere shall
be written.
(2) Pemmission for travel shall be written. SS Manual - 1527
Day Care Homes Only ~ Davidv.
=422 Capacity
Adherence to licensed capacity confirmed by monitoring visits, announced
and unannounced.
=402 Visual inspec tion during compliance visits should confimm compliance with
nap schedule and sleeping arrangements.
-404 Arrangement for ill children shall be reviewed at time of licensing and
relicensing.
-406 Bedding, etc., should be visually inspected during licensing and moni-
toring visits.
-408 Compliance should be verified by visits made at the appropriate time of
day.
-410 Applicant shall submit a copy of handout for parents at the time of
application. .
-412 Licensor should review schedule of activities for confommance to these
requirements and monitor against that schedule during visits.
~424 (1) Licensor shall visually inspect outdoor and indoor play areas for
presence of appropriate equipment. :
(2) Licensor shall observe supervision during compliance visits.
Provider should have written permission on file available for
- inspection.
(3) Licensor should review schedule of activities for confommance to
these requirements and monitor against that schedule during visits.
(4) A fence 1s required to separate play areas from traffic or other
potential hazards.
=402 (1) Compliance is pi‘esumed unless observation indicates otherwise.

(2) Declaration of the operator shall be accepted regarding provi-
. 8lon of rest periods unless observations indicate otherwise.

(3) Verified by inspection of sleeping facilities.

-404 Compliance presumed unless observation indicates otherwise.
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DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

-406 (1)
(2)
(3)
(4)
=408 (1)

(2)
3)
(4)

Ve rif'ied by inspection.
Verified by inspection.
Verified by inspection.
Verified by inspection.

Meeting of physical needs observed, meeting of emotional needs
presumed.

Observed.
Should be observed by licensor.

Should be observed by licensor.

-410 A copy of this infommation should have been submitted with application.

-412 Should be described in program description submitted with application

and verified by licensors observations. - -

Day Care Homes

=422 Adherence to capacity limitations verified by unannounced visits.

Copies of waivers or exceptions must be in the licensing file.

Presence or absence of assistant observed in unannounced visits.

-424 (1)

(2)

(3)

(4)

Safety, sultability and adequacy of variety of play equipment and
toys shall be estimated by licensor from physical inspec tion.

Unannounced visits by licensors will verify adequacy of supervision.

Written parental pemmission must be available for children visiting
friends, etc.

Discuss with the day care parent and the licensor's observations
during visits shall serve as criteria for compliance.

Adequac'y of play area is dependent on number and ages of children
in care. A fence 1is required to separate the outdoor play area
from traffic or any potential hazard.

SS Manual - 1528
David v.
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DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES

SOOALS
SBRVICE

O Foster Fam

O Family Crisi

ng

LICENSING FAMILY CARE

ily Home {tor children O
(expectant mothers O

{to be used as a receiving home [J

s Residential Center (CRC)

O Family Day-Care Home

O Aduit Family Home

Namse and Address of Home

New O
Renews! O
Othor Review )

CHECK LIST FOR . !
: i

|

|

Date of E i

Name of Evaluator
DSHS Office
Name of Certitying Private Agency, if any

Capacity . Age Range thru and sex of persons servad.
Put Appropriate v = Aule is Met Uk = Unknown if Rule is Met !
Entry In Column X = Rule not Met W = Waiver or Exception Granted (WAC 388-73-018)
NA = Not App! P = Presumed C (no 0 y)
WAC 388-73- :
018 Licensee has copy of waiver, if any ____.  Misappropriated property of clients
— 022 Proper person(s) signed application ——— Been fiscally Irresponsible
—___ Compiete application on lite —Provided Inadequate supervison
—  References checked — Refused to permit inspection of
_—  Law entorcement check made premises
— 028 Licensee not directly involved in — Denied access to records
licensing/certitication or author- ——— Denied access to clients
izing payment or placement — 038 Capacity Consistent with Regs.
_ Only 1 category of care in facility (See-304, Foster Home;-422, Day Care)
PO Persons are of good character & have —— 040 L does not i in
Ability to provide suitable care —— Admission poticies
Good physical health ___- Employment Practices
No history of mental iliness — . 042 Freedom of religion facilitated
No criminal convictions —— 046 Ad written di Y P
No substantiated child abuse w—  Discip Yy practices are
_— Applicant at least 18 years old — 048 Corporal punishment not used or
—_— Applicant does not use only as lastresort
IHegal drugs — 050 Clients protacted from abuse. neglect
Is not alcoholic, snd has not: 3 i o contirmed plai
Been convicted of a felony —— 054 Confidentiality of Ri ds P

IR

Been In prison within 7 years

Had a license denied,

suspended or revoked

Committed fraud or misrepresantation
Permitted illsgal acts on premises
Permitted abuse, neglect or
inditferent care of clisnts

Repeatedly provided insutficient
numbers of or unqualified staft

Client records include:

Names & Birthdates

Dally Attendance (day care)
Dates of Admission, Absances
& Discharge (foster care)
Name, address, phone of parents
&/0r other emergency contacts
Dates of illness, accident
medication & treatment, &

time & by whom given

OSMS 10-51 A(X} (Ree,

12-81)

Page 1 of 5 pages

SS Manual - 1529
David v.
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06.99 (cont.)
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DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

Checklist for Licensing Family Care (Cont'd)

|
L TEEE T

57

o

|
REIERINE

— 082

|
8

(NA to CRC) dates & type of
immunlzation

{NA to CRC) other pertinent health
information

Consent for medical care

Names of persons authorized to
remove client from facility

Auth tor admission of client
{for CRC-record of:

Time & date of placement

Reasons tor placement)

Following events properly reported:
tnjury or death of client

Child abuse, neglect, abandonment

Food poisoning or icabl
disease
Hness or e to icable

disease (day care only)

Serious injury, death or abandonment
of an enrolled Indian chitd reported
to tribal council (-044)

Changes in circumstances reportsd:
Change of address or phone no. '
Conforms to license specifications
regarding numbars, ages, sex.
Reports fires and structural changes
Reports marriage, divorce, death &
changes in household composition
(Not appticable to day care)

E. .h child given tegular allowance
Money & personal belongings given
to client at discharge

Work assignments are appropriate
Cilients not responsible for basic
maintenance

Vehicles safe

Driver(s) praperly licenssd

Carries liability and medical
Insurance

Seat balts or other devise provided
2nd adult if more than 6
preschooters

Vehicle not over-crowded

Fecility on weli-drained site

Promises are free of d

A ible to other Y
facilities

At least one telephone on

premises

RN

-

12

d
z

Facllity ctean and sanitary
Facllity free of hazards

In good repair

Handrails provided as needed
Operable emergency lighting
For pre-school aged children-
building & equipment free of
fiaking, lead-based paint
Firearms used only under
competent aduit supervision
Firearms kept in locked storage
Suitable storage space for:
Clothing & personal possessions
Play & teaching equipment &
supplles (dsy care)

Records & files

Cots, mats & bedding (day-care)
Cleaning & toxic supplies
inaccessible to pre-school age
children

Adequate facilities for storage,
preparation & service of food
Preschoolers supervised in
kitchen .

Adequate facilities for

Solled linen

Clean linen

Laundry equipment

Drying equipment

{not required if commercial taundry
services used, or if bedding & clothing
pravided by parents in a day-care sstting)

18

T

At least one indoor flush type tollet
At least one lavatory with hot & cold
or tempered water

At teast one tub or shower

Tollet & bathing faciiities provide

_privacy for persons over 8 years of age

ToNats, urinats & sinks are of
appropriste height for chitdren
Proper equipment for toilet training
toddlers

Toileting equipment is sanitary
Bathing faciiities have grab bars

or other approved satety measures
Pre-schoolers not left unattended
in tub

Soap & individual towels provided

D8NS 10-97 A(X) (Rev 12-81)

Page 2 of 5 pages
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David v.
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06.99 (cont.)

DSHS 10-51A(X) (cont.)
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~ DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

Chacklist for Licensing Family Care (Cont'd)

—_— 120 Lighting fixtures are adequate
____ 30 Fi.-candles tor study & food
service areas
15 Ft.-candles elsawhere

— 122 Premises free of rodents, cock-
roaches, files & other insects
—_— 1 Sewage discharged Into public

system or approved pvt. systsm
126 Public water supply or approved
"private system

____ Individual drinking cups or glasses

128 Temperature at least 68° F. during
waking hours

____  Temperature at least 60° F. during
steeping hours

130 Home is adsquately ventilated

—___ Toilet & bath vented by window or
by mechanical means

132 Written plan of action for
medical emergencies

—__  Plan for health supervision

—_ 1 Basic first ald training

___ For at least one foster parent or
sponsor

——  Training includes CPR

____or an approved plan for training

— Ad te first aid suppl

——— Include syrup or ipecec

— For day care home, always & trained
person present '

138 Medications properly stored

. External & internal medicines
separated

in properly
container
to U
Written parental or court permis-
sion to disburse medications
Doctor's approal (prescription
{abel)
Unused medications property
disposed of
Fot family day-care homes:
____ Record kept of medicines given
____  Prior approval for “as needed”
medications
—_ 138 Selt i
—_  Written statement of patient's
abitity to take own medicine
— individual's medications kept
unavailable to others

originat
A

140

Haalth history, physical exams,

immunizations:

Health history for each person in

care

Child under regular medical

supervision

or had physica!l within one year

prior to admiasion

or physical within 30 days after

admission

Yearly exams tor child not under

regular medical supervision

Children properly immunized and/or

immunizations in process, or
N ption to requi

Staft T8 test results on file

Staft with active infectious disease

not on duty

Appropriate food served

Raw milk not served

Skim milk & reconstituted non-fat

dry mitk not served to children

under 2-1/2 years

Reconstituted milk properly prepared

For Foster (children or aduits)

3 meals provided per day
No more than 14 hours between
evening meal & breakfast

For Day Care Homes

e

For children in care 5-10 hours
one-third daily food needs provided
For children In care more than 10
hrs. one-half daily food needs met
Chiidren arriving betore 7 am

receive breakfast (1/4 daily food
neods)

ANl children receive adequate mid-am
and pm snacks

Cribs for infants

Firm, waterproof mattress

Made of wood. metal or approved
plastic

Secure latching device

Maximum of 3/8" space between
slats for infants under 8 months
Mattress fits snugly in crib R -

—___ 302 & 420 Applicant/licensee

of & traini

p arranged or

approved by the department

D81 1041 A(X) (Rev. 12-81}

Page 3 of 5 pages

SS Manual - 1531
David v.
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HOMES (cont.)

Checklist for Licensing Family Care (Cont'd)

310 & 426 Firo Safety

____  Rooms used by clients have:

2 doors or

1 door exiting directly outside

or a window suitable for exit

Exits trom occupied areas not
subject to blocking

Laddsers, folding stairs & trap
doors not used

Bathroom door tocks can be ppened
from outside

Closet doors opensbie from inslde
Stoves & heaters do not block
escape routes

Poisons & flamables properly
stored. Not near exits

Open flame & heating appliances not
feft unattended

Regutar fire drille held

Proper fire extinguisher provided
Smok near slesping srea
Local tire authority cohsulted

in questionable cases

NIEEEIEE.

HOMES OTHER THAN DAY CARE

e ity — Children & Exp. M

No more than 4 foster children

No more than 6 including own children

No more than 3 expectant mothers

No more than 2 persons require nursing

care (licensee qualitied —__)

No more than 2 chiidren under 2 years

Numbers exceeded for care of one

child or singte family ot chiidren

RECEIVING HOME:

—— No more than 8 foster and/or own
children

CRISIS RESIDENTIAL CENTER:

— No more than 4 chiidren (including .
own)

——  No more than 2 In crisis care

ADULT FAMILY HOME:

__ No more than 4 aduits in care

—— No more than 2 persons require

nursing care (licenses quatified — )

IIE

DSHS 10-51A(X) (Rev. 12/81), CHECKLIST FOR LICENSING FAMILY

308

[«].-]

I

Writtan approvat for outside
employment

rt own

PP ,

Q to
tamlly

Clients not placed eisswhere
without proper consents

Sultable arrangements tor client
care during temporary absence of

foster parent
Proper consents for clients to

pany foster pa on ded
trips

Chitdren given regul
Clisnt given money & personal
betongings at discharge

Bedrooms

Only authorized areas usad as
badrooms

Each bedroom is an outside room
Separate bedrooms for sexes over

8 yoars of age

Multiple occupancy bedrooms contain
at least 50 square feet per ocoupant
(exciusive of closets)

At least 30 inches latterly between
beds

Singte occupancy bedrooms at feast 80
square feet

Each person has bed of his/her own
No more than 4 persons per bedroom
Bed at least 30" wide

Clean, firm mattress

Clean pillow, sheets, blankets
Watsrproof mattress covers for
incontinent persons

Waterproo! or washabie plilow cases
Upper bunk of doubledeck beds not used
tor preschoolers, expeciant mothers

of handicapped persons

Only ane mother & infant per

bedroom (100 square feet)

Shests & piliow cases laundered weekly
Persons over one year of age do not
slesp In same room as staf!

CRIBS — sse—146

OfXS 1081 A(X) (Rev. 12-81)
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DSHS 10-51A(X) (Rev. 12/8l), CHECKLIST FOR LICENSING FAMILY HOMES (cont.)

DAY CARE HOMES ONLY

— 422 Capacity — Home is licensed for
—— No more than 8 children (less own
children under 12 years of age)
—— No more than 2 under 2 years {inciuding
own)
—__ Additional children in care for
tess than 3 hours
__ Never more than 10 (including own)
ant (age 16+) Present When:
———  More than 8 chiidren present, or
—__ more than 8 & any are under 2 years
— 402 Child not normally in care in

excess of 10 hours per day
Supervised rest periods for children
under 5 years who are in care in
excass of 6 hours & for others who
show a need for rest
____ Children under 2-1/2 years nap
soparately from older children
404 Child observed daity for lliness
— I, tired, upset children piaced
in supervised quiet rest area
——_ Saverely ill children properly
attended until returned home
406 Separate bed, cot, mat, etc.
provided each child for whom rest
period required
— 30 inches Iatterly between beds,
cots, otc.
—— Infants (under one year) provided
cribs (see — 146)
____ Mats & mattresses encased in
cleanable impervious material
— Cots are cleanable
____ Adequate clean bedding for each
napping chitd
____  Each child's bedding stored
separately from that of other
children .
— 408 Night-time programs adapted
appropriately:
_.—  Chid/staff ratios same as for
day time care
. Children always within visual or
hearing distance of staff
——  Grouping such that sleeping child-
ren not disturbed by arrivat or
departure of others

»

10

NRRRRERES

o &~
s a

|11

Children provided dinner if not ted
before arrival

Children provided a bedtime snack
Children provided breaktast it in
care after usual breakfast hour
Following written information
given parents

Typlical daily schedule

Admission requl s & proced
Hours of operation

Meals & snacks served

Fees & payment plan

Care of sick children
Transportation arrangements

Field trips

Disciplinary policies

Religious activities, it any
Program for preschoolers promotes
Large muscle development
Intellectual development

Social development

Good heaith habits

Suitable play equipment for.
Climbing

Pushing — pulling

Riding

Variety of Indoor Play Equipment, Inc:

AN

424-2

Art material

Musica! material

Table top toys

Other

All equipment is safe

Children are always under adult
supervision

Competent adult substitute when
day care parent absent

Written parental permission if
schooi-age child visits friends

or participates in community
activities

Evidence of planned program
Both group & individual activity
Pariod of free play

Day-care parent active with children
Program promotes physical, mental
& social skills of children
Adequate space indoors and
Outdoors

Outdoor area fenced if conditions
80 require

OSHS 10-51 A(X) (Rev. 12-87)
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DSHS 10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP
CARE FACILITIES

. Instructions : SS Manual - 1534

David v.
-016 Copies of waivers shall be in agency's licensing file.

-022 For family care, see instruction 3 for DSHS 10-11‘(X), Application for

Family Home License. The application should be completely filled in and
be accompanied by all required attachments; otherwise, contact applicant

for missing information. License may not be issued until the applica-
tion is complete. :

For a new application, references must be checked by licemsor before
issuance of a license. '

Until further notice, enter N/A unless a local police check has been made

in accord with current policy.
-026 Wailvers or exceptions may be considered in some instances.

-028 Enter "YES" or "NO" or "W" as appropriate. Enter "W" only if a written
exception to policy has been granted and is on file.

-030 Ability to provide suitable care may be rated Yes, No, or P depending on

the demonstrable experience of the applicant and the licensor's evalua-
tion of that experience.

A physical examination shall be required where the licensee's heal th may

be questionable.

Lacking evidence to the contrary, presumed compliance may be assumed in

respect to the applicant's mental health, history of criminal convictions,

and history related to child abuse. The applicant's self report may be
the only source of infomation.

-032 Where there is doubt about an applicant's age, a birth certificate,
driver's license, or identification issued by the State Liquor Control
Board should be required as verification.

~034 The license should be within easy view of a person registering or placing

a child in the facility. .

Responses should be limited to Yes or No for homes to be relicensed, may

include P for agency seeking initial license. Does not apply to foster
family homes for children, expectant mothers, developmentally disabled
adults and adults in need of protection.

If there is no evidence that the applicant uses illegal drugs or is alco-
holic, a P for presumed compliance to this rule should be entered for
these 1items.

Conviction of a felony and imprisonment within the previous seven-year
period may be detemined from a police check.
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10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP

-038

-040

~-042

-044

CARE FACILITIES (cont.)

Instructions (cont.)

An applicant who has previously had a licensed denied, suspended or
revoked may receive a license provided that he/she is able at the time

of application to establish his/her ability to confom to the licensing
requirements.

Refers to fraud or misrepresentation in the licensing process.

There is presumed compliance unléss the licensee is shown to be aware of
or involved in illegal act on the premises.

Refers to substantiated abuse, neglect or exploitation of a child or
injury or illness resulting from negligence.

Repeatedly generally means two or more times; not applicable to new.
applicant.

Presume compliance for new applicant.

May include improper groupings in day care centers or inadequate atten-
tion to or control of children in other facilities.

Refusal to permit inspection of premises and records and clearly violates
the licensing statutes.

Denial of access to clients or staff also represents a violation of the
statutes.

License may be issued for less than maximum permitted by the rules
because of the ages and characteristics of persons being served, the
physical accommodations of the facility, the numbers and skills of the
licensee, staff, and family members.

Licensee shall not refuse to serve members of specific racial, religious,
or ethnic groups. ‘

Licensee shall not refuse to employ members of specific racial, religious
or ethnic groups, except that a religious corporation or association may
limit their employees to members of that religious group.

Clients shall have opportunities to attend services of their choice.

For agencies whose caseload consists of 10% or more of Indian children:

1. The written policy and procedures regarding the rights of Indian

clients should be submitted with the application.

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director.






DSHS

Manual G

06.99 (cont.)
DSHS 10-51B
Rev. 77 - 1/84

10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP

~-046

-048
-050

-052

-054

-056

-057
-058
-060

-062

-064

-066
-068
-070

-072

CARE FACILITIES (cont.)

Instructions (cont.)

Disciplinary policy should be submitted with application; should pro-
hibit corporal punishment except as permitted in WAC 388-73-048.

If a reasonable disciplinary policy is stated in writing, subsequent
compliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by observation, com-
plaint, or statement of operators, etc.

All suspected incidents of éhild abuse or neglect shall be referred to
Child Protective Services.

Provisions of the Interstate Compact on Children and the Interstate
Compact on Juveniles will be applied when appropriate, with copies of
required forms in appropriate case files.

For applicants, familiarity with the requirement is necessary; future
compliance may be presumed.

For licensed a.géncies, a periodic review of a significant sample of
files should verify inclusion of required infommation.

In the absence of an incident of noncompliance (nonreporting), com-
pliance is presumed.

Compliance is presumed unless an incident of nonreporting becomes apparent.
Compliance shall be documented by a ledger or other appropriate. record.

Unpaid chores do not include those activities necessary for the basic
maintenance of the facility, particularly 1f the facility is a working
ranch. ' .

Licensors must inspect for the presence of seat belts and for appro-

riate child restraint devices for children 0-5 years.
P - y SS Manual - 1536

Licensors shall verify compliance by inspection. David v.

Compliance may be presumed for an applicant not currently caring for
children.

Personnel policies, etc., are to be submitted with the agency's applica-
tion. :

For agencies employing five or more persons, a copy of the in-service
training plan must be submitted at the time of application.

Compliance may be presumed for new applicants. Case records should
verify compliance for functioning agencies.
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10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP

-074

~-076

-078

-080

-602

-604

-606

CARE FACILITIES (cont.)

Instructions (cont.)

Coples of degrees may be used as verification.
Schedule of supervision should be provided.

Written agreement must be reviewed.

The social study should be developed or assembled so that it is easily
identified as a social study.

Sufficient school infommation should be available to and in placement
and follow a child's progress:

Reports necessary for planning for the child should be available.

Sufficient personal and family history should be available to develop
plans.

Goals and objectives shall be specific so that progress can be objec t-
ively received. ,

Progress reports should 1nd1cat»e‘ verifiable progress toward planned
objec tives. '

From Child Placement Guideline and referral material.

May include written agreement with other agency providing service to
family.

Estimated from staffing chart and completion of required reports and
records. T

Compliance is presumed if the facility is maintained in good repair,
nutritious meals are served and residents are not perfomming basic
maintenance services.

The child's need for group care is verified by the child placement
guideline fomm.

These services and activities must be included in the program descrip-
tion submitted with the agency's application. An application is
incomplete without the inclusion of this statement.

(1) The director's understanding of the role of the agency shall be
attested to by the prepared statement of the agency program, refer-
ence letters, and past experience.

The director's age, if in doubt, should be verified by a document
including birth certificate, driver's license, etc. College trans-
cript or degree shall be submitted, or reference from facility at
which previously employed, or letter of recommendation from licens-
ing or supervising agency if previously a foster parent.





Manual G

06.99 (cont.)
DSHS 10-51B
Rev. 77 - 1/84

DSHS 10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP
CARE FACILITIES (cont.)

Instructions (cont.)

(2) Ages of staff shall be verified by copy of driver's liéense, etc.

Educational attainment of staff shall be documented by copy of
~ degree, diploma as school record in personnel file.

Provision of adequate supervision staff shall be attested by copy
of shift schedule and licensor's observations.

-608 Compliance shall be documented in the plan for health supervision sub-
mitted with the application, by a review of client records, and by
licensor's observations.

-610 Compliance to items 1 through 6 are ascertained by visual inspection by
the licensor and review of the floor plan submitted with the agency's
application.

-804 Compliance is presumed unless referring agencies indicate otherwise.

SS Manual - 1538
David v.
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DSHS 10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP

CARE FACILITIES

SOCALA.
BB

gqs

CHECK LIST FOR .
0 LICENSING OR CERTIFiCATION O

OF GROUP CARE FACILITIES

Group Care Facility

Juvenile Detention Facitity {JDF)

Name and Address of Facility

o
a]
a gional Crisis Residential Center (RCRC)
0

Other Group Care Crisis Residential Center (CRC)

New
Renewal
Other Review

ooa

(CRCs means both types of
Crisis Residential Centrs)

Date of Evatuation

Name of Eval
DSHS Office
Capacity Age Range thru and sex of parsons served.
Put Appropriate v = Rule is Met uk = Unknown if Rule is Met
Entry in Column X = RAule not Met W = Waiver or Exception Granted (WAC 388-73-016)
NA = Not Applicabl P =P d Compli (no to contrary)

WAC 388-73-

|1

SIS

|

CRC’s-Runaways are minima!
Licensee has copy of waiver, it any
Proper person(s) signed application
Complete application on file
Reterences checked

Law enforcement check made
Persons are of good character
Have ability to provide suitable care
Have good physical heaith

No history of mental iliness

No criminal convictions

No substantiated child abuse
Applicant at least 18 years old
License is conspicuously posted
Applicant and/or chief executive
officer does not use

Iitegal drugs

13 not alcoholic, and has not:

Been convicted of a felony

Been in prison within 7 years

Had a license denied,

suspended or revoked

C itted traud or misrep
sentation

Permitted illegal acts on premises
Permited abuse, neglect or
inditferent care of clients

036 Con't.

nep YP

numbers of or unqualitied staff

Migsappropriated property of clients

Been fiscally irresponsibie

Provided inadequate supervision

Refused to permit inspection of

premises .

Denied access to record:

Denied access to ctients

Capacity Consistent with Regs.

Licensee does not discriminate in

Admission policies

Employment practices

Freedom of religion facilitated

1t 10% of clients are Indian,

Indian consultants are used to:

Train statt and to

Develop resources to meet needs ot

Indian clients .

6 Adequate written di
policies
Disciplinary practices are reasonable

— 048 Corporal punishment not used or

only as last resort
Clients protected from abuse,
neglect, exploitation —

“no contirmed complaints

[LEE[T P

|
2%

|

iplinary

DS 1051 0 (Rev. 12-81)
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CARE FACILITIES (cont.)

Checklist for Li

— 082

56

I‘Io

57

o

|
[TTET T

ing/Certitication of Group Care Facilities {cont'd)

Interstate placements contorm to
CH 26.34 RCW, or, for CRCs, to
CH 13.24 RCW.

Confidentlatity of records protectad
Client records inciude:

Name, address, phone of parents
&/or other emergency contacts
Dates of iliness, accident,
medication & treatment, &

time <. and by whom given
{NA to CRCs & JDF) dates and type
of immunizations

(NA to CRCs & JDF) other pertinent
health information

Consent for medical care

Names of persons authorized to
remove client from facility
Authorization tor admission of

client (CRCs & JOF: record of time

& date of placement

Person or org. making placement
Reasons for placement

Following events properly reported:
injury or death of client

Chitd abuse, neglect, abandonment
Food poisoning or icabl
disease

Serious injury, death or abandonment
of an enrolled Indlan child reported
to tribal council (-044)
Changes in ci reported:
Change of address or phone no.
Conforms to ficense specifications
regarding numbers, ages, sex
Reports major staff changes
Reports fires and structurat changes
Reports change of agency name
Not applicable to CRCs & JOF
Child given regular aliowance
Ledger for allowance & earnings
Money and personnel belongings
given to client at discharge

[[[[BBE[[] [|® |8

Q
-
||°

o
b~
~

o

74

|

o
~
@

Work assignments are appropriate
Clients not responsible far basic

maintenance
Vehicles safe

Driver(s) properly licensed
Carries liability and medical

insurance

Seat belts or other device provided
2nd aduit if more than € preschooters

Vehicle not over-crowded

g P

Personat hygiene items provided

Employers of 5 or more

Written personnel policies contain:
Staft duties and qualifications

Hours of work
Pay and fringe benefits

Statf informed of agency's

Pollck

ing regs.

[ 3
In-service tralning program in place
(employers of 8 or more)

{Not appiicable to CRCs & JOF)

Education plan for each

Non-high school graduate

Written educationali ptan on file
Vocstional training and job placement
assistance provided as appropriste .
Social service statt (NA for JOF)
Minimum of one statf with MSW
Non-MSWs have suitable BA degree
and are supervised by an MSW s
minimum of 2 hours per week

f social services are provided by
another agency there is a written

agreement

One full ime social worker for
svery 16 children in care (1to §

tor CRCs)

A sociat study for each person in
care, containing: (NA for JOF)

Justification of need for
Schoot records

care

Psychologicat and psychiatric reports

{when appropriate)

O8KS 1081 B {Rev. 12-81)
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DSHS 10-51B (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF GROUP
CARE FACILITIES (cont.)

Checklist for Licensing/Caertification of Group Care Facilities (cont'd)

076 Con't.
Personal and family history €08 Con't.
____  Written treatment plan for each ——  For JOF — during waking hours, one
person in care child care staff on duty for every
Quarterly progress reports . 10 children
—  Persons not inappropriately —  For RCRC — during waking hours one
admitted or retained in care child care staff for every 2 children
—___  Services provided to parents During sleeping hours 3 child care
—_— 078 Sufticient clerical, accounting staff for every 8 children {do not
and adm! ive staff provided count siseping statf).
’ — 080 Sufficient staff for maintenance ___  For other group CRC — during waking
of facillty and food service 8 hours one child child care staff for every
—— 802 Serves only chitdren needing group ’ 3 children in crisis care. During
care sipeping hours one child care staft
— 604 Not applicable to JOF for every 5 such children (do not
—  Written program description includes: count sleeping staff)
——  Education services —_ For all facitities — whenever only
——. Recreational services one child care staft on duty, a 2nd
— Therapeutic services person is on call
. Religious practices ——— Depariment may require additional
~ ___  Schedule of typicat dally activities statt for particularly difficult
— 608 Required positions children
__— Director is at least 21 — 608 Required nursing service provided
_____  Understands agency's fole by facility whose major purpose is
_____  Has BA in Social Sciences or care of chronically ill or saverely
allied field & handicapped children
—___ 2 years experignce — 610 Rooms are of adequate size and
——  Chiid care staft at least 18 properly equipped
____ Statf under 21 supervisad at all times ——— Living room (NA for JOF)
by someone 21 or otder . Dining area (NA tor JOF)
For CRCs 1/2 of child care stat! have ____ Statf quarters separate from but
2 years college & 1 year experience, near child bedrooms (NA for JOF)
or 3 years experience, or ____ Adequate administrative offices
BA in Behavioral or Soclal Sciences; . Adequate social services offices
——— Rest have high school diptoma and one (sep. from i }
yesar experience or two years ofcollege office if 13 or more children in
—  {NA to CRC & JDF) During waking hours care)
one child care staff on duty for every —— Visiting area provides privacy
eight children or major fraction of _ B4 Al crisis residential centers —
such number intake open 24 hours per day, 7
——  (NA to CRC) whenever more than eight days per week
children, at loast two adults on duty ___  Fire marshai's certificate of approval
at night (includes staff sleeping on fite
near chitdren) __——  Health Services Division certificate of
approval on file {Sections 100-146).
DAXS 10-51 8 (Rev. 12-81) Page 3 of 3 pages
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10-51C (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION DAY TREATMENT

-022

-026

-028

-030

-032

-034

- =036

PROGRAM

Ins tructions

For family care, see instruction 3 for DSHS 10-11(X), Application for
Family Home License. The application should be completely filled in and
be accompanied by all required attachments; otherwise, contact applicant
for missing infomation. License may not be issued until the application
is complete.

For a new application, references must be checked by licensor before
issuance of a license.

Until further notice, enter N/A unless a local police check has been made
in accord with current policy.

Waivers or exceptions may be considered in some instances.

Enter "YES” or "NO” or "W" as appropriate. Enter "W" only if a written
exception to policy has been granted and is on file.

Ability to provide suitable care may be rated Yes, No, or P depending on
the demonstrable experience of the applicant and the licensor's evalua-
tion of that experience.

A physical examination shall be required where the licensee's heal th may
be questionable.

Lacking evidence to the contrary, presumed compliance may be assumed.in
respect to the applicant's mental health, history of criminal convictions,
and history related to child abuse. The applicant's self report may be
the only source of infomation. '

Where there is doubt about an applicant's age, a birth certificate,
driver's license, or identification issued by the State Liquor Control
Board should be required as verification.

The license should be within easy view of a person regis tering or placing
a child in the facility. '

Responses should be limited to Yes or No for homes to be relicensed, may
include P for agency seeking initial license. Does not apply to foster
family homes for children, expectant mothers, developmentally disabled
adults and adults in need of protection.

If there is no evidence that the applicant uses illegal drugs or is alco-
holic, a P for presumed compliance to this rule should be entered for
these items.

Conviction of a felony and imprisonment within the previous seven year

SS Manual - 1542
David v.

period may be determined from a police check.
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10-51C (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION DAY TREATMENT

-038

-040

-042

-044

PROGRAM (cont.)

Instructions (cont.)

An applicant who has previously had a license denied, suspended or revoked
may receive a license provided that they are able at the time of appli-
cation to establish their ability to confomm to the licensing requirements.

Refers to fraud or misrepresentation in t:he licensing process.

There i1s presumed compliance unless the licensee is shown to be aware of
or involved in illegal act on the premises.

Refers to substantiated abuse, neglect or exploitation of a child or
injury or illness resul ting from negligence.

Repeatedly generally means o or more times; not applicable to new
applicant.

Presume compliance for new applicant.

May include improper groupings in day care centers or inadequate atten-
tion to or control of children in other facilities. -

Refusal to permmit inspection of premises and records and clearly violates
the licensing statutes.

Denial of access to clients or staff also represents a violation of the
statutes.

License may be issued for less than maximum pemitted by the rules because
of the ages and characteristics of persons: being served, the physical
accommodations of the facility, the numbers and skills of the licensee,
staff, and family members.

Licensee shall not refuse to serve members of specific racial, religious,

‘or ethnic groups.

Licensee shall not refuse to employ members of specific racial, religious
or ethnic groups, except that a religious corporation or association may
limit their employees to members of that religious group.

Clients shall have opportunities to attend services of their choice.

A statement by the parents of an Indian child placed in care shall be in
the child's file when those parents do not wish placement in an Indian
foster home, etc.

A copy of an ancestry chart shall be in the file of nonenrolled Indian
children (unless contrary to the parents' wishes).

Efforts to recruit Indian foster homes and place Indian children therein
shall be documented in the children's files.
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10-51C (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION DAY TREATMENT

-046

-048
~050

-052

-054

-056

-057
-058
-060
-062
-~ -066

-068

PROGRAM (cont.)

Instructions (cont.)
For agencies whose caseload consists of 10% or more of Indian children:

1. The written policy and procedures regarding the rights of Indian
clients should be submitted with the applicationm.

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director.

Disciplinary policy should be submitted with application; should prohibit
corporal punishment except as permmitted in WAC 388-73-048.

1f a reasonable disciplinary policy is stated in writing, subsequent com-
pliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by observation, com—’
plaint, or statement of operators, etc.

All suspected incidents of child abuse or neglect shall be referred to
Child Protective Services.

Provisions of the Interstate Compact on Children and the Interstate
Compact on Juveniles will be applied when appropriate, with copies of
required foms in appropriate case files.

For applicant's familiarity with the requirement is necessary; future
compliance may be presumed.

For licensed agencies, a periodic review of a significant sample of files
should verify inclusion of required information.

In the absence of an incident of noncompliance (nonreporting), compliance
is presumed.

Compliance is presumed unless an incident of nonreporting becomes apparent.
Compliance shall be documented by a ledger or other appropriate record.
Unpaid chores do not include those activities necessary for the basic

main tenance of the facility, particularly if the facility is a working
ranch.

Licensors must inspect for the presence of seat belts and for appropriate
child restraint devices for children 0-5 years.

Compliance may be presumed for an applicant not currently caring for
children.

Personnel policies, etc., are to be submitted with the agency's applica-
tion.
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=070

-072

~-074

~-076

PROGRAM (cont.)

Instructions (cont.)

For agencies employing five or more persons, a copy of the in-service
training plan must be submitted at the time of application.

Compliance may be presumed for new applicants. Case records should
verify compliance for functioning agencies.

Coples of degrees may be used as verification.
Schedule of supervision should be provided.
Written agreement must be reviewed.

The social study should be developed or assembled so that it is easily
identified as a social study.

Sufficient school information should be available to and in placement
and follow a child's progress.

Reports necessary for planning for the child should be available. -

Sufficient personal and family history should be available to develop
plans.

Goals and objectives shall be specific so that progress can be objec t-
ively received.

Progress reports should indicate verifiable progress towé.rd planned
objectives.

From Child Placement Guideline and referral material.

. May include written agreement with other agency providing service to

-078

-080

=504

family.

Estimated from staffing chart and completion of required reports and
records.

Compliance is presumed if the facility is maintained in good repair,
nutritious meals are served and residents are not perfomming basic main-
tenance services.

The presence of the director or program supervisor should be noted
during site visits.

The director's age, if in doubt, should be verified by a department
including birth certificate, driver's license, etc. References and on
the job perfommance shall be reviewed. :

job e SS Manual - 1545
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DSHS 10-51C (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION DAY TREATMENT |
PROGRAM (cont.)

Instructions (cont.)

The program supervisor's age may also be verified by birth certificate
or driver's license, if necessary. College transcript or degree shall
be submitted.

The provision of psychiatric consultation and psychological services can
be verified by review of case records.

review of the qualifications and credentials of the teacher (if one is
provided) or by knowledge of the public school program.

Child care staff's qualifications verified by review of reference letters

The provision of remedial education, if necessary, may be verified by a
or school transcripts, etc.
|

-506 Child staff ratio shall be ascertained by review of enrollment and shift
schedule and by the licensor's observations.

-508 A written program description shall be submitted as part of the applica-
tion and when applying for relicensing if there are changes in the
I~ program or as they occur, if the changes are major.

. -510 (404) Arrangement for ill children shall be reviewed at time of licensing
| and relicensing. -

-512 (440) ‘
1. The outdoor play area shall be physically measured by the licensor.

2. The indoor play area shall Also be physicélly measured by the
licensor.

Fire Marshal's certificate of approval.

The Health Services Division's certificate of approval shall, as a mini-
mum, note that the facility is substantially in compliance.

SS Manual - 1546
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DSHS 10-51C (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION DAY TREATMENT

PROGRAM
Py CHECK LIST FOR New O
4 DO  LICENSING OR CERTIFICATION O Renewa! [J
SOOAL AHEALH
SBVICES OF DAY TREATMENT PROGRAM Other Review (s}
Name and Address of Facility Date of Evaluation
Name of fuat
DSHS Otfice
Capacity . Age Range thru and sex of persons served.
Put Appropriate v = Rule is Met uk = Unknown if Rute is Met
Entry in Column X = Rule not Met W = Waiver or Exception Granted (WAC 388-73-016)
NA = Not Applicabl p =P d Compliance {no evidence to contrary)

WAC 388-73-
016
022

Licensee has copy of waiver, if any
Proper person(s) signed application
Comptete application on fite
Reterences checked

Law enforcement check made
Only 1 category of care in tacitity
Persons are of good character
Have abllity to care for children
Have good physica! health

No history of mental {liness

No criminal convictions

No substantiated child abuse
Applicant at least 18 years old
License is conspicuously posted
Applicant and/or chief executive
ofticer does not use

Illegal drugs

Is not alcoholic, snd has not:
Been convicted of a felony

Been in prison within 7 years
Had a license denied,

suspended or revoked

Committed fraud or misrepre-
sentation

Permitted illegal acts on premises
Permitted abuse, neglect or
indifferent care of clients

]

LI ERRT BRI

al cdod b

nop ye

numbers of or unqualitied staff
Misappropriated property of clients
Boen fiscally irresponsible
Provided inadaquate supervision
Refused to permit inspection of
premises

Denied access to records
Denied access to clients

038 Capacity consistent with regs.

L

Licensee does not discriminate in
Admission policies

Employment practices

Freedom of religion facilitated

If 10% of clients are indian,

Indian consultants are used to:

Train statf and to

Develop resources to meet needs of
indian clients

Adequate written disciplinary

poticies

Disciplinary practices are reason-
able

Corporal punishment not used or
only as last resort

Clients protected trom abuse. neglect
and exploitation

054 Confidentiality of records protected
Client records include:

Names & birthdates of children

Dally attendance

Names, address, phone of parents
and/or other emergency contacts
Dates of illness, accident,
medication & treatment, &

time and by whom given
Dates & types of immunization
Other pertinent health
information

Consent for medical care
Names of persons authorized to
remova client trom facility
Authorization for admission of
client

Following events properly reported:
Injury or death of client
‘Child abuse, neglect, abandonment
Food poisoning or communicable
disease

E | N E%HE

|1

|1

118
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TREATMENT

PROGRAM (cont.)

Checklist tor Licensing/Certification Day Treatment {con't)

056 Con't.

|
bt

7

JEE] | [ TR B[]}

=]
~
|I°

— 072

074

076

filness or i
disease
Serious injury, death or abandonment
of an enrolled tndian child reported
to tribal council (-044).

Changes in circumstances reported:
Change of address or phone no.
Contorms to license specifications
regarding numbers, ages, sex.
Reports major staff changes
Reports fires and structural changes
Reports change of agency name
Work assignments are appropriate
Clients not responsible for basic
maintanance

Vehicies safe

Driver{s) progerly licensed

Carries liability and medicat
insurance

Seat beits or other devise

provided

2nd adult it more than 6
preschoolers in vehicle

Vehicle not over-crowded

Parsonat hygiene items provided
Employers ot 5 or more:

Written personnel policies contain:
Staft duties and qualifications
Hours of work .

Pay and fringe benefits
Statf informed of agency's

Policies, p , ing, regs.
In-gervice training program in place
(employers of 5 or more).
Educational plan for each

non-hi schoo! graduate in care
Written educational pian on file
Vocationat training and job placement
assistance provided as appropriate
Soclal Service Statf

Minimum of one statt with MSW
Non-MSW's have suitable BA degree
and are supervised by an MSW a
minimum of 2 hours per week.

It social services are provided by
another agency there is 8 written
agreement

One full-time social worker for
evary 15 children in care.

A social study for each person in
care, containing:

Justitication of need for care
School records

Psychological and psychiatric
reports (when appropriate)

posure to icabl

F

076 Con't.

.or8

Personal and family history
Written treatment ptan for each
person in care
Quarterly progress reports
Persons not inappropriately
admitted or retained in care.
Services provided to parents
Sufficlent clerical, accounting
and ative staff provided
Sufficient staff for maintenance
of tacitity and food service.
Statfing
The director or program supervisor
is normally on the premises.
There is a competent director
(at teast 21 yrs. of age).
There is a professionally trained
(appropriate post-grad degree)
program supervisor (may also serve
as director).
Regular consuitation is provided
by psychiatrist.
Specialized certified
provided.
Group counselors (child care statf)
are qualified by training or ex-
perience for the care of
disturbed children.
No more than 6 chitdren are normally
under the supervision of a counsalor
or teacher.
Written prog description and J
daily program are on file.
10 (404) Chiid observed dally
for iliness
11i/upset children provided rest in
a quiet area
Severely il children placed in
supervised “isolation” untif returned
home.
12 (440) Safe, adequately equipped
outdoor play area:
75 8q. ft. per child
Fenced if conditions require.
Adequate indoor play space:
35 8q. ft. per child
50 sq. ft. per child in rooms
with cribs
Fire Marshal's certificate of approval on
fite. ’
Health Services Division certificate ot

pp! | on fite. (S 100-146)

|

504

o

o

[FIT
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DSHS 10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY
SERVICES

Ins truc tions

-022 For family care, see instruction 3 for DSHS 10-11(X), Application for
Family Home License.  The application should be completely filled in and
be accompanied by all required attachments; otherwise, contact applicant
for missing information. License may not be issued until the application
is complete.

For a new application, references must be checked by licehsor before
issuance of a license.

Until further notice, enter N/A unless a local police check has been made
in accord with current policy.

-026 Waivers or exceptions may be considered in some instances.

-030 Ability to provide suitable care may be rated Yes, No, or P depending on
the demonstrable experience of the applicant and the licensor's evalua-
tion of that experience.

A physical examination shall be required where the licensee's heal th may
be questionable. ’

Lacking evidence to the contrary, presumed compliance may be assumed in
respect to the applicant's mental health, history of criminal convictions,
and history related to child abuse. The applicant's self report may be
the only source of infommation.

-032 Where there is doubt about an applicant's age, a birth certificate,
driver's license, or identification issued by the State Liquor Control
Board should be required as verification.

-034 The license should be within easy view of a person registering or placing
a child in ‘the facility.

Responses should be limited to Yes or No for homes to be relicensed, may
include P for agency seeking initial license. Does not apply to foster

family homes for children, expectant mothers, developmentally disabled .
adults and adults in need of protection. '

-036 If there is no evidence that the applicant uses illegal drugs or is alco-

holic, a P for presumed compliance to this rule should be entered for
these items. '

Conviction of a felony and imprisonment within the previous seven year
period may be determined from a police check.
: SS Manual - 1549
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.10 -51D (Rev. 12/81), CHECI(LIST FOR LICENSING OR CERTIFICATION OF MATERNITY

-038

- =040

-042

-044

SERVICES (cont.)

Instructions (cont.)

An applicant who has previously had a license denied, suspended or
revoked may receive a license provided that they are able at the time

of application to establish their ability to conform to the licensing
requirements.

Refers to fraud or misrepresentation in the licensing process.

There is presumed compliance unless the licensee is shown to be aware
of or involved in illegal act on the premises.

Refers to substantiated abuse, neglect or exploitation of a child or
Injury or illness resulting from negligence.

Repeatedly generally means two or more times, not applicable to new
applicant.

Presume compliance for new applicant.

May include improper groupings in déy care centers or inadequate atten-
tion to or control of children in other facilities.

Refusal to pemit inspection of premises and records and clearly violates
the licensing atatutes.

Denial of access to clients or staff also represents a violation of the
statutes.

License may be issued for less than maximum permitted by the rules
because of the ages and characteristics of persons being served, the
physical accommodations of the facility, the numbers and skills of the
licensee, staff, and family members.

Licensee shall not refuse to serve members of gpecific racial, religious,
or ethnic groups.

Licensee shall not refuse to employ members of specific racial, religi-
ous or ethnic groups, except that a religious corporation or association
may limit their employees to members of that religious group.

Clients shall have opportunities to attend services of their choice.
A statement by the parents of an Indian child placed in care shall be in

the child's file when those parents do not wish placement in an Indian
foster home, etc.

SS Manual - 1550
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10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY

-046

~-048

-050

-054

-056

-057

-058

-060

-062

SERVICES (cont.)

Instructions (cont.)

‘A copy of an ancestry chart shall be in the file of nonenrolled Indian

children (unless contrary to the parents' wishes).

Efforts to recruit Indian foster homes and place Indian children therein
shall be documented in the children's files.

For agencies whose caseload consists of 10%Z or more of Indian children:

1. The written policy and procedures regarding the rights of Indian .
clients should be submitted with the application. :

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director. ‘

Disciplinary policy should be submitted with application; should pro-
hibit corporal punishment except as pemmitted in WAC- 388-73-048.

If a reasonable disciplinary policy is stated in writing, subsequent
compliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by observation, com-
plaint, or statement of operators, etc.

All suspected incidents of child abuse or neglect shall be referred to
Child Protective Services.

For applicant's familiarity with the requirement is necessary; future
compliance may be presumed ‘

For licensed agencies, a periodic review of a significant sample of files
should verify inclusion of required infomation.

In the absence of an incident of noncompliance (nonreporting), compliance
is presumed. -

Compliance is presumed unless an incident of nonreporting becomes apparent.'
Compliance shall be documented by a ledger or other appropriate record.

Unpaid chores do not include those activities necessary for the basic

maintenance of the facility, particularly if the facility is a working
ranch.

Licensors must inspect for the presence of seat belts and for appropriate
child restraint devices for children 0-5 years.
SS Manual - 1551
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-066

t -070

-072

~074

-076

-078

-080

-704

10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY
SERVICES (cont.) '

Instructions (cont.)

Compliance may be presumed for an applicant not currently caring for
children.

For agencies employing five or more persons, a copy of the in-service
training plan must be submitted at the time of application.

Compliance may be presumed for new applicants. Case records should -
verify compliance for functioning agencies.

Copies of degrees may be used as.verification. -
Schedule of supervision should be provided. A 1
Written agreement must be reviewed. |

The social study should be developed or assembled so that it is easily
identified as a social study.

Sufficient school information should be available to and in placement
and follow a child's progress.
\
|
|

Reports necessary for planning for the child should be available.

Sufficient personal and family history should be available to develop
plans .

Goals and objectives shall be specific so that progress can be. object-
ively received

Progress reports should indicate verifiable progress toward planned
ob jec tives:

From Child Placement Guideline and referral material.

May include written agreement with other agency providing service to
family.

Estimated from staffing chart and completion of required reports and
records.

Compliance is presumed if the facility is maintained in good repair,
nutritious meals are served and residents are not performing basic main-
tenance services. '

The schedule of activities and program description shall bé submi tted
with the application. '
SS Manual - 1552
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10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY

~-706

-708

-710

=712

714

=716

-718

-720

=722

SERVICES (cont.)

Instructions (cont.)

(1) Clients should clearly be informed of this policy.

(2) Assistance in obtaining needed services (where not provided by the
agency) should be substantial.

(1) The director's understanding of the role of the agency shall be
attested to by the prepared statement of the agency program, refer-
ence letters, and past experience.

The director's age, if in doubt, should be verified by a document
including birth certificate, driver's license, etc. College tran—
script or degree shall be submitted or reference from facility at
which previously employed.

(2) Written agreements between agency and consul tants should be reviewed.

The availability of sufficient staff may be ascertained by inspec ting
a shift chart and by noting the availability of staff during moni-
toring visits.

The program description submitted with the agency's application should
include the provision of services listing in this requirement. A review
of case records should substantiate that they are provided.

The credentials of the person or persons furnishing this instruction
should verify that he or she has had appropriate training and/or teach-
ing experience to deliver such instruction.

See instructions for WAC 388-73-712 above.

Licensors should inspect physical facility and program to determine
availability of privacy, physical exercise, and lelsure time for mothers
apart from their children as well as time with their children.

The child care arrangement shall be inspected by the licensor for con-
formmity to day care licensing requirements if it is not already a
licensed day care facility.

Verifiable by review of medical reports in files. Where there is doubt,
the Health Services Division can substantiate whether or not a hospital
or birthing facility 1s approved.

See instruc tions for WAC 388-73-610. Written approval of examination
room by Health Services Division should be on file.

SS Manual - 1553
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06.99 (cont.)
DSHS 10-51D
Rev. 77 - 1/84

OR CERTIFICATION OF MATERNITY

SERVICES
ot CHECK LIST FOR . New OJ
OF 03 LICENSING OR CERTIFICATION O Renewal O
SOCALA A OF MATERNITY SERVICES Otner Raview O
Date of Evaluati
Name ot Evaluat
DSHS Office
WAC 388-73-702: Type(s) of service
O Day Program for Mothers 0 Maternity Home
Rasidential care for Pl of Exp M in Foster Care
Mother and Child
Names and Address of Facility:
Capacity . Age Range and sex of persons served.
Put Appropriate v = Rule is Met = Unknown if Rule is Met .
Entry in Column X = Rule not Met = Waiver or Exception Granted (WAC 386-73-018)
NA = Not Appticabl = P d Compli {no evi to contrary)
WAC 388-73-

— 108 Licensee has copy of waiver, if ‘any
— 022 Proper px (8) signed app i

——— Complete application on flle
——  References checked
—— Law enforcoment check made
— 0 Persons are of good character
Have ability to provide suitiable
csre
Have good physical health
No history of mental lliness
No criminat convictions
No substantiated child abuse
Applicant at least 18 years old
License Is consplcuously posted
038 Applicant and/or chief executive
officer does not use:
lilegal drugs
is not alcoholic, and has not
Been convicted of a felony
Been in prison within 7 years

B

1]

Had a li denit P d
or revoked .

C itted fraud or P
sentation

Permitted illegal acts an premises
Permitted abuse, neglect or
indifterent care of clients

|
EE|LZR[] (1] |

|
SR

Repeatedly provided insufficient
numbers of or unqualitied staff
Misappropriated property of clients
Been fiscally irresponsible
"Provided inadequate supervision
Refused to permit inspection of
premises

Denied access to records

Denled access to clients

Capacity consistent with regs.
Licensee does not discriminate in:
Admission policies

Employment practices -

Freedom of religion facilitated

1f 10% of clients are Indian,

indian consultants are used to:
Train statf and to

Develop resources to meet needs
of indian clients

Adequate written p y polici
Disciplinary practices are
Corporal punishment not used or
only as last resort
Clients protected from abuse, neglect
and exploitation

Confidentiality of ds p d

DOSHS 10-91 O (Rev. 12-8Y)
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DSHS 10-51D
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DSHS 10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY

SERVICES (cont.)

Check list tor Ligensing or Certification of Maternity 8ervice (cont'd)

Client

|

|

o

57

[TEGEIIIE] T

|
7| g

Records Include:
Names and birthdates
Dates of admission; absences &
discharge :
Name, address, phons of parents
&/0r other emergency contacts
Dates of iliness, accident,
medication & treatmant, & time
& by whom given
Dates & types of immunizations
Other pertinent health information
Consent for medical care
Names of persons authorized to
removae client from facility
Authorization for admission of
client
Following events properly reported:
Injury or death of client
Child abuse, neglect, abancdonment
Food poisoning or bl
disease
Serious injury, death, or abandonment
of an enroiled Indisn child reported
to tribal council (<044)
Changes in ct reported:
Change of address or phone no.
Conforms to license specifications
regarding numbers, ages, sex
Reports major staff changes
Reports fires and structurai changes
Reports change of agency name
Residentiat facilitiss only
Regular allowances provided
Ledger for aliowances & earnings
Cilent given money and persona!
belongings at discharge
Work assignments are appropriste
Cllsnts not responsidle for basio
malintenancs
Vehicles safe
Driver(s) properly licenssd
Carriss lisbitity and medicat
insurance
Seat beits or other devise provided
2nd adult if more than 8 pre-
schooters
Vehicte not over-crowded
Full time care providers
Suitable clothing provided
Personal hygiene items provided

E g
-

o

72

Emptoyers of 5 or mors:

Written personnel policies contain:
Steff duties & qualifications

Hours of work

Pay and fringe benefits

Staff informed of agency's

Policies, p " ing
regulations

in-service training program In place
(employers of 5 or more)
Educational plan for each

Non-high school graduate

Written educational pian on file

\ i ining and job pi |
assistance provided as appropriate

For residentiai facliities:

— 074

Iy

— 078

Sulitable study aress provided - |
Seperste classrooms provided |
(it ingtructions glven on premisss) w
Social service staff

Minimum of one statf with MSW

minimum of 2 hours per week

It social services are provided by
another agency there Is a written
agresment

One full time social worker for
avery 25 chitdren in care

A social study for each person in
care, containing:

Justification of nesd tor care
School records

Peychological and psychlatric
reports (when appropriate)
Personal and family history
Written treatment plan for sach
person in care

Quarterly progress reports
Persons not inappropriately
admitted or retained in care
Services provided to parents
Sufficient clerical, accounting snd
administrative stat! provided
Sufficient statt for maintenance
of facllity and food service

{not applicable to foster family care
programs)

D83 1051 O (Rev,

. 1381}

|
|

Non-MSWs have suitable BA degree

and are supervised by an MSW s
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DSHS 10-51D
Rev. 77 - 1/84

DSHS 10-51D (Rev. 12/81), CHECKLIST FOR LICENSING OR CERTIFICATION OF MATERNITY
SERVICES (cont.) -

Check list for Licensing or Certification of Maternity Service (cont'd)

—_ 074 Written program description, _— M Classes in tamily life provided
including ion, ion, — 716 Residential facilities provide for:
therapy. and religious practices ——  Privacy when required
_. Sample daily schedule on file —— Physical exercise
—— 108 Service not contingent on keeping —_  Time tor mothers apart from
or relinquishing child their children
____ Complete services provided or — 718 Licensad day care tor child while ‘
____ Agreements for non-direct services mother works or in school |
e 708 Agency has qualified director. The ——  Maximum intaraction between |
|

tollowing qualitied specialists,
under written agreement, are
available as needed:

Mentai health

mother and child
720 Mother & child are under a

physician’s supervision
— G Itation from sp

—— Education available on physician’s request
— Religion __ Daliveries are in a licensed
Law hospita! or approved birthing -

For residential facilities:

Iy

~

10

identlal statf (h p ts)
On duty in ratio of one to 8 mothers
or major fraction of such number
At least one houseparent and another
aduit on duty when more than 8
mothers on premises
For facilities for fewer than 10,
always one stat! on premises and a
second on call
Sutficient retief statf to allow
other statf 2 days of! per week
Information and referral service
availabte to all applicants

tndividual or group counseling available
to att regarding:

AARERERER

~
-
N

[T

Living arrangements

Medical care

Legal services

v jonal/education guid

Plans for child

Financial problems

E \al/psychological pr
hips with pa

Relationships with unwed father

Follow-up services

Skilled instructions available for:

Post-natal & pediatric care

Contraception

Nutrition for mother & child

Chitd health and development

Hygiene of pregnancy

Preparation for child birth

tacility

___  Post-partum exams provided 6 weeks

after delivery
——  Mother with int
excluded from group care
722 H agency has a medical clinic,

(610) there is an adequatsly equipped:
____ Examination room (1o be approved

by health services division)
All Agencies Shall Provide:
——  Administrative offices

____ Suitable offices for social service

staf! {sep from

offices it more than 12 persons are

in care)

— . Visiting area which provides privacy
MATERNITY HOMES AND RESIDENTIAL FACILITIES

IN ADDITION SHALL PROVIDE:

——— Living room

—— Dining ares

_____ Staff quarters in proximity
to sleeping quarters of persons
in care

_____ Separate recreational/educational
area (if more than 12 persons are

in care)

NOT APPLICABLE TO FAMILY FOSTER CARE
PROGRAMS:

Fire Marshal's certificate of
compliance on fife

Health Services Division certificate
of approval on tile {Sections 100-148)

DEHS 10-53 D {Rev. 12:81)
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DSHS 10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD
PLACING AGENCY

Ins truc tio_ns

-022 For family care, see instruc tion 3 for DSHS 10-11(X), Application for
Family Home License. The application should be completely filled in and
be accompanied by all required attachments, otherwise, contact applicant
for missing infomation. License may not be issued until the application
is complete.

For a new application, references must be checked by licensor before
issuance of a license.

Until further notice, enter N/A unless a local police check has been made
in accord with current policy. :

-030 Ability to provide suitable care may be rated Yes, No, or P depending on
the demonstrable experience of the applicant and the licensor's evaluation
of that experience.

A physical examination shall be required where the licensee's heal th may
be questionable.

Lacking evidence to the contrary, presumed compliance may be assumed in
respect to the applicant's mental health, history of criminal convictions,
and history related to child abuse. The applicant's self report may be
the only source of information.

-032 Where there is doubt about an applicant's age, a birth certificate, driver's
license, or identification issued by the State Liquor Control Board should
be required as verification.

—034 The license should be within easy view of a person registering or placing a
child in the facility.

Responses should be limited to Yes or No for homes to be relicensed; may
include P for agency seeking initial license. Does not apply to foster
family homes for children, expec tant mothers, developmentally disabled
adults and adults in need of protection.

-036 If there is no evidence that the applicant uses illegal drugs or is alco-
holic, a P for presumed compliance to this rule should be entered for -
these 1items.

Conviction of a felony and imprisomnment within the previous seven year
period may be determined from a police check.

SS Manual - 1557
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10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD

-038

~-040

-042

044

PLACING AGENCY (cont.)

Ingstructions (cont.)

An applicant who has previously had a license denied, suspended or
revoked may receive a license provided he/she is able at the time of

application to establish his/her ability to confomm to the licensing
requirements.

Refers to fraud or misrepresentation in the licensing process.

There is presumed compliance unless the licensee is shown to be aware of
or involved in illegal act on the premises.

Refers to substantiated abuse neglect or exploitation of a child or
injury or illness resul ting from negligence.

Repeatedly generally means two or more times; not applicable to new
applicant.

Presume compliance for new applicant.

May include improper groupings 1n day care centers or inadequate atten-
tion to or control of children in other facilities.

Refusal to pemit inspection of premises and records and clearly violates
the licensing statutes.

Denial of access to clients or staff also represents a violation of the
statutes.

License may be issued for less than maximum permitted by the rules
because of the ages and characteristics of persons being served, the -

physical accommodations of the facility, the numbers and skills of the

licensee, staff, and family members.

Licensee shall not refuse to employ members of specific racial. religi-
ous or ethnic groups, except that a religious corporation or association
may limit their employees to members of that religious group.

Clien'ts shall have opportunities to attend services of their choice.
A statement by the parents of an Indian chiild placed in care shall be in
the child's file when those parents do not wish placement in an Indian

foster home, etc.

A copy of an ancestry chart shall be in the file of nonenrolled Indian
children (unless contrary to the parents' wishes).

_Efforts to recruit Indian foster homes and place Indian children therein

shall be documented in the children's files.
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10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD

-046

-048

-050

~-052

-054

-056

-057

-062

-066

-132

PLACING AGENCY (cont.)

Instructions (cont.)

For égencies whose caseload consists of 10% or more of Indian children:

1. The written policy and procedures regarding the rights of Indian
clients should be submitted with the application.

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director.

Disciplinary policy should be submitted with application; should pro-
hibit corporal punishment except as permitted in WAC 388-73-048.

If a reasonable disciplinary policy is stated in writing, subsequent
compliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by'observation, com~
plaint, or statement of operators, etc.

All suspected incidents of child abuse or neglect shall be referred to
Child Protective Services.

Provisions of the Interstate Compact on Children and the Interstate
Compact on Juveniles will be applied when appropriate, with copies- of
required foms in appropriate case files.

For applicants, familiarity with the requirement is necessary, future
compliance may be presumed.

For licensed agencies, a periodic review of a significant sample of files
should verify inclusion of required information.

In the absence of an incident of noncompliance (nonreporting), compliance
is presumed.

Compliance is presumed unless an incident of nonreporting becomes apparent.

Licensors must inspect for the presence of seat belts and for appropriate
child restraint devices for children 0-5 years.

Compliance may be presumed for an applicant not currently caring for
children.

A written medical plan, covering the elements listed, should be submitted
at the time of application. The plan should be reviewed for changes when
the agency is monitored.

SS Manual - 1559
David v.
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DSHS 10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD

PLACING AGENCY (cont.)

Instructions (cont.)

~140 Compliance with this WAC should be apparent from a review of case files.

The physical examination should be at least the equivalent of an EPSDT
screening.

A child's Immunization Status fomm should be in the child's file.

Written exceptions should be in file..

-142 TB test results should be filed at time of application.

Test results and doctor's report should indicate whether or not staff
has active TB. v

'_202 (1)

(2)

(3)

The director's understanding of the role of the agency shall be
attested to by the prepared statement of the agency program, refer-
ence letters, and past experience.

The qualifications of the director of a functioning agency may be
judged, in part, by the effec tiveness of that agency's service pro-
gram and the adequacy of its's staff development program.

The director's age, if in doubt. should be verified by a document
including birth certificate, driver's license, etc. College tran-
script or degree shall be submitted, and/or reference from facility
at which previously employed.

Available means, at the minimum, that the facility has had contact
with with specific practitioners who have agreed to serve the
facility's clients who may need the practitioner's service.

Equivalent academic training means courses teaching the counseling
of family and individuals. Academic courses focused on experi-
mental psychology, religious instruction, etc., are not equivalent.

=074 Credentials of social service staff should be on file.

The 1.25 ratio refers to active cases, minor variations may be allowed
by exception for less ac tive cases.

-204 Space should be adequate to separate functions and provide privacy for
interviews.

SS Manual - 1560
David v.
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-206

-208

=210

PLACING AGENCY (cont.)

-

Instructions (cont.)

OQut-of-state and out-of-country agencies not licensed in Washington will
normally place children through the interstate compact process. OQut-of-

-state and out-of-country agencies shall provide the same protections to

the child and follow essentially the same process.
Copies of health histories should also be in the child's file.

Inspec tion of foster home files will reveal 1if DSHS 10-11(X) and DSHS
10-51A(X) are used. ’

Private agency caseworkers can provide information regarding distribu-

=212

-214

tion of licensing requirements and statutes.

A review of foster home record, should verify compliance with WAC
388-73-212(5), 388-73-026, and 388-73-024.

Items listed here should be noted when agency case files are reviewed.

The agency should use DSHS, CWLA, APWA home study guidelines or equiva-
lent. Their procedure should be explicitly stated.

=216 A review of adoptive case records should verify confomity to these

items.

SS Manual - 1561
David v.
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DSHS 10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD
PLACING AGENCY
|
|
: eSO ST CHECK LIST FOR New O
‘ Ririyriid O LICENSING OR CERTIFICATION O Renewal O
BVICE OF CHILD PLACING AGENCY Other Review O
Name and Address of Facility Date of Evaluation
' Name of Evaluator
DSHS Office
Capacity Age Range thru and sex of persons served.
Put Appropriate v = Rule is Met V = Unknown if Rule Is Met
Entry In Cotumn X = RAule not Met W = Waiver or Exception Granted (WAC 388-73-016)
NA = Not Appli P = Pr d Compli (no evi to contrary)
. WAC 388-73-
—_ 06 Licensee has copy of waiver, if any — . 040 Licensee does not discriminate in
— o022 Proper person(s) signed application —_ Admission policies
____  Complete application on file ____  Employment practices
. _—— Reterences checked — 042 Freedom of religion tacilitated
| —— Law enforcement check made — 044 Placement of Indian children:
— 030 Persons are of good character — Piacements based on tribal \
| . Have ability to provide suitable care membership, culture & religion
~— . — Have good physical health —— oOr substantiated contrary wishes of
—__No history of mental iliness child &/or parent(s).
. No criminal convictions For non-enrolted tndian child:
— No substantiated child abuse Family ancestry chart compiled if
_— 032 Applicant at least 18 years old child in care 30 days
— 0 License is conspicuously posted —___ Steps taken to enroll child unless
—_ 038 Applicant and/or chief executive contrary to wishes of child &/or
otficer does not use, parent(s).
— lllegal drugs Except when contrary to wishes of child
____ is not alcoholic, and has not: &/or parent(s):
_____  Been convicted of a felony — Especially qualitied placemant
— Been in prison within 7 years tacilities are recruited
—  Had alicense deniéd, _____  Preterence given to indian homes
suspended or revoked — Non-Indian homes are specially
——— Committed traud or misrepre- trained
sentation —— Adoptive placements are
____ Permitted illegal acts on premises prioritized as follows:
—— Permitted abuse. neglect or —— Chilg's tribe, within 30 days
indifferent care of clients —— Similar Washington Indian family
____  Repeatediy provided insufficient —— Similar Indian family elsewhere
numbers of or unqualified staff Any other suitiable home
— Misappropriated property of clients When 10% of clients are Indian:
— Been fiscally irresponsible Indian consultants are used to:
— Provided inadequate supervision —  Train staff and
—  Retused to permit inspection of ——— Develop resources to meet special
premises needs of Indian children
—— Denied access to records ——  Writtern policies/procedures for legal
—— Denied access to clients practices to refiect Indian rights
—__ 038 Capacity consistent with regs. ’
OSHS 10-51 E (Rev 12:8%) Page 1 of 3 pages
e
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DSHS 10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD PLACING
AGENCY (cont.)

Checklist for Licensing/Certitication of Child Placing Agency (cont'd)

—— 046 Ad te written disciplinary polici —— 070 Staft informed ot agency s
. Disciplinary practi are reasonabl — ek es, ing regs.
— 048 Corporal punishment not used or —_ In-urvlce training program in place
only as last resourt ________ {emptloyers of 5 or more)
— 050 Clients protected from abuse, negtect, ___._ 072 Educational plan for each
exploitation-no confirmed complaints — Non-high schoo! graduate in care
—_ 052 nterstate ptacements conform to —— Wiritten educational ptan on file
CH 26.34 RCW —— Vocational training and job place-
— 054 Confidentiality of records protected ment assistance provided as
Records Include: appropriate
—  Proper |dentifying information — 074 Social service staft (see
— Proper list of emergency contacts also: -202-3)
—  Proper heaith intormation — . Minimum of ane staff with MSW
— Consent tor medical care ——  NOn-MSW's have suitable BA degree
____Names ot persons suthorized to —__ and are supervised by an MSW a
remove client trom facility minimum of 2 hours per week
—__ Authorization for admission of — Ut social services are provided by
client another agency there is a written
——— 056 Following events properly reported: agreamsnt
__Injury or death of client __ One tull time social worker for
— Child abuse, neglect, abandonment every 25 chitdren in care
_—_ Food poisoning or ricable _ 078 A soclat study for each person
disease in care containing:
—____  Serious injury, death or abandonment —_— Justification of need for care
ot an enrolled Indian child reported —_— School rocords
to tribal council (-044) —— Py ! and psy
—_— 057 Changes in circumstances reported: reports (when appropriate)
——— Change of address or phonse no. — .. Personal and famliy history
___ Conforms to license specifications __. Written treatment plan for each
regarding numbers, ages, sex person in care

Reports major staff changes

Reports fires and structural changes

Reports change of agency name

2 Vehicles safe

Driver(s) properly licensed —_—

Quarterly progress reports
Persons not inappropriately
admitted or retained in care
Services to parents provided
Sutticient clerical, sccounting
Carries liability and medical and administrative staff provided

|
8

o
~
ml ||

insurance — 132 Written medical policies contain:
——. Seat beits or other devise provided ____ Ptan of sction in emergencies
——  2n0 aduit If more than 6 pre- —— Emergency phone number is postad
- schooters —— Standing orders tor first aid
—— Vehicte not over-crowded —— General health supervision &
—_ 088 Employers of 5 or more: practices

Written personne! policies contain:

——  Statf dutles & qualifications Arrangemenm lov medical care

—— Hours of work Advisory physi or RN

—— Pay end Fringe benetits assists In dovalopmem & periodic
review of health policles

infant care procedures

DBNS 10-81 £ (Rev 12-81) Page 2 of 3 pages
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DSHS 10-51E (Rev. 12/81), CHECKLIST FOR LICENSING/CERTIFICATION OF CHILD

PLACING AGENCY (cont.)

Checklist for Licensing/Certification of Child Placing Agency (cont'd)

— 1%

—_ 142

—_— 20211

|
R

~N

N

10

[T

Health history, physical exams,
immunizations:

Health history tor each person in care
Child under regular medical supervision
or had physical within one year prior
to admission

or physical within 30 days after
admission

Yearly oxams for child not under
regular medical supervision

Child properly immunized or
Immunization in process or

Written exception to requirement
Statf TB test results on file

Staft with active infectious disease
not on duty

Agency has qualified director:

21 years of age and mature
Especially trained & experienced
Understands program & demonstrates
teadership & supervisory skills
Program is efficient & effective

The ing quelitied sp

are available as needed:

Mental health Law

Education Religion

A casework supervisor with/MSW

or equivalent who is:

Skifled in foster care practices

Has teaching (supervisory) skills
(see also: -074).

There is adequate office space
Privacy provided for interviews
(Obtain copy of any sgreements with
out-of-state placement agencies)
Children's heaith histories provided
to toster & adoptive parents
Certification of foster homes:

. DSHS 10-11(X)—Application is used

Foster family applicants are given:
DSHS 22-12(X)—Lic. Req.

DSHS 101(X)—Statute

All foster homes are licensed prior
to use (—212-(5))

212

Foster parents are not directly
involved in licensing/certification

nor in authorizing ptacement or
payment (-026)

Homes certified by agency take
chitdren only from agency (-024)
Foster care placements —

due consideration given to:

Child's right to own family
Professional halp to parents

Child's particutar needs & background
Placement most suited to meet child’s
needs

Prior department approval of
ptacements likely to cause community
concern (all homes licensed—see 210)

Except in emergency situations:

SRR

~

16

Written social study (see-076)
Child & parent prepared for placement
Written parental consent or
court order for placement and for
Medical care or emergency surgery
Active foster homes visited quarterly
Discharges properly planned
Child released to proper person
Adoptive procedures
Proper home study guidslines &
procedures (DSHS, CWLA or private
agency equivalent)
Adoptive placements
Services to prevent unnecessary
separation from natural parents
Child legally free before placement
Adoptive home di d {
Particular placement meets$ child's
needs '
Natural perents do not interfere
Pre-placement reports filed
Reasonable efforts to match child's
religious & ethnic background. but
Placement not unduly delayed
Adoptive parents given child’s

© medical history
Home provided service after
placement
Nenxt friend report prepared
Licensee provides proper care

L 9 L P 1

T
DOHB 10-§1 £ (Rev. 1281}
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DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE
CENTER : '

Ins truc tions

-022 For family care, see instruction 3 for DSHS 10-11(X), Application for
Family Home License. The application should be completely filled in and
be accompanied by all required attachments; otherwise, contact applicant
for missing infomation. License may not be issued until the applica-
tion is complete.

For a new application, references must be checked by licensor before
issuance of a license.

Until further notice enter N/A unless a local police check has been
made in accord with current policy.

-028 Enter "YES" or "NO" or "W" as appropriate. Enter "W" only if a written
exception to policy has been granted and is on file.

-030 Ability to provide suitable care may be rated Yes, No, or P depending on
the demonstrable experience of the applicant and the licensor's evalua-
tion of that experience.

A physical examination shall be required where the licensee's heal th may
be questionable.

Lacking evidence to the contrary, presumed compliance may be assumed in
respect to the applicant's mental health, history of criminal convictions,
and history related to child abuse. The applicant's self report may be
the only source of information.

-032 Where there is doubt about an applicant's age, a birth certificate,
driver's license, or identification issued by the State Liquor Control
Board should be required as verification.

-034 The license should be within easy view of a person registering or placing
a child in the facility.

Responses should be limited to Yes or No for homes to be relicensed, may
include P for agency seeking initial license.

-036 If there is no evidence that the applicant uses illegal drugs or is alco-
holic, a P for presumed compliance to this rule should be entered for
these items.

Conviction of a felony and imprisonment within the previous seven year
period may be determmined by checking with local police agency.

An applicant who has previously had a licensed denied, suspended or

revoked may receive a license provided that they are able at the time
of application to establish their ability to confom to the licensing
requi rements. '
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10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE

-038

-040

-042

-044

CENTER (cont.)

Instructions (cont.)

Refers to fraud or misrepresentation in the licensing process.

There is presumed compliance unless the licensee is shown to be aware of
or involved in illegal act on the premises.

Refers to substantiated abuse, neglect or exploitation of a child or
injury or illness resul ting from negligence

Repeatedly generally means two or more times; not applicable to new
applicant.

Presume compliance for new applicant.

May include improper groupings in day care centers or inadequate atten-
tion to or control of children in other facilities.

Refusal to pemmit inspection of premises and records and clearly violates
the licensing statutes.

Y

Denial of access to clients or staff also represents a violation of the
gtatutes.

License may be issued for less than maximum permitted by the rules

‘because of the ages and characteristics of persons being served, the

physical accommodations of the facility, the numbers and skills of the
licensee, staff, and family members.

Licensee shall not refuse to serve members of specific racial, religioué,
or ethnic groups.

Licensee shall not refuse to employ members of specific racial, religious
or ethnic groups, except that a religious corporation or association may
limit their employees to members of that religious group.

Clients shall have opportunities to attend services of their choice.

For agencies whose caseload consists of 10Z or more of Indian children:

1. The written policy and procedures regarding the rights of Indian
clients should be submitted with the application.

2. Use of Indian consultants to train staff and develop resources may
be verified by the agency director.

| ‘ ' SS Manual - 1566
David v.
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10-51F(X) (Rev. 7/8l1), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE

-046

-048

=050

-054

-056

-057

-062

-066

-068

-070

-078

-080

-146

CENTER (cont.)

Instructions (cont.)

Disciplinary policy should be submitted with application, should prohibit
corporal punishment except as permitted in WAC 388-73-048.

If a reasonable disciplinary policy is stated in writing, subsequent com-
pliance is presumed unless otherwise indicated.

Compliance is presumed unless otherwise indicated by observation, com-
plaint, or statement of operators, etc.

All suspected incidents of child abuse or neglecﬁ shall be referred to
Child Protec tive Services.

For applicant's familiarity with the requirement is necessary; future
compliance may be presumed.

For licensed agencies, a periodic review of a significant sample of files
should verify inclusion of required infommation. -

In the absence of an incident of noncompliance (nonreporting), compliance
is presumed. ’

Compliance is presumed unless an incident of nonreporting becomes
apparent. '

Licensors must inspect for the presence of seat belts and for approp-
riate child restraint devices for children 0-5 years.

Compliance may be presumed for an applicant not currently caring for
children. For others, the licensor should verify by visual inspection.

Personnel policies, etc., are to be submitted with the agency's applica-
tion.

For agencies employing five or more persons, a copy of the inservice
training plan must be submitted at the time of application.

Estimated from staffing infommation submitted with appllcation and com-
pletion of required reports and records.

Compliance is presumed if the facility is maintained in good repair,
nutritious meals are served, children are not involved in maintenance
staffing chart submitted with application indicates sufficient main-

tenance staff. SS Manual - 1567

(Cribs for Infants) | David v.

A visual inspection by licensor is sufficient unless there is an appar—
ent discrepancy.
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DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE”
CENTER (cont.) '

Instructions (cont.)

'-302 and 420 :
Attendance verified by attendance record of mee tings.

-146(8) ,
Plan shall include suitable activities for infants.

Licensor shall inspect toys and equipment.

=402 Visual inspection during compliance visits should confimm compliance
with nap schedule and sleeping arrangements.

-404 Arrangement for ill children shall be reviewed at time of licensing and
: relicensing.

-406 Bedding, etc., should be visually inspec ted during licensing and monitor-
ing visits.

-408 Compliance should be verified by visits made at the appropriate time of
day.

=410 Applicant shall submit a copy of handout for parents at the time of
application.

-412 Licensor should review schedule of ac tivities for conformance to these
requirements and monitor against that schedule during visits.

=440 1. The outdoor play area shall be physically measured by the licensor.
2. The indoor play area shall also be physically measured by the licensor.
Fire Marshal's certificate of approval.

The Health Services Division's certificate of approval shall, as a
minimum, note that the facility is substantially in compliance.

: |
-426 See 310. . }

‘Mini Day Care Program Only

-430 Capacity - Mini Day Care Centers

Compliance is verified by visits and observation.
P : Y SS Manual - 1568 -

-432 Compliance is verified by visits and observation. David v.

-434 Compliance 1s verified by references, licensing file, or school trans-

cript or certificate.
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DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE
CENTER (cont.)

Instructions (cont.)
-436 Birth certificate, driver's license, etc., should be required where
there is doubt
-438 (1) Licensor shall verify separation of play areas by observation.

(2) Suitability and safety of play equipment should be verified by
observation.

(3) Same.

(4) Adequacy of supervison should be checked through visits, announced
and unannounced.

(5) Written permission should be in agency files.
(6) A description of the center's program must be submitted in writing:
at the time of application. Subsequent observations by the licensor

should ascertain conformmity to the program schedule and staff parti-
cipation.

-440 (1) Licensor must observe outdoor play area and access to it to note
their safety.

A fence is required to separate play area from traffic or amy poten-
tial hazard.

Licensor should physically measure the size of the play érea.

(2) The area shall be physically meaaured.

Day Care Centers Only

-450 (1) (a) The director's management and supervisory skills shall be
attested to by references addressed to these specific points for
new applicants, and by the licensor's observations for function-
ing centers, including inspection of records.

(b) The program supervisor's abilities and qualifications shall be
verified by references attesting to adequate appropriate exper-
ience as specified by this requirement and school transcripts as
certificate specifying the applicant's training.

(c) Noninterference can be assumed unless malfunc tioning of manage-
ment and supervigsery roles is apparent.
SS Manual - 1569
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- DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE
CENTER (cont.)

Instructions (cont.)

=450 (2) (a) Conformity to the requirement is detemined by the number of
children on the premises (not the number of children enrolled)
and the number of children under the supervision of each staff
person. '

|
(b) Minimum staff on duty shall be verified by visits, announced ‘
and unannounced. :

(2) (c) Verified by visits and proof of age if doubtful.

-452 Verified by visits, review of schedule, and interview with staff. |

-454 Verified by visits, announced and unannounced
=458 (1) The licensor shall physically inspect equipment used.
(2) The licensor shall ascertain that the equipment is appropriate for
the developmental level of the children and that there are suffi-

clent toys and equipment for the number of children served.

~-460 See 440.

o

®

SS Manual - 1570
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~.
DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE
CENTER
DEPARTMENT OF SOCIAL AND NEALTH SERVICES
i % CHECK LIST FOR
: [J LICENSING OR CERTIFICATION [] e B2
. ' OF DAY CARE CENTER OR MINI DAY CARE CENTER ' Other Review [}
[ SR CFPALY
|
[ ADOREES OF EVALUATOR
oY STATE TP GOk OSHI OFFICE
! CAPACITY B Age Range. thry and sex ol p served.
PUT APPROPRIATE v = Rulels Mst
ENTRY X + = Rule not Met W = Waiver or Excsption Granted (WAC 388-73-018)
N COLUMN NA = Not Applicable P =P Compll, {no evid to contrary)
WAC 388-73- . —— 040 L does not discrimi in
— D018 Licensee has copy of waiver, if any ___ Admission policies
—_ 018 Complies w/local ordl ——. Employment practices
—_ 022 Propar person(s) signed application — 042 Freedom of religion facilitated
___ Complete application on file — 044 If 10% of cllents are indian,
~— ——— Reterences checked Indian consultants are used to:
» —— Law entorcement check made ———  Train staff and to
—_ 028 Only 1 category of care in facliity — Develop resources to meet needs of
—_ 030 Persons are of good character tndlan clients
__— Have abllity to care for children — 046 Adequate written disciptinary
___  Have good physica! health poficies
—— No history of mental iiiness —— Dlsciptinary practi are
——. No criminal convictlons able
—No substantiated child abuse -— 048 Corporal punishment not used or
_ 032 Applicant at (east 18 years old only as last resort
—_— 0 License is conspicuously posted — 050 Clients protected from abuse, negiect
—_—— 038 Applicant and/or chie! executive and exploitation
officer does not use — 054 Confidentiality of pr d
—  lllegal drugs Cilent records inctude:
___ s not alcoholic, and has not: & bir of
_—___ Been convicted of a telony — Daily attendance
— Been in prison within 7 years —— Names, adress, phone of parents
____  Had a license denled, and/or other emergency contacts
suspended or revoked —— Dates of litness, accident,
— .Committed fraud or misrepre- medication & treatment, &
sentation time and by whom given
Permitted lllega! acts on premises —— Dates A types of immunization
Permitted abuse, neglect or —— Other pertinent heaith
indifferent care of clients Information
— Repeatedly provided insufficient ——. Consent for medical care
numbers of or unquatitied statf —___ Names of persons authorized to
—— Misappropriated property of clients remove client from tacility
. ——— Been fiscally irresponsible —_Authorization for admission of
—. Provided inadequate supervision client
—— Retused to permit Inspection of 056  Following events properly reported:
premises — Injury or death of client
— Denled access to records — Child abuse, negtect, abandonment
__ Denied access to clients ——  Food poisoning or tcad
——— 038 Capacity consistent with regs. disease

065 10-81F0N) (Rev. T/81) -238-

Page 1 of 3 pages
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06.99 (cont.)
DSHS 10-51F(X)

DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY

CARE

CENTER (cont.)

Checklist — Licensing/Certification Day Care Center or Mini Day Care Program (cont'd)

056 Cont'd.

ALY

g

o
-
-

MINI DAY CARE PROGRAM ONLY

liiness or
disease
Serious injury. death or abandonment
of an enrolled Indian child reported
to tribal counci! {-044).

Changes in ¢ci reported:
Change of address or phone no.
Conforms to license specifications
regarding numbers, ages, sex.
Reports major statf changes and
Changes in positi
Reports fires and structural changes
Vehicles sate

Driver(s) properly licensed

Carries liability and medical
insurance -
Seat belts or other devise provided

2nd adult if more than & preschoolers

in vehicle

Vehicle not over-crowded

Personal hygiene items provided

Employers of $ or more:

Written p | polict in:

Staff duties and qualifications —_
— Hours of work

—— Pay and fringe benefits —_—
Stati informed of agency's

Policies, p dures, li ing regs.

In-service training program in place

{employers of 5 or more).

Sufficient cigrical, accounting

and admini ive staff provided

Sufticient staff for mai

of facility and food service.

Outdoor play area (460) except for

drop-in care.

Sate outdoor piay area.

Adjoins facility or has sate access

Fenced if conditions require

75 sq. ft. per chlld, or

programmed usage justifies less

Adequate indoor play areas

(exclusive of bath, kitchen, h ys,

closets)

35 sg. ft. per child

50 8q. ft. for infant crib/play area

e to icabt —_

——  Fire Marshal's certificate of approval on

fite.

—— Health Services Division certificate of
approval on file (Sections 100-146)

— 146-8

Apprapriate activities for infants
Suitabie toys and squipment

430 Capacity—Facility licensed for

—  Maximum of 12 children — less
own pre-school. aged children.

——— During svenings & vacation periods
own school-aged children counted
as part of licensed capacity.

—  Maximum of 4 chitdren under 2
years of age (including own
children).

——  An assi is alway

432 Two staff present when there are:

More than 2 infants (under 1 yr.)

More than 6 chlldren any of whom

are under 2 yrs. of age.

An assi Ia alway ilab

Applicant has 2 yrs. experience

in family day care, or

2 yrs. training in group care of

preschool children, or

2 yrs. training & experience, and

Has completed a course in early

childhood deveiopment, or

Has a pian to take such a course.

All staff at least 18 yrs. of age

No one undes 18 in sole charge.

Program & Equipment

Separate play areas for infants

and older children.

Outdoor play equipment for:

—— climbing Pushing

— Riding —— Pulling

— . Equipment is safe ’

indoor play equipment includes:

———  Art materials Table-top toys
Musical materials Other

R

} toys to

younger children.
——— Chitdren are always under compe-
tent adult aupervision.
—— Adult siways in easy hearing range.
—  Written parentst permission it

chlid visits neighborhood frisnds

or participates in community

activities
—— Evidence of a planned program which
p! physical { & social
skills. Program includes:
Both group & individual activities
Periods of free play.
Provider plays an active role with
children.

O3HE 10-31F(X) (Rev 7/81)
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Manual G

06.99 (cont )
DSHS 10-51F(X)
Rev. 77 - 1/84

DSHS 10-51F(X) (Rev. 7/81), CHECKLIST FOR DAY CARE CENTER OR MINI DAY CARE

CENTER (cont.)

Checklist — Licensing/Certification Day Care Center or Mini Day Care Program (cont'd)

DAY CARE CENTERS ONLY

____  450-1 Agency has following staff:

— . Director (21 yrs. old) who has:

____ - Management & supervisory skills

____ Record-keeping skills

—-—  “Public relations” skills

. References contacted).

_.__  Program Supervisor (21 yrs. old)
who has:

——  Knowledge of child development

_—  Techniques of guiding children

veew Program planning abliity

——_ 2 yrs. experience w/chlidren, and

45 college quarter credit hours
in early childhood development/
education, or

—___ Equivalent education or is a

—_._ Centified child development

——  associate, or

—  Has an approved plan to achieve
required training.

—— {(References contacted)

{Diractor and program supervisor may

be same person if qualified and if all

duties successfully fulfilled).

Director and/or program supervisor

normally on the premises, and
____  Competent adult In charge during

their absence.
———  450-2-8 Child Care Staft

Chde Age Siaft Ratlo Group Sire
1-11 mos. 1:5 10

12-29 mos. 17 ‘ 14

30-47 mos. 1:10 20

48 mos. & Over 1:10° 20

(-454) Toddlers

& older children 2:10 10

* or major traction of such number
Above staft: child ratios maintained
indoors & out and on field trips.
—___ Children always under supervision
{in visual or auditory range
during naps)
__—  Total required staff always present
___Children are grouped by age:
{R ble variations includ
Early AM and late PM when few
chitdren are present.
Nap pariods {(except tor chitdren
under 2-1/2 (402-2));
Meal time {except infants (146-2):
Occasional special events
454-Toddlers w/older children)

450-2-(b) Minimum staff on duty
At jeast two staff present when: } |
- More than 8 children, any of whom . ‘

are under 2 yrs. of age
— More than 8 children, any of whom
are under 3 yrs. of age
More than 10 chitdren.
Whenever only 1 staff, 8 2nd
is readily available
450-2-{c) Chitd care stafl are:
——  Atleast 18 yre. of age

Staff under 18 not in sole charge
of a group

52 Program meets development needs
ot children served.
Cultural & individual needs
considered.
Organized activities & free play
indi | & group i
Staff active with children

bly regular a:
Variaty of special events
Daily outdoor play (weather
permitting)
Written daily schedule
Periodic staff planning meetings
See 450-2-a
58 Furnishings and equipment
Furniture safe, durable and
cleanable. and
Adapted to children's size and
Does not block exits
Equipment adequate in quantity and
variety and promotes:
Physical and intellectual develop-
ment and
Individual and group
The following materials are
provided:
Art supplies Books
——Blocks Housekeeping Toys
Manipulative toys
Musical instruments
Science materials
Water play supplies
Props for dramatic play
Large muscie equipment

|

i

r-3
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&

[
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Manual G

' 4 ' 06 99 (cont.)
o DSHS 10-92(X)
. Rev. 77 - 1/84

| DSHS 10-92(X) (7/74), FAMILY DAY CARE HOME LICENSE

Ins truc tions

Complete all lines with appropriate information, placing dashes where not
applicable. - :

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Family Bay Care Home Li
In compliance with and pursuant to the laws of the State of Washington in meeting Health
Standards and the Minimum Licensing Requirements of the Department of Social
and Health Services a license is hereby granted
to provide day care (less than 24 hours) for children at..
city of........ s+ .. zip code...........

State of Washington, in a family home for not more than.

DAY CARE CHILDREN

SEX NUMBER FROM THROUGH YEARS OF AGE

Girl(s) .. . . J O ——

This license shall be in force from the
to and including the. . ... .....day of.

................................. WASHINGTON, THIS... ...

Worker
NOTER: Eur::::u ia not transferuble, and is valid only for use by the Individuslis) to whom it i3 issued and st the location sbove
= 3

DSHS 10-93(X) 1-74.
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‘ Manual G
| | 06.99 (cont.)

DSHS 10-153
Rev. 77 - 1/84

. DSHS 10-153 (4/82), REQUEST FOR WAIVER TO LICENSING REQUIREMENTS
Ins truc tions
A. The DSHS 10-153(X) is to be used for all requests for waivers of
licensing requirements including those originating at the CSO level and
those originating at the Regional Office level or with a licensed volun-
tary agency.
It 1s not to be used for requests to license a nontraditional agency.
[ B. The request i1s initiated by the local or Regional Office licensor. The
i Section related to the nature of the request and other basic infommation
1 may be completed by private agency staff.
C. DSHS 10-153(X) is to be typed and completed as follows: '
Identifying Information:
Licensor — DSHS staff responsible for licensing the home or agency.
Case Name or Agency - should be name that appears on the license.
Section 1:
S

Include all WAC rules to which a waiver is being requested. If there
is no pertinent WAC reference, cite the Manual G reference.

Section 2:
Particulars of the request should be noted.
Section 3:

This infommation must be completed for requests related to the capacity
of family homes and care of infants or handicapped children in family
homes.

Sec tion 4:

The competency of the provider does not represent sufficient justifi-
cation for a waiver if health and fire safety are concemed, nor does a
shortage of facilities for a particular type of child.

Section 5:

Where WAC pertains to health, safety, fire protection, etc., in a
family home, alternate methods of meeting the intent of " WAC should be
described.

SS Manual - 1575
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Anticipated consequences if waiver request is denied.
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06 99 (cont.)
DSHS 10-153
Rev. 77 - 1/84

DSHS 10-153 (4/82), REQUEST FOR WAIVER TO LICENSING REQUIREMENTS (Cont.)

Section 7:

Indicate if provider or applicant has had any previously approved walvers.

Sec tion 8:

A.

B.

Section 9:

‘ A.

Dates for which the requested walver covers.

One-time or continuing basis.

Final approval of a waiver to WAC 388-73-028 may be made at the
local office level if the request involves only mixing two categor-
les of care. If permission to exceed " the most stringent capacity
limit" is requested, the request must be forwarded to the Regional
Office for approval regarding capacity. A copy of wailvers approved
by CSO Administrators shall be forwarded to the Bureau of Children's
Services and the Bureau of Aging and Adult Services, as appropriate.

Endorses or does not endorse all other requests. Endorsed tequésts
are forwarded to the Regional Office, other requests are not.

CS0 Administrator signs and dates fomm and notifies CSO worker of
decision.

Section 10:

A.

Approves or denles requests for which the Regional Office is the
approving authority.

Conditions of approval or reason for disapproval may be noted in
commen ts.

Enters date the CSO was notified of the decision by telephone,
enters signature, and date of decision.

D. Distribution

One copy of the waiver will be retained for the licensing file and a

copy
also

When
to:

for each level of approving/endorsing authority. Copies shall
be given to the applicant/licensee and forwarded to:

Licensing Program Manager
Bureau of Children's Services 0B 41
Olympia, WA 98504

the waiver involves an adult family home, a copy shall also be sent
Adul t Family Home Program Manager

SS -
Bureau of Aging and Adult Services OB 43G MS”‘{ZI 1576
Olympia, WA 98504 avi v
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06.99 (cont.)
DSHS 10-153
Rev. 77 - 1/84

DSHS 10-153 (4/82) , REQUEST FOR WAIVER TO LICENSING REQUIREMENTS
%—& REQUEST FOR WAIVER TO LICENSING REQUIREMENTS
? : oo O TR G R ‘
CABE MAME OR AGENCY - CASE NO. (¥ any) OATE
rn WAC REFERENCES: (Reterence to which
WAC waiver la requested)
2. SPECIIC NATURE OF REQUESBT:

8. FOR REQUESTS RELATED TO FAMILY HOME LICENSES: (names of sdulte and/or children)

OR EMPLOYMENT STATUR

LAST ST "L

4. USTFICATION FOR REQUEST:

6. ALTERNATIVES EXPLORED:

ﬁ O 10153 (40D 676
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06.99 (cont.)
DSHS 10-153
Rev. 77 - 1/84

DSHS 10-153 (4/82), REQUEST FOR WAIVER TO LICENSING REQUIREMENTS (Cont.)

7. PREVIOUS WAIVERS:

WHMAT WAS THE WAIVER FOR?

anv previous wavers? U ves O wo

DATE

SIGNATURE OF WORKER

A FROM TO__

6. DATEB FOR WHICH RULE WAIVER 18 REQUESTED:

8 Oonerae, on [ conmama

C80 ADMIMSTRATOR'S SIGNATURE

@ FOR REQUESTS FOR OTHER wavers L] ewoorseo [ wot enponseo

9. TO BE COMPLETED BY C80 ADMIMSTRATOR. (FOR REQUESTS ORIGINATING AT CSO LEVEL)

A FOR REQUESTS FOR A WAIVER TO WAC 388-73-028 Dmovm

Dm

10. REGIONAL OFFICE ACTION:
A O aeeroven [ oereen

C. DECISION TELEPMONED O C80 OFFICE

" (FOR THOBE REQUESTS ORIGINATING THERE)

DATE

APPROVING AUTHORITY SIGNATURE

OBE WS Senr (4sa0) 7S

O

SS Manual - 1578
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06.99 (cont.)
DSHS 15-165
Rev. 77 - 1/84

DSHS 15-165 (Rev. 11/82), RECEIPT OF APPLICATION TO PROVIDE CHILD CARE

TO:
FROM:
SUBJECT: RECEIPT OF APPLISATION TO PROVIDE CHILD CARE

Thia is to inform your office thal we have received from:

NAME

STREEY OR BOX NO.

ciry P COOE

an spplication to establish a

TYPE OF FACRLITY

SYREET

crry ] 2P COOE
Wae will be acting on this application within 90 days of receipt.

While this department does not any responsibility for the of local those pertaining to
zoning, land use permils, etc., we have advised the i to your agency regarding your requirements.
. s

It your office is not responsible for zoning, land use permits, duilding code, etc., please forward this notice to the appropriate
agency. .

See Instructions on Reverse

DAMS 15-183 (11-82) OX A-90
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06.99 (cont.)
DSHS 15-165
Rev. 77 - 1/84

DSHS 15-165 (Rev. 11/82), RECEIPT OF APPLICATION TO PROVIDE CHILD CARE (cont.)

instryctions for Originator

1. This torm is to be used upon receipt of sn application lor @ day care center, mini-day care center, or group care facility for
children.

2. i is unnecessary to use this form for relicensing unless there is also a change of address for the facility.

3. One copy of the completed lorm shall be forwarded to the appropriate local planninq/zoninb agency, one to the applicant,
and one copy shall be placed in'u\c licensing file.

OOMD 15:188 {11 67) Bech OX A-90
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06.99 (cont.)
SFM 224/DSHS 21-38
Rev. 77 - 1/84

SFM 224/DSHS 21-38 (Rev. 11/80), REQUEST FOR INSPECTION

A.

B'

See reverse side of form for general instructions.

Instructions

Addi tional instructions:

1.

Block 3, Type of Inspection Reques ted

a. This block should be used for a feasibility study or for such
inspec tions where licensee merely wishes an appraisal or opin-
ion. Further explanation should be made in "Information
Requested” block.

b. Reques ted Occupant Load

This block is to provide assurance that the facility is exam-
ined and approved consistent with standard code requirements.

Block 4, Infomation Reques ted

This space should indicate request for specific action(s). For a
new license inspection request, the block should contain language
such as "Does the facility meet fire and life safety requirements
for a mini day care center?” and for a license remewal, insert the
phrase, "continue to meet.” Do not enter infommation relative to
the qualifications of the applicant or adequacy of the services,
gince this information is of no value in making the fire protec tion
appraisal of the premises. )

Block 6 and 8 are for Fire Marshal use.

Block 7 is addressed to the Residential Inspection Section.

SS Manual - 1581
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SFM 224/DSHS 21-38 (Rev. 11/80), REQUEST FOR INSPECTION

Otfice of State Fire Marshal

Manual G

06.99 (cont.)

SFM 224/DSHS 21-38
Rev. 77 - 1/84

REQUEST FOR INSPECTION
PROPERTY O BE INSPECTED _| COUNTY: WEPECTION 8Y
REQUESTOR
NAME: NAME:
ADORESS: AGENCY:
o3
cy: COvk:
ADMISTRATOR: DATE:
OTHER PERBON
10 CONYACT: . .
TYPE INSPECTION REQUESTED
[new T [ remsrecnon 1
LICENSINGINSPECTION [ogy I TarecaL mspecTN | NUMBER OF LICENSED BEDS:
- INSPECTION, OTHER: INFORMATION REQUESTED
CURRENT LICENSE PLEASE
EXPRES ON: REPLY BY:
FACIITY TO BE LICENSED AS
o NURSINGHOME o RESIENTIAL PSYCHIATRIC TREATMENT FACILITY OTHER
. BOARDING HOME — PSYCHIATRIC HOSPITAL
— HOSPITAL e ALCOHOLIC HOSPITAL
—— ATF. ——— CHILDBIRTH CENTER
FORWARDED
10: DATE:
FACILITY INSPECTION
WAPECTOR WEPECTION
NAME: DATE:
LOCAL FIRE DEPARTMENT CONTACTED? YES ) . NO [[]  PERSON CONTACTED:
REINSPECTION REQUIRED? YES []  NO []  DATE REINSPECTION REQUIRED:
OCCUPANCY BASEMENT OR - LOCAL
TYPE CELLAR? FIRE DEPT.
COMBTRUCTION .
wrowne [wloolowma]  Arownc [ealaoTrac] emm ] wrme pEslwo]  SOMeoM Ve | w ]
speveaens: | [ [ sverew [ | [ T | MarMoveTEm [ [ | svoew | [ ]
SQUARE PEET YEAR BULLY
INITIAL INGPECTION
APPR N
O OVED FOR LICENSING [ APPROVED FOR LICENSING
[J DiSAPPROVED. See SFM 470
DISAPPROVED. SEE SFM 470
[0 APPROVED AS REQUESTED O
"} REQUEST DISAPPROVED
DATE:
DISPOSITION BY FIRE MARSHAL
REVEWED
By DATE:
APPROVED
oy: DATE.
PORWARDED
sY: DATE:

SFM 19— . 11/80}
DSNG 21-38 11/00—083— ‘
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06.99 (cont.)
Rev. 77 - 1/84

SUGGESTED FORMAT FOR NOTICE OF FEE RENEWAL DAY CARE LICENSE

JOHN SPELLMAN ALAN | GIBBS
Governor Secretary
STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 98504
SUGGESTED FORMAT FOR
NOTICE OF FEE RENEWAL DAY CARE LICENSE
Re: Facility: Date:

Dear

This letter is to inform you that a licensing fee for your day care tacility is due by —
The Department of Social and Health Services is authorized to charge this fee by 43.20A RCW (SSB 4418,
Section 2 et sec.) and WAC 440-44-010.

WAC 440-44-010 provides that when the Department issues a license for more than one year, fees may
be paid for the entire ticensing period at the rate in effect at the time the application was submitted. Fees may
instead be paid on a yearly basis. lf the licensee does not pay the entire multi-year license fee within thirty
days ot license issuance, annual fees are due thirty days prior to the annuat anniversary date of the license
and will be charged at the annual rate in eflect at the time such fee is paid.

The schedule of licensing fees is as follows:

1. For day care centers and mini day care centers, the fee is $48.00 per year plus $4.00 per year for
each unit {(child) of licensed capacity above 12. . .

2. The tee for family day care homes is $24.00 per year of $72.00 for a three-year license.

Fee payments shall be by check, draft, or money order made payable to the Department of Social and Health
Services. :

The annual anniversary date for the fee for your facility is . The | tee tor your
facility is due each year no later than thirty days prior to this anniversary date.

Your facility is currently licensed for the care of . children; the lic ing fee is $ for this number
of children.

[J You have a credit r ining of $. . therefore, the fee due at this time is $

Should you wish to be licensed for fewer or more children within the documented capacity, adjust the fee
accordingly.

Failure to pay the fee when due may result in suspension or nonrenewal of your license, pursuant to WAC
44.44.015. .

Should you have any question regarding this letter, or the tee now due, or if you have discontinued providing
care, please call your licensor at .

Sincerely,

Administrator

(683)  OX A0

SS Manual - 1583
David v.






Manual G
06.99 (cont.)
Rev. 77 - 1/84

SUGGESTED FORMAT FOR NOTICE OF INTENT TO SUSPEND DAY CARE LICENSE

FOR FAILURE TO PAY LICENSING FEE

JOHN SPELLMAN ALAN |. GiB8S
© Governor Secretary
STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 88504
SUGGESTED FORMAT FOR
NOTICE OF INTENT TO SUSPEND DAY CARE LICENSE
FOR FAILURE TO PAY LICENSING FEE
Re: Facility: Date:
Dear

This letter will constitute notice that it is the intent of the Department of Social and Health Services to suspend

the day care license for the above captioned facility, effective , because of failure to pay a
licensing fee when due. This action is taken under autharity of Chapter 201, Laws of 1982, and Chapter 440-

44 of the Washington Administrative Code (WAC).

WAGC 440-44-010 requires that license fees are due with an application for initial license or renewal, or if paid
on an annual basis, shall be due thirty (30) days prior to each annual anniversary date of the ticense.

for $ , paid for the period
We have not received a fee payment since that time.

The last payment received from your facility was
to .

it you decide to contest this decision you may do so by requesting an administrative Fair Hearing; however,
you must make this request within thirty days of the date you receive this letter. The request for the hearing

must be sent by certified mail and addressed to:

Office: of Hearings
P.O. Box 2465
Olympia, WA 98504

Your failure to either 1) pay the fee due, or 2) request a hearing within thirty days, will automatically result in
suspension of your license. The provision of child care during a period that a license is suspended constitutes
the provision of unlicensed gervices; the provision of unlicensed day care center services thereafter will
turther render you subject to the civil and/or criminal penalties of RCW 74.15.140 and RCW 74.15.150.

Should you have any questions regarding this letter, please teel free to discuss them with either
, licensor, at or me at .

Sincerely,

Administrator

cc: Attorney General
Division of Heaith Services
State Fire Marshal
Bureau of Children's Services
Oftice of Financial Recovery

(8821 QX A-1e0
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06.99 (cont.)
Reve. 77 - 1/84

SUGGESTED FORMAT FOR NOTICE OF INTENT TO NOT RENEW DAY CARE LICENSE

FOR FAILURE TO PAY LICENSING FEE

JOHN SPELLMAN ALAN ). GBBS
Governor Secretary
STATE (OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 98504
SUGGESTED FORMAT FOR
NOTICE OF INTENT TO NOT RENEW DAY CARE LICENSE
FOR FAILURE TO PAY LICENSING FEE
Re: Facllity: ) Date:

Dear

This letter will constitute notice that it is the intent of the Department of Social and Health Services to not
ranew lhe day care license for the above captioned tacility, effective . b of tailure to
pay a licensing fee when due. This action is taken under authority of Chapter 201, Laws of 1982, and Chapter
440-44 of the Washington Administrative Code (WAC).

WAGC 440-44-010 requires that license fees are due with an application for initial license or renewal, or if paid
on an annual basis, shall be due thirty (30) days prior to each annual anniversary date of the license.

The last payment received from your tacility was for $ , paid for the period
to . We have not received a fee payment since that time.

Your failure to pay the fee due within thirty days, will automatically result in non-renewal of your license. The
provision of child care during a period that a license is lapsed constitutes the pravision of unlicensed
services; the provision of unlicensed day care center services thereafter will further render you subject to the
civil and/or criminal penalties of RCW 74.15.140 and RCW 74.15.150.

Should you have any questions regarding this letter, please feel free to discuss.them with either
, licensor, at or me at

Sincerely,

Administrator

cc:  Attorney General
Division of Health Services
State Fire Marshal
Bureau of Children’'s Services
Office of Financial Recovery

68  Ox D
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06.99 (cont.)
Rev. 77 - 1/84

SUGGESTED FORMAT FOR NOTICE OF SUSPENSION OR NON RENEWAL OF DAY CARE
LICENSE FOR FAILURE TO PAY LICENSING FEE
JOHN SPELLMAN ALAN ). CiBBS
Covernof Secretary
STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 98504
SUGGESTED FORMAT FOR
NOTICE OF SUSPENSION OR NON RENEWAL OF DAY CARE LICENSE
FOR FAILURE TO PAY LICENSING FEE
Re: Facility: ‘ Date:

Dear Day Care Licensee:

This letter will constitute notice that O the Department of Social and Heaith Sarvices has suspended your day
care license effactive , O your day care license expired . Your
suspended license should be sent to this office promptly.

This pension or AON-7 | is being taken under authority of RCW 43.20A and WAC 440-44-015 due to
the fact that the licensing fee of which you were advised by letter of and certified letter
of has not been received, nor have you requested a fair hearing during the thirty day

period permitted for making such requests.

The provision of child care during a period a license is suspended or a license has expired constitutes the
provision of unlicensed services; the provision of unlicensed dey care center services following the date you
receive this letter, will render you subject to the civit and/or criminal penalties of RCW 74.15.140 and RCW
74.15.150, which we quote below:

“Notwithstanding the existence or pursuit of any other remedy. the secretary may, in the manner”
provided by law, upon the advice of the attorney general, who shall represent the department in the
proceeding, maintain an action in the name of the state for injunction or such other reliet as he may
deem advisable against any agency subject to licensing under the provisions of chapter 74.15 RCW
and RCW 74.13.031 or against any such agency not having a license as heretofore provided in
chapter 74.15 RCW and RCW 74.13.031." RCW 74.15.140

“Any agency operating without & license shall be guilty of a misdemeanor. This section shall not be
enforceable against an agency until sixty days after the eftective date of new rules, applicable to such
agency, have been adopted 'under chapter 74.15 RCW and 74.13.031." RCW 74.15.150

It is possible to have this'suapension litted by payment of the appropriate fee before
It the fee is not received by that time, action to revoke your day care license will be taken.

If your license has expired, it will be necessary for you to submit an application accompanied by the
appropriate fee.

Should you have any gquestions regarding this suspension or non-renewal or the fee now
past due, or if you are no longer providing child care services, please do not hesitate to contact
at .

Sincerely,

cc: Atorney General's Office
Division of Health Services
State Fire Marshal Administrator
Bureau of Children's Services
Oftice of Financial Recovery

[CS) QX A 110
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-190
Issued: May 25, 1984
FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:
Community Services Jean Gregory
o SCAN 234-7136 or

Non—-SCAN 753-7136

l l
| IF NOT DELIVERABLE, RETURN TO: MANUAL PRODUCTION UNIT MS 0B-16|"

SUBJECT: SOCIAL SERVICE PAYMENT SYSTEM - INTERIM SOCIAL SERVICE OVERPAY-
MENT PROCEDURES ’

Place this notice in front of Chapter 05, Manual G, and note on Green
Notice Control Sheet the date Notice No. G-190 was entered.

Chapter 05, Manual G, Social Service Overpayments, will be issued at a
later date.

INTRODUCTION .

The Interim Social Service Vendor 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 and Department, but cannot be dealt with under
SSPS by adjustment 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 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, DDD

Field Service Staff, or Community Service Office Social Service Staff. g
As necessary he/she will consult with staff who licenses and/or con-— g
tracts with the Social Service Vendor. See attached list for

Licensing, Contracting Responsibilities.
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C.

Setting Up Overpayment

When an overpayment has been identified, the responsible staff will:

1. Prepare an overpayment letter to send to the client/vendor. The
overpayment letter (DSHS 18-398 or DSHS 18-399) (see attached)
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. A copy of the overpayment letter must be
retained in the client and the vendor's file.

2. Prepare an overpayment packet for OFR which will contain the
following: .

a. DSHS 18-199C, Accounts Receivable Input Document for Vendor
Overpayments, or a DSHS 18-199(X), Accounts Receivable Input
Document, for a client payee overpayment. The DSHS
18-199(X) or DSHS 18-199C must include the SSPS service
code, reason code and source of funds if applicable in the
comments section. This enables OFR to properly credit any
funds received to the appropriate source. (See Manual F,
Chapter 99, for instructions.)

b. The Overpayment Letter that was sent to the vendor (DSHS
18-399) or client payee (DSHS 18-398).

Ce Supporting documentation such as original payment invoices,
a print from the SSPAY terminal screen, audit report or
other documents as appropriate which verify that an over-
payment has occurred.

Payment

The vendor must send the repayment directly to OFR. If a CSO/FSO
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 over-
payment. (See Manual E, Chapter 32.)

Unsolicited Payments ‘ . v

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:
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1.

OFR, upon receipt of payment from a social service vendor for
whom they have not received an Accounts Receivable Document (DSHS
18-199(X) or DSHS 18-199C), will send a request for clarification
to the appropriate CSO/FSO, Program Manager, or regional office
staff. The clarification will request a determination of the
reason for the repayment (see attached example).

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.

If it is determined that an overpayment has occurred, the vendor
overpayment procedures apply and an overpayment packet must be
sent to OFR. A

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.

If the payment or an& portion was a program donation, this
information should be submitted to OFR including the identity of
the program to which the donation was made in order to credit the
proper account. OFR will then credit the account.

Attachments






Community Services Licensing, Contracting Responsibilities
Community Service Office

- CSO Foster Family Homes - licensing

- Family Day Care Homes - licensing

- Adult Foster Homes - licensing - contracting

~ Day Care Mini Centers within family residence - licensing
- COPES Individual Provider - personal services contract

= CCF - contracting

- COPES Agen%y - contracts

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

State Office

- CCF (Regular, Mental Health, Alcohol, Drug) — Health Services
license -

— Chore contracts

~ 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 is responsible for In-Home
Day Care, IPP Chore providers.

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











CLIENT PAYEE OVERPAYMENT

CLIENT PAYEE SOCIAL SERVICE OVERPAYMENT

LOCAL OFFICE

CASE #

We have determined that you received an overpayment of social service monies amounting to

S e fof the period(s)

The service(s) for which you were overpaid are:

Service Name 'SSPS Code Auth & Invoice # Provider #

The reasons for this overpayment are:

Funds for repayment must be sent directly to the Office of Financial Recovery, OB-21, Box 9501, Olympia,
WA 98504. You may write to the Office of Financial Recovery to arrange a repayment schedule.

If you have questions regarding the amount or reasons for the overpayment you may contact me at telephone
- .

If you pisagreg with this decision, you may request a fair hearing by writing the Office of Hearings, Deparnt-
ment of Social and Health Services, Box 2485, Olympia, WA 98504, within ninety days of receipt of this letter.

Sincerely,

DFMS 18-398 (5 84) QX A-193
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SOCIAL SERVICE VENDOR OVERPAYMENT

SOCIAL SERVICE VENDOR OVER PAYMENT

LOCAL OFFICE

PROVIDER #

We have determined that you received an overpayment of social service monies amounting to

$ — for the period(s)

The clients and service for which you were overpaid are:

SSPS Serv.
Client Code Auth # Invoice #

The reason for this overpayment is:

Repayment should be made directly to the Office of Financial Recovery, OB-21, Box 9501, Olympia, WA
98504. You may write to the Office of Financial Recovery to arrange a repayment schedule.

You may also be liable for interest on overpayments per RCW 43.20A.435.

If you have questions regarding the amount or reasons for this overpayment you may contact.me at telephone
B

If you disagree with this decision, you may request a hearing by writing the Office of Hearings, Department of
Social and Health Services, Box 2465, Olympia, WA 98504, within ninety days of receipt of this letter.

Sinceraely,

OSHS 18-339 (5 84)  OX A-193
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ADMINISTRATIVE POLICY

SUBJECT:

POLICY NUMBER:

Vendor Overpayment Policy' 4 10.02

ORIGINATING UNIT: ,
Division of Administration and Personnel 83-5

ISBUANCE NUMBER:

DATE

APPROVED: ’
Feb. ‘ 10 |1983 : Z %4“"

SUPERSEDES: '

Collection of Medicaid Provider Corrective Action Plans and Reports
Overpayments Thomas, 5/8/78
Collection of Vendor Overpayments

Thompson, 1-14-80

¥ RELATED REFERENCES

I.

II.

III.

DSMS 6-181 (10-82)

PURPOSE

The purpose of this policy is to establish a uniform approach to the
identification and recovery of vendor overpayments.

SCOPE

This policy applies to all conmtractors/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 social and health
services for the citizens of this state. Since approximately two-

thirds of the department's budget is expended through coantracts, it
is essential that vendor program and fiscal accountability be main-
tained.

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 billed in excess of a
contractual limitation, or failed to meet the contractual performance
requirements for which payment was made, shall be promptly recouped/
collected.

-488- N
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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-inpnt in each stage of the audit.
- The‘ooportnnity for a vendor who has participated in the audit
process to recelve an impartial dispute hearing if the vendor

is not in agreement with the final audit report.

= The program manager as being the primary contact point 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 monitoring vendor performance. Other staff
assigned day-to-day monitoring, licensing, certification, etc., of ven-
dors shall, when the vendor is not in compliance with the departmental
contracts/standards, initiate corrective action. If those efforts are

{Tunsuccessful, 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-

B .. vider OVerpaymentef dated May. 8, 1978.

Attachment





Responsible Organization

Administrative Policies Manual
10.02 (cont.)
February 10, 1983

VENDOR OVERPAYMENT/NONPERFORMANCE RESPONSIBILITY MATRIX

1.

Office of Operations

'Review

2.

4.

8.

O

Office of Operations.

Review _

Office of Operations""

Review

Office of Operations
Review ‘

Program Manager

Operations Review/

Program Manager

Office of Operations

Review

Audit Committee

Action

~ Initiate audit, notify vendor
. and program manager.

" Refer evidence of fraud/

criminal conduct to Office

of ‘Special Investigation,

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 Operations 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, or

" (b) distributes Draft Audit -

" Report ‘to vendor and
" program manager 1f there
is- agreement.

" -Resolve-differences and

establishes department posi-
tion on Draft Audit Report.

-3 -

~Comments

LA

Office of Special
Investigation or
appropriate. unit
investigates refer-
ral.

Advises vendor of
need to respond to
Draft Audit to main-

e tain appeal rights.

Program manager is
division or bureau
director.

Program manager
reviews report to
determine 1if it is

‘consistent with .
-applicable- program

policies. Review is
conducted prior to

"+ distribution to ven-

dor and provides
consistent 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.

10.

11.

12.

13.

Officé of Operations
Review

Vendor

Office of Operations
Review

Oﬁerations Review/
Program Manager

Office of Operations
Review

Administrative Policies'Manual
10.02 (cont.)
February 10, 1983

Action

Distribute Draft Audit Report

to vendor and program manager.

Reépond to Draft Audit within

- 30 working days.

If 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

(v) distribute within ten work-
ing days after appropriate

resolution of draft audit

Final Audit Report to pro-

gram manager
— when vendor has not

-- when Audit Conference has
been completed and no fur-
ther action is required,

responded, or
when vendor responses
have been considered

for incorporation in the

Final Audit Report and

no further discussion is

necessary, or

or

-4 -

Audit Committee has deter-
nined department position.

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 granted by the
Auditor, Draft Audit
Report is a working
paper and receives
limited distribution.

Attendance at Audit
Conference: Vendor,
Operations Review,
and program manager.
If no program issues,
program manager
attendance is
optional.

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.

16.

17.

Office of Financial

Recovery

Vendor

Office of Contracts
Management

Administrative Policies Manual
10.02 (cont.)
February 10, 1983

Action

Distribute within ten working
days Final Audit Report to ven~
dor with Corrective Action
Cover Letter (sample provided
by Operations Review). Letter
includes:

(a) Notice to correct or
develop plan to correct
deficiencies.

.(b) Methods of tecdvéry°

(Options include repayment/
recoupment from future con=
tract payments.) Recovery
to include 1% per month
interest beginning omn 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 Final
Audit within 20 working days.

Schedule within ten days Dis-
pute Hearing if vendor has met
preconditions and disagrees
with Final 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

'Cébiés of cover let-

ter are sent to
Offices of Contracts
Management, Financial
Recovery, and Opera-
tions Review.

For medical care pro-
viders, consider
recommending the
assessment of civil
penalties if appro-
priate as provided
for in RCW
74.09.210.

Notifies program man-
ager and Operations
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 Comments
18. Office 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 in 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 Office of Financial Recovery.

19. Program Manager Initiate within ten working Repayment/recoupment
(See 21 below) ~days recoupment/repayment of schedule over 90 days
overpayments if vendor does not requires Assistant
disagree with Final Audit Report Secretary's approval.
or Dispute Hearing has been com-
pleted and Audit has been upheld.

Notify Office of Financial
Recovery of actions taken and
planned. "As each recoupment
installment is completed, pro-
gram manager or disbursing unit
provides Office of Financial
Recovery with data for credit
adjustment.

20. Office of Financial Process adjustment to reflect Notifies program man-
Recovery satisfaction in full. ager, Operations

Review and Assistant
Secretary 1f recoup-
ment/repayment not
accomplished in 90
days or in accord-
ance with approved
repayment plan.

OR
21. Program Manager Advise Office of Financial ~ Office of Financial,
Recovery to collect and/or Recovery is to be
establish repay schedule. alerted if vendor is

no longer receiving
department funds or
is going out of
business.





Responsible Organization

22. Office of Financial
Recovery

Administrative Policies Manual
10.02 (cont.)
February 10, 1983

Action

Advise vendor of amount due

including interest to date.

Establish repay schedules 1if
appropriate.

.Initiate witﬁin 30 working
days collection, legal action,

etc. Recover overpayment if
Audit is agreed to or upheld:
and recoupment is not avail~
able. Cost effectiveness of
recovery will be coordinated
with Attorney General.

Comments

Account status is
available to program
manager.

Referral to Attorney
General will be
copied to program
manager.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-190
' : Issued: May 25, 1984
FROM: Bruce Ferguson, Assistant Secretary FOR INFORMATION CALL:

Community Services Jean Gregory
: : : SCAN 234~7136 or
Non-SCAN 753-7136

| | |
|IF NOT DELIVERARLE, RETURN TO: MANUAL PRODUCTION UNIT MS OB-16]
| ‘ I

SUBJECT: SOCIAL SERVICE PAYMENT SYSTEM - INTERIM SOCIAL SERVICE OVERPAY-
MENT PROCEDURES

Place this notice in front of Chapter 05, Manual G, and note on Green
Notice Control Sheet the date Notice No. G-190 was entered.

Chapter 05, Manual G, Social Service Overpayments, will be issued at a
later date.

INTRODUCTION

The Interim Social Service Vendor overpayment instructions will provide
soclal service staff with a uniform procedure to handle overpayments as
defined below. An overpayment i1s defined as a billing error mutually
recognized by the Vendor and Department, but cannot be dealt with under
SSPS by adjustment 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'respbnsibility for verifying if a 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, DDD
Field Service Staff, or Community Service Office Social Service Staff.
As necessary he/she will consult with staff who licenses and/or con-
tracts with the Social Service Vendor. See attached 1list for
Licensing, Contracting Responsibilities.

i o e et e





Notice No.: G-190
Page 2

B.

.Setting Up Overpayment

When an overpayment has been identified, the responsible gtaff will:

1.  Prepare an overpayment letter to send to the client/vendor: The
overpayment letter (DSHS 18-398 or DSHS 18-399) (see attached)
instructs the vendor or client payee to forward repaynent
directly to the Office of Financial Recovery (OFR), MS 0B-21, not
to the CSO/FSO. A copy of the overpayment letter must be
retained in the client and the vendor's file.

2. Prepare an overpayment packet for OFR which will contain the
following:

a. DSHS 18-199C, Accounts Receivable Input Document for Vendor
Overpayments, or a DSHS 18-199(X), Accounts Receivable Input
Document, for a client payee overpayment. The DSHS
18- 199(X) or DSHS 18-199C must include the SSPS service
code, reason code and source of funds 1if applicable in the
comments section. This enables OFR to properly credit any
funds received to the appropriate source. (See Manual F,
Chapter 99, for instructions.)

b.  The Overpayment Letter that was sent to the vendor (DSHS
18-399) or client payee (DSHS 18-398).

Ce Supporting documentation such as original payment invoices,
a print from the SSPAY terminal screen, audit report or
other documents as appropriate which verify that an over=
payment has occurred.

Payment

The vendor must send the repayment directly to OFR. If a CSO/FSO
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 over=-
payment. (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:
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1.

3.

OFR, upon receipt of payment from a social service vendor for
whom they have not received an Accounts Receivable Document (DSHS
18-199(X) or DSHS 18-199C), will send a request for clarification
to the appropriate CSO/FSO, Program Manager, or regional office
staff. The clarification will request a determination of the
reason for the repayment (see attached example).

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.

If it is determined that an overpayment has occurred, the vendor
overpayment procedures apply and an overpayment packet must be
sent to OFR.

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.

If the payment or any portion was a program donation, this
information should be submitted to OFR including the identity of
the program to which the donation was made in order to credit the
proper account. OFR will then credit the account.

Attachments






Commun

-

Community Services Licensing, Contracting Responsibilities
ity Service Office

CSO Foster Family Homes - licensing

Family Day Care Homes - licensing

Adult Foster Homes - licensing - contracting

Day Care Mini Centers within family residence - licensing
COPES Individual Provider - personal services contract
CCF - contracting

COPES Agency = contracts

Regional Office

1

}
!
State Office |
Ste fic :
z

. Group Homes ~ contracts

. Juvenile Detention Centers - contracts

Licensed Child Placing Agencies (who in turn license private agency
foster homes)

Day Care Centers - licensing

Day Care Minl Centers - licensing (outside family residence)
Juvenile Detention Centers - certification

Group Homes - licensing '

'CRCs - licensing

CCF (Regular, Mental Health, Alcohol, Drug) - Health Services

license g‘

Chore contracts

FRS contracts

Day Care Centers - contracts
All Day Care Mini Centers - contracts
CRCs - contracts

Not subject to licensing or contracting: CSO is responsible for In-Home
. Day Care, IPP.Chore providers.

Division of Developmental Disabilities Contracting Responsibilities

Group Homes
IMR - Level E
Tenant Support - Regular
' - Intensive
Alternative Living - Individual
- Agency
Residential Skills
Countiles
BOA - Provider Agreements (i.e., medical care, respite care)
Personal Service (i.e., Group Home staff training)

.Contracts for Developmental Disabilities Planning Council






CLIENT PAYFE QOVERPAYMENT

CLIENT PAYEE SOCIAL SERVICE OVERPAYMENT

LOCAL OFFICE

CASE #

,  We have determined that You received an overpayment of social service monies amounting to

e for the period(s)

'The ‘sorvice(s) for which you were overpaid are:

Service Name - 'SSPS Code Auth 8 lnvoica # Provider # f

e e e e e e

 The ressons for this overpayment are:

Funds for repayment must be sent directly to the Office of Financial Recovery, OB-21, Box 9501, Olympia,
WA 88604. You may write to the Office of Financial Recovery to arrangs a repayment schedyle.

It you have questions regarding tha amount or reasons for the overpayment you may contact me at telephone
# .

’

If you disagree with this decigion, you may request a fair hearing by writing the Office of Hearings, Depan-
ment of Social and Health Services, Box 2485, Olympia, WA 98504, within ninety days of receipt of this latter.

Sinceraly,

OBHY 18350 10 84) O A-19)






SOCIAL SERVICE VENDOR OVERPAYMENT

SOCIAL SERVICE VENDOR OVER PAYMENT

LOCAL OFFICE

PROVIDER #

We have de!e_fmlned that you received an overpayment of socia! service monies amounting to

$ - for the period(s)

The clients and service tor which you were overpaid are:

SSPS Serv. !
Client Code Auth & Invoice #

The reason for this overpayment is:

Repaymeiit ahould be made directly to the Office of Financial Recovery, OB-21, Box 9501, Olympia, WA
’ 98593. You:may write to the Office of Financial Recovery to arrange a repayment schedule.

Yo may also be liable for interest on overpayments per RCW 43.20A.435.

It you have questions regarding the amount or reasons for this overpayment you may contact me at telephone
8 .

If you disagree with this decision, you may request a hearing by writing the Otfice of Hearings, Department of
Social and Health Services, Box 2465, Olympia, WA 98504, within ninety days of receipt of this letter.

o4

Sincerely,

DSHS 18399 (8 80)  © OX A'103
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ADMINISTRATIVE POLICY

AN ()
VAN AN
'Mu
SUBJECT: ‘ POLICY NUMBER
. ' Vendor Overpayment Policy i : 10.02

~ ORIGINATING UNT: . B
Division of Administration and Personnel 83-5

ISBUANCE NUMBER.

DATE -

APPROVED: -
Feb. I 10 l1983 Z %4“"

SUPERSEDES:

Collection of Medicaid Provider .Corrective Action Plans and Reports
Overpayments Thomas, 5/8/78
Collection of Vendor Overpayments

Thompson, 1-14-80

V' RELATED REFERENCES

I1.

III.

OSHS 6-181 (10-82) -488-

PURPOSE

The purpose of this policy is to establish a uniform approach to the x'
identification and recovery of vendor overpayuments.

score |

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 social and health
services for the citizens of this state. Since approximately two-
thirds of the department's budget is expended through contracts, it
is essential that vendor program and fiscal accountability be main-
tained. -

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 billed in excess of a
contractual limitation, or failed to meet the contractual performance

requirements for which payment was made, shall be promptly recouped/
collected.
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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 audit.

= 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 prbgram manager as being the primary contact point 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 monitoring vendor performance. Other staff
assigned day-to-day monitoring, licensing, certification, etc., of ven=-
dors shall, when the vendor is not in compliance with the departmental
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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VENDOR OVERPAYMENT/NONPERFORMANCE RESPONSIBILITY MATRIX

Responsible Orpanization

1.

2.

3.

4.

6.

7.

Office of Operations
Review

Office of Operations
Review

Office of Operations
Review

Office of Operations
Review

Program Manager

Operations Review/
Program Manager

Office of Operations
Review

8. Audit Committee

Action

Initiate audit, notify vendor
and program manager.

" Refer evidence of fraud/

criminal conduct to Office

of Special Investigation,

or, in the case of a Medicaid
provider, to the Medical
Fraud Control Board.

Conduct Exit Review with ven-
dor to review audit findings.

Issde Pre-Draft Audit Report to
program manager for review and
comment.

Review Pre-Draft Audit Report
and provide written response

to Operations 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, or

(b) distributes Draft Audit
Report .to vendor and
program manager if there
is agreement.

Resolve différences and
establishes department posi-
tion on Draft Audit Report.

-3 -

Comments

Office of Special
Investigation or
appropriate unit
investigates refer-
ral.

Advises vendor of f
need to respond to
Draft Audit to main-
taln appeal rights.

Program manager 1is
division or bureau
director.

Program manager
reviews report to
determine if it is
consistent with
applicable program
policies. Review is
conducted prior to
distribution to ven-
dor and provides
consistent 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.





fgequnsible Q:ggni&ation

‘9.

10.

A1,

A2,

13.

Office of Operations

‘Review

Vendor

Office of :Operations
Review

Operations :Review/
Program Manager

Office of Operations

‘Review

Administrative&?olicies'Manqal
10.02 (cont.)
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‘Action

Distribute Draft Audit Report
-to vendor .and program manager.

+Respond to Draft Audit within
30 working days. If vendor
disagrees and wants an Audit

“Conference, the request must

.be made .within ten working days
-to.ensure completion .within 30
-days.

‘Schedule Audit Conference with

.vendor within five working days
-1f +vendor .and Operations Review
«disagree -on substantial matters
: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 1f there is:no
.agreement, or

(b) ydistribute within ten work=-
iing 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 is
.necessary, or

-=.when Audit Conference has
been completed and no fur-—
ther action is -required,
or

== Audit Committee has deter-
mined department position.

-4 -

Conference:
*Operations Review,
and program managers
:If .no -program issues,
.progranm -manager '
attendance is
-optional.

.Comments

‘Cover ‘letter includes

notice that vendor

must -respond :to.matn-

tain fufther;appeal

-rights.

Request for extension

-of the 30-day response

may be.granted bythe
Auditor, Draft Audit

‘Report is a working
:paper and receives
‘limited distribution.

Attendance at Audit
Vendor,

‘Copies of final audit
;report ,.are sent to
:0ffice of Contracts
‘Management and Office
of :Financial :Recovery.
-0Office of ‘Financial
tRecovery establishes
;accounting record.





Responsible Organization

14. Program Manager

e e P e e e

15. Office of Financiél
Recovery
16. Vendor

17. Office of Contracts
Management

Administrative Policies Manual
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Action

Distribute within ten working
days Final Audit Report to ven-
dor with Corrective Action
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 31st
day; except for medical

- providers ‘as provided in
RCW 74.09.220.

(c) 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 Final
Audit within 20 working days.

Schedule within ten days Dis-
pute Hearing if vendor has met
preconditions and disagrees

 with Final 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, counsider
recommending the
assessment of civil
penalties if appro-
priate as provided
for in RCW

74.09.210.

Notifies program man-
ager and Operations
Review 1if 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. Office 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 in 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 Office of Financial Recovery.

19. Program Manager Initiate within ten working
(See 21 below) 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.

Notify Office of Financial
Recovery of actions taken and
planned. 'As each recoupment
installment is completed, pro-
gram manager or disbursing unit
provides Office of Financial
Recovery with data for credit
adjustment.

20. Office of Financial Process adjustment to reflect
Recovery satisfaction in full.
OR
21. Program Manager Advise Office of Financial

Recovery to collect and/or
establish repay schedule.

Comments

Repayment/recoupment
schedule over 90 days
requires Assistant
Secretary's approval.

Notifies program man-
ager, Operations
Review and Assistant
Secretary if 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 Organization.

22. Office of Financial
Recovery

.
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Action

Advise vendor of amount due

including interest to date.

Establish repay schedules if
appropriate.

Initiate within 30 working
days collection, legal action,
etc. Recover overpayment if
Audit is agreed to or upheld
and recoupment is not avail-
able. Cost effectiveness of
recovery will be coordinated
with Attorney General.

Comments

Account status is
available to program
manager.’

Referral to Attorney
General will be
copied to program
manager.

o e e =





MANUAL G: CHAPTER 05 -- SOCIAL SERVICES OVERPAYMENTS

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

COMMUNITY SERVICES DIVISION
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-214
Issued: 1/4/85

FROM: Bruce Fergusoﬁ, Assistant Secretary SECTIONS REVISED:
Community Services N/A :

EFFECTIVE: Upon Receipt
FOR INFORMATION CALL:
Jean Gregory

SCAN 234-7136 or
Non-SCAN 753-7136

| |
IIF 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, Manual G, and note on Green
Notice Control Sheet the date Notice No. G-214 was entered. Remove pre-
vious Notice No. G-190 and note on the Green Notice Control Sheet the date
Notice No. G-190 was removed. Retain Administrative Policy No. 10.02.

Chapter 05, Manual G, Social Service Overpayments, will be issued at a
later date. :

INTRODUCTION

The Interim Social Service overpayment instructions will provide social
gservice 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
adjustment 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. 16.02. The interim
vendor payment instructions do not supersede Administrative Policy No.
10.02 (see attached).

SS Manual - 1407
Davidv.
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Notice No.: G-214
Page 2

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
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.

B. Setting Up Overpayment

When an overpayment has been identified, the responsible staff will:

1. Prepare an ovefpayment 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 0OB-21, not to the CSO, FSO
or DCFS office. See Manual G, Chapter 99, for the forms and
instructions on completion. A copy of the overpayment letter
must be retained in the client and/or the vendor's file.

2. Prepare an overpayment packet for OFR which will contain the
following:

a. Client Payee Overpayment

(1) DSHS 18-199(X), Accounts Receivable Input Document.
Manual G, Chapter 99, containg the form and instruc-
tions 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. ‘

3S Manual - 1408
! ‘ David V.
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Notice No.: G-214
Page 3 '

(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 that verify that an overpayment has
occurred.

PazEent

The vendor or client must send the repayment directly to OFR. If a
CSO/FSO should receive monies that are to be applied to a vendor over-
payment, they must be transmitted to OFR on a Daily Funds Transmittal
(DSHS 18-320(X)). This is done by the accounting section. The com-
ment 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 1f
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 CSO/FSO, Program
Manager, or regional office staff. The clarification will
request a determination of the reason for the repayment (see
attached example).

2. 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.

3. 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.

SS Manual - 1409
David v.
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5. 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
appropriately.

SS Manual - 1410
David v.
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Licensing and Contracting Responsibilities

Community Service Office

Adult Foster Homes - licensing - contracting

COPES Individual Provider - personal services contract
CCF - contracting

COPES Agency - contracts

DCFS

Foster Family Home - licensing
Family Day Care Home - licensing
- Day Care Minl Centers Within Family Residence - licensing

'DCFS Centers

- Licensed Child Placing Agencies (who in turn license private agency
r foster homes)

- Day Care Centers - licensing

- Day Care Mini Centers - licensing (outside family residence)

- Juvenile Detention Centers - certification
—_ - Group Homes - licensing

- CRCs - licensing

Community Service 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 S.0. is responsible
for In-Home Day Care, IPP Chore providers.

SS Manual - 1411
David v.
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No.: G-214

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

SS Manual - 1412
David v.
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STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington 98504
TO: ' DATE:
FROM: Office of Financial Recovery, 0B-21
By:
SUBJECT: PAYMENT FROM SOCIAL SERVICE VENDOR /__] / CLIENT [__7
The Office of Financial Recovery (OFR) has received $ from
(name)
N—
(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. OB-21. -

B. Payment in Error

By memo inform OFR, Cashiers Unit, MS 0B-21, that the payment was
received in error and is to be refunded to the vendor/client.

c. 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.

SS Manual - 1413

| 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
T [TORIGINATING UNTT: . IBBUANCE NUMBER
Division of Administration and Personnel 83-5
DATE APPROVED:
Feb. l 10 1983 22 % Z (5.
SUPERSEDES: 4 asﬁrep REFERENCES:
Collection of Medicaid Provider Corrective Action Plans and Reports

Overpayments Thomas, 5/8/78
Collection of Vendor Overpayments
Thompson, 1-14-80

1. PURPOSE

The purpose of this policy is to establish a uniform approach to the
identification and recovery of vendor overpaymeats.

II. 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.

III. POLICY

Effective management of contracted services is a vital part of the .
department's overall mission to provide necessary social and health
services for the citizens of this state. Since approximately two-

thirds of the department's budget is expended through contracts, it
is essential that vendor program and fiscal accountability be main-
tained. .

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 billed in excess of a
contractual limitation, or failed to meet the contractual performance
- requirements for which payment was made, shall be promptly recouped/
: collected.

SS Manual - 1414
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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 audit.

=~ 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 primary contact poidt 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 monitoring vendor performance. Other staff
assigned day-to-day monitoring, licensing, certification, etc., of ven-
dors shall, when the vendor is not in compliance with the departmental
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

SS Manual - 1415
David v.
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VENDOR OVERPAYMENT/NONPERFORMANCE RESPONSIBILITY MATRIX

Responsible Organization -

1.

2.

3.

7.

8.

4.

Office of Operations
Review

Office of Operations
Review

Office of Operations
Review

Office of Operations
Review

Program Manager

Operations Review/
Program Manager

Office of Operations
Review

Audit Committee

Action

Initiate audit.'notify vendor

and program manager.

Refer evidence of fraud/
criminal conduct to Office

of Special Investigation,

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 Operations Review within ten

vorking 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, Or

(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
consistent with
applicable progranm
policies. Review is
conducted prior to
distribution to ven-
dor and provides
consistent depart-
ment position.

Audit Committee 1is
composed of Deputy
Secretary, Assistant
Secretaries, Comp-
troller and Auditor.

SS Manual - 1416
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and program manager
presents views to
Audit Committee.

.






Responsible Organization

9.

10.

11.

12.

13.

Office of Operations
Review

Vendor

Office of Operations
Review

Operations Review/
Program Manager

Office of Operatioms
Review

Distribute Draft Audit Report
to vendor and program manager.

Respond to Draft Audit within

Administrative Policies ﬁanualj
10.02 (cont.)

February 10, 1983

Action

30 working days. If 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, OT

(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 is

necessary, Or

when Audit Conference has
been completed and no fur-
ther action is required,

or

Audit Committee has deter-
mined department position.

Comments

Cover letter includes
notice thatj vendor
must respond to main-
tain further appeal
rights.

Request for extension
of the 30-day response
may be granted by "the
Auditor, Draft Audit
Report is a working
paper and receives
limited distribution.

Attendance at Audit
Conference: Vendor,
Operations Review,
and program manager.
If no program issues,
program manager
attendance is
optional.

Copies of final audit
report are sent to
Office of Contracts
Management and Office
of Financial Recovery.
Office of Financial
Recovery establishes
accounting record.

SS Manual - 1417
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C— Responsible Organization

14. Program Manager

-

15. Office of Financial
Recovery
16 . Vendor

17. Office of Contracts
Management '

Administrative Policies Manual
10.02 (cont.) .
February 10, 1983

Action

Distribute within ten working
days Final Audit Report to ven~
dor with Corrective Action
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 Final
Audit within 20 working days.

Schedule within ten days Dis-
pute Hearing if vendor has met
preconditions and disagrees
with Final 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
recommending the
assessment of civil
penalties if appro-
priate as provided
for in RCW

74.09.210.

Notifies program man-~
ager and Operations
Review if no action
is taken within 30
days.

Extension of timeli-
ness may be granted

with concurrence of

program manager and

auditor.

SS Manual - 1418
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Responsible Organization

18. Office of Contracts
Management

Administrative Policies ﬁanuql_
10.02 (cont.) :
February 10, 1983

Action

Notify Office of Financial
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 in 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 Office of Financial Recovery.

19. Program Manager
(See 21 below)

20. Office of Financial
Recovery

OR

21. Program Manager

Initiate within ten working

~ days recoupment/repayment of

overpayments i1f vendor does not.

disagree with Final Audit Report
or Dispute Hearing has been com-
pleted and Audit has been upheld.

Notify Office of Financial
Recovery of actions taken and
planned. As each recoupment
installment is completed, pro-
gram manager or disbursing unit
provides Office of Financial
Recovery with data for credit
adjustment.

Process adjustment to reflect
satisfaction in full.

"Comments

Repayment/recoupment
schedule over 90 days
requires Assistant

Secretary's approval.

Notifies program man-
ager, Operatiomns
Review and Assistant
Secretary if recoup-
ment/repayment not
accomplished in 90
days or in accord-

. ance with approved

Advise Office of Financial
Recovery to collect and/or
establish repay schedule.

repayment plan.

Office of Financial
Recovery 1is to be
alerted 1f vendor is
no longer receiving
department funds or
is going out of
business.

SS Manual - 1419
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Responsible Organization

22. Office of Financial
Recovery

Administrative Folicies Manual
10.02 (cont.) ‘ .
February 10, 1983

Action

Advise vendor of amount due
including interest to date.
Establish repay schedules if
appropriate.

Initiate within 30 working
days collection, legal actionm,
etc. Recover overpayment if
Audit is agreed to or upheld

_and recoupment is not avail-

able. Cost effectiveness of
recovery will be coordinated
with Attorney General.

Comments

Account status 1is
available to program
manager .

Referral to Attorney
General will be
copied to program
manager.

SS Manual - 1420
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DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G ] NOTICE NO.: G-178
. Issued: January 25, 1984

FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary
’ . SCAN 234-0204 or
s Non-SCAN 753-0204

l I
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS 0B-16]|

SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY LICENSES

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I. BACKGROUND

‘Licensors have been unclear about whether or not they may legally
refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license). )

According to a recent memo from the Attorney General's Office, the
department may refuse the voluntary surrender of the license and go to
a fair hearing on the revocation, if necessary.

II. ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration.

2. The department shall accept such a surrender of a license except
that if it has determined that there are grounds for a revoca-=
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation.

3. A determination of whether to accept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4. If a licensee voluntarily surrenders a license and subsequently
reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-174
Issued: December 29, 1983

FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel
SCAN 234-0204 or
non-SCAN 753-0204

| I
| IF NOT DELIVERABLE, RETURN TO MANUALS PRODUCTION UNIT OB-16 |

SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered.

BACKGROUND

Although RCW 74.15 was revised in 1980 to authorize criminal justice agencies
to provide the department with criminal arrest record information on child
care agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time.

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes

and worked out a procedure to accomplish this. This revision will enable

the department to use essentially the same procedure to access the system

for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using the form for licensing purposes).

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.

Persons currently designated to clear such requests for CPS may also serve

this function for licensing. .
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For licensing purposes, justification for referral includes, but is not
limited to:

(a) Admission on application of a criminal record;

(b) Suggestion or statement by person giving reference for applicant,
licensee or employee;

(c) Other indications which derive from interviews with applicant,
licensee or employee;

(d) Concerns which make such a record search necessary for the pro-
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor—
mation through a local law enforcement agency if that agency has access to
the WSP Identification Section”s information system and will provide infor-
mation on arrests, convictions, and pending charges.

In addition, where there is concern that the applicant/licensee or employee
may have a criminal/arrest history in another state or states, the department
may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the
applicant”s expense. These fingerprints should be forwarded to the Criminal
Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo
must be accompanied by the applicant”s check for twelve dollars made out to
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure
Policy, 43.43 RCW, and 10.97 RCW.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO.: G-172
Issued: December 19, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
Non=-SCAN 753~-0204

I |
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16|

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-172 was entered.

BACKGROUND

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini-day care centers.
Regional offices have asked for a procedure for checks which have been
rejected by banks.

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it
is essential that we have a fairly uniform, equitable, and defensible
procedure.

PROCEDURE

A. Office of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee is dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and
a copy of the transmittal will be sent to the regional office or CSO,
as appropriate. .

B. Region or CSO Resporisibilities

(1) Where the check had been submitted with an application, either an
initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office
that the check was rejected by the bank and that the application
is not valid until the fee has been paid by cashier's check, or
money order. The application and rejected check should be
returned to the applicant/licensee.
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(2) If the check had been submitted as a yearly payment when reli-
censing was not ,due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their license will be suspended thirty
days following receipt of this letter if such payment is not
received before that time. The rejected check should be returned
to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to-a new license except that it would be referenced to
the original transmittal number.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G , NOTICE NO.: G-178

TO:
Issued: January 25, 1984
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:

Bruce Ferguson, Assistant Secretary
. SCAN 234~0204 or
s Non-SCAN 753-0204

I I
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS 0B-16|
| I

SUBJECT: VOLUNTARY TEﬁhINATION OF CHILD CARE AGENCY LICENSES

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I.

II.

BACKGROUND

‘Licensors have been unclear about whether or not they may legally

refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license). |

According to a recent memo from the Attorney General's Office, the
department may refuse the voluntary surrender of the license and go to
a fair hearing on the revocation, if necessary.

ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration.

2. The department shall accept such a surrender of a license except
that if it has determined that there are grounds for a revoca-
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation.

3. A determination of whether to accept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4. If a licensee voluntarily surrenders a license and subsequently
reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-174
Issued: December 29, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
non-SCAN 753-0204

I I
| IF NOT DELIVERABLE, RETURN TO MANUALS PRODUCTION UNIT OB-16 |

I I

SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered.

BACKGROUND

Although RCW 74.15 was revised in 1980 to authorize criminal justice agencies
to provide the department with criminal arrest record information on child
care agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time.

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes
and worked out a procedure to accomplish this. This revision will enable
the department to use essentially the same procedure to access the system
for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using the form for licensing purposes).

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.

Persons currently designated to clear such requests for CPS may also serve
this function for licensing.
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For licensing purposes, justification for referral includes, but is not
limited to:

(a) Admission on application of a criminal record;

(b) Suggestion or statement by person giving reference for applicant,
licensee or employee;

(¢) Other indications which derive from interviews with applicant,
licensee or employee;

(d) Concerns which make such a record search necessary for the pro-
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor-
mation through a local law enforcement agency if that agency has access to
the WSP Identification Section”s information system and will provide infor-
mation on arrests, convictions, and pending charges.

In addition, where there is concern that the applicant/licensee or employee
may have a criminal/arrest history in another state or states, the department
may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the
applicant”s expense. These fingerprints should be forwarded to the Criminal
Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo

must be accompanied by the applicant”s check for twelve dollars made out to -
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure
Policy, 43.43 RCW, and 10.97 RCW.





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO.: G-172
Issued: December 19, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Cail:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
Non=SCAN 753~0204

I I
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16]|

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in frout of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-172 was entered.

BACKGROUND

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini-day care centers.
Regional offices have asked for a procedure for checks which have been
rejected by banks. ’

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it
is essential that we have a fairly uniform, equitable, and defensible
procedure.

PROCEDURE

A. Office of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee is dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and
a copy of the transmittal will be sent to the regional office or CSO,
as appropriate.

B. Region or CSO Responsibilities

(1) Where the check had been submitted with an application, either an
initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office
that the check was rejected by the bank and that the application
is not valid until the fee has been paid by cashier's check, or
money order. The application and rejected check should be
returned to the applicant/licensee.
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(2) If the check had been submitted as a yearly payment when reli-
censing was not ,due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their license will be suspended thirty
days following receipt of this letter if such payment is not
received before that time. The rejected check should be returned
to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to a new license except that it would be referenced to
the original transmittal number.

——





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO:  HOLDERS OF MANUAL G | NOTICE NO.: G-178
Issued: January 25, 1984
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary

e SCAN 234-0204 or
o i ' Non=-SCAN 753-0204

N I
|IF 'NOT -DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16|

SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY LICENSES

Place thié notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I. ' BACKGROUND -

Licensors have been unclear about whether or not they may legally
refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. .While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee'may reapply for a new license with another DSHS office or
child placing agency (if he/she is -seeking a foster family home
license)

Accoxding to a recent memo from the Attorney General's Office, the
depattmgnt‘may refuse the voluntary surrender of the license and go to
a fai; hearing on the revocation, if necessary.

II. ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration. :

2. The department shall accept such a surrender of a license except
that 1f it has determined that there are grounds for a revoca-

. tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
.these, specific grounds, the department may proceed with the revo-
cation.

3. .*A-detérmination of whether to accept the voluntary termination or
.. _ to revoke the license should be on a case-by-case basis after
- consultation with the Attorney General's Office.

4.;;;If é:licensee voluntarily surrenders a license and subsequently
o reapplies, all the issues associated with the termination could
.-be raised in support of a denial of a new license.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-174
' Issued: December 29, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
non-SCAN 753~0204

I ’ I
| IF NOT DELIVERABLE, RETURN TO MANUALS PRODUCTION UNIT OB-16 |
(. I

SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered. )

BACKGROUND_

Although RCW 74.15 was revised in 1980 to authorize criminal justice agencies
to provide the department with criminal arrést record information on child
care agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time. :

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes
and worked out a procedure to accomplish this. This revision will enable
the department to use essentially the same procedure to access the system
for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using -the form for licensing purposes). T

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.

Persons currently designated to clear such requests for CPS may also serve
this function for licensing.
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For licensing purposes, justification for referral includes, but is not
limited to:

(a) Admission on application of a criminal record;

(b) Suggestion or statement by person giving reference for applicant,
licensee or employee;

(¢) Other indications which derive from interviews with. applicant,
licensee or employee;

(d) Concerns which make such a record search necessary for the pro-
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor-
mation through a local law enforcement agency if that agency has access to
the WSP Identification Section’s information system and will provide infor-
mation on arrests, convictions, and pending charges.

In addition, where there 1is concern that the applicant/licensee or employee
may have a criminal/arrest history in another state or states, the department.
may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the
applicant”s expense. These fingerprints should be forwarded to the Criminal
Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo

must be accompanied by the applicant”s check for twelve dollars made out to
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure
Policy, 43.43 RCW, and 10.97 RCW.






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERSIOF MANUAL G NOTICE NO.: G-172
T i . : Issued: December 19, 1983
FROM: COMMﬁNITYHSERVICES ADMINISTRATION For Information Call:

Bruce Ferguson, Assistant Secretary Barry Fibel
s e SCAN 234-0204 or
Non-SCAN 753-0204

T 4 |
|IF' NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16]
o !

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in front of Chapter 06, Manual G, and note on Green ,
Notice Control Sheet the date Notice G-172 was entered. !

; BACKGROUND ' . '

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini~day care centers.

- Regional offices_have asked for a procedure for checks which have been
rejected by banks. :

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it
1s essential that we have a fairly uniform, equitable, and defensible
procedure. '

PROCEDURE

A. Office 'of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee is dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and

a copy of the transmittal will be sent to the regional office or CSO,
as appropriate.

B. Region or ‘CSO Responsibilities

(1) Where the check had been submitted with an application, either an
initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office

~that' the check was rejected by the bank and that the application
is not valid until the fee has been paid by cashier's check, or
money ofde:. The application and rejected check should be
returned to the applicant/licensee.

|¥.' —*
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(2) 1f the check had been submitted as a yearly payment when reli-
censing was not due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their license will be suspended thirty
days following receipt of this letter if such payment is not
received before that time. The rejected check should be returned
to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to a new license except that it would be refe;enced to
the original transmittal number. '

|





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

HOLDERS OF MANUAL G NOTICE NO.: G-178

TO:
Issued: January 25, 1984
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:

Bruce Ferguson, Assistant Secretary
SCAN 234-~-0204 or
Non=-SCAN 753-0204

I l
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS 0B-16|
| . C o . o : ]

SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY LICENSES

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I.

II.

BACKGROUND

‘Licensors have been unclear about whether or not they may legally
refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license).

According to a recent memo from the Attorney General's Office, the
department may refuse the voluntary surrender of the license and go to
a fair hearing on the revocation, 1f necessary.

ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration.

2. The department shall accept such a surrender of a license except
that if it has determined that there are grounds for a revoca-
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation.

3. A determination of whether to accept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4. If a licensee voluntarily surrenders a license and subsequently
reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.

»






DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO: G-174
Issued: December 29, 1983

FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel
SCAN 234-0204 or
non—-SCAN 753-0204

I I
IF NOT DELIVERABLE, RETURN TO MANUALS PRODUCTION UNIT O0B-16 |

SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered.

BACKGROUND

Although RCW 74.15 was revised in 1980 to authorize criminal justice agencies
to provide the department with criminal arrest record information on child
care agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time.

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes

and worked out a procedure to accomplish this. This revision will enable

the department to use essentially the same procedure to access the system

for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using the form for licensing purposes).

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.

Persons currently designated to clear such requests for CPS may also serve
this function for licensing.
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For licensing purposes, justification for referral includes, but is not
limited to: -

(a)
(b)

(c)

(d)

Admission on application of a criminal record;

Suggestion or statement by person giving reference for applicant,
licensee or employee;

Other indications which derive from interviews with applicant,
licensee or employee;

Concerns which make such a record search necessary for the pro-
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor-
mation through a local law enforcement agency if that agency has access to
the WSP Identification Section”s information system and will provide infor-
mation on arrests, convictions, and pending charges.

In addition, where there is concern that the applicant/licensee or employee

may have a criminal/arrest history in another state or states, the department

may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the

applicant”s expense.

Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo
must be accompanied by the applicant”s check for twelve dollars made out to
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure

Policy, 43.43 RCW, and 10.97 RCW.

These fingerprints should be forwarded to the Criminal





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G 'NOTICE NO.: G-172

Issued: December 19, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
Non~SCAN 7?3-0204

I I
|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16/|

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-172 was entered.

BACKGROUND

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini-day care centers.
Regional offices have asked for a procedure for checks which have been
rejected by banks.

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it
is essential that we have a fairly uniform, equitable, and defensible
procedure.

PROCEDURE

A. Office of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee is dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and

a copy of the transmittal will be sent to the regional office or CSO,

as appropriate.

B. Region or CSO Responsibilities

(1) Where the check had been submitted with an application, either an

initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office
that the check was rejected by the bank and that the application
is not valid until the fee has been paid by cashier's check, or
money order. The application and rejected check should be
returned to the applicant/licensee.
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(2) If the check had been submitted as a yearly payment when reli-
censing was not due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their license will be suspended thirty
days following receipt of this letter if such payment is not
received before that time. The rejected check should be returned
to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to a new license except that it would be referenced to

the original tramsmittal number.





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G 'NOTICE NO.: G-172

Issued: December 19, 1983
FROM: COMMUNITY SERVICES ADMINISTRATION . For Information Call:
Bruce Ferguson, Assistant Secretary Barry Fibel

SCAN 234-0204 or
Non~SCAN 753-0204

|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16/|

SUBJECT: LICENSING FEE CHECKS REJECTED BY BANKS

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-172 was entered.

BACKGROUND

The department collects licensing fees annually from approximately 7,000
family day care homes and 875 day care centers and mini-day care centers.
Regional offices have asked for a procedure for checks which have been
rejected by banks.

Since the rejection of an application or the suspension and possible
revocation of a license may result from payment with a rejected check, it
is essential that we have a fairly uniform, equitable, and defensible
procedure.

PROCEDURE

A. Office of Financial Recovery Responsibility

When a check submitted by a day care applicant or licensee in payment
of the licensing fee 1s dishonored (NSF, stop payment, stale date,
post-dated, etc.), it will be returned to the Office of Financial
Recovery by the bank. Upon receipt, the Office of Financial Recovery
will document and prepare a reversing entry; the dishonored check and

a copy of the transmittal will be sent to the regional office or CSO,
as appropriate.

B. Region or CSO Responsibilities

(1) Where the check had been submitted with an application, either an
initial application or one for renewal of a license, the appli-
cant/licensee should be informed by the CSO or Regional Office
that the check was rejected by the bank and that the application
is not valid until the fee has been paid by cashier's check, or
money order. The application and rejected check should be
returned to the applicant/licensee.
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(2) 1If the check had been submitted as a yearly payment when reli-
censing was not due, the CSO or Regional Office should notify the
licensee (Certified Mail, Receipt Requested) that the check had
been rejected by the bank, that they should replace the rejected
check immediately with a new personal check, a cashier's check,
or money order, and that their license will be suspended thirty
days following receipt of this letter if such payment is not
received before that time. The rejected check should be returned
to the licensee.

When received, the new cashier's check or money order should be pro-
cessed similar to a new license except that it would be referenced to
the original transmittal number.
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Bruce Ferguson, Assistant Secretary Barry Fibel
SCAN 234-0204 or

non-SCAN 753-0204
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SUBJECT: CRIMINAL/ARREST RECORD CHECK ON APPLICANTS FOR LICENSURE AND
ON EMPLOYEES OF CHILD CARE FACILITIES

Place this notice in front of Chapter 06, Manual G, and note on Green Notice
Control Sheet the date Notice G-174 was entered.

BACKGROUND

Although RCW 74.15 was revised in 1980 to authorize criminal justice agencies
to provide the department with criminal arrest record information on child
cate agencies and persons employed or under contract to an agency, the
mechanism to access the criminal records information system was not developed
at that time.

The department subsequently obtained access to the Washington State Patrol
(WSP) Identification Section for Child Protective Services (CPS) purposes
and worked out a procedure to accomplish this. This revision will enable
the department to use essentially the same procedure to access the system
for licensing purposes.

PROCEDURE

Each CSO or Regional Office wishing to do a criminal/arrest record check on
an applicant for a child care license, a licensee, or employee of such
agency, may do so by using the DSHS 0-35 Criminal/Arrest History Request.
Instructions for completing the form are located in Manual G, 26.99 (although
the conditions outlined in the cross-referenced 26.34B are not to be applied
when using the form for licensing purposes). -

Requests are to be screened by the Regional Administrator or his/her designee
for requests originating at that level, and by the CSO Administrator or
his/her designee for requests originating at the local office level.

Persons currently designated to clear such requests for CPS may also serve
this function for licensing.
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For licensing purposes, justification for referral includes, but is not
limited to: -

(a) Admission on application of a criminal recofd;

(b) Suggestion or statement by person giving reference for applicant,
licensee or employee;

(c) Other indications which derive from interviews with applicant,
licensee or employee;

(d) Concerns which make such a record search necessary for the pro-
tection of children.

Rather than mailing the DSHS 0-35 to the WSP Identification Section, some
CSOs or Regional Offices may find it more expedient to request this infor-
mation through a local law enforcement agency if that agency has access to
the WSP Identification Section”s information system and will provide infor-
mation-on arrests, convictions, and pending charges.

In addition, where there is concern that the applicant/licensee or employee
may have a criminal/arrest history in another state or states, the department
may require that the applicant/licensee or employee provide a rolled set of
fingerprints, to be obtained from a local law enforcement agency at the
applicant”s expense. These fingerprints should be forwarded to the Criminal
Identification Section along with the completed DSHS 0-35 and a memo
requesting an FBI criminal history check. The fingerprints and the memo

must be accompanied by the applicant”s check for twelve dollars made out to
the Washington State Patrol.

Information gained will be subject to protections of the DSHS Public Disclosure
Policy, 43.43 RCW, and 10.97 RCW.





DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Olympia, Washington

TO: HOLDERS OF MANUAL G NOTICE NO.: G-178
Issued: January 25, 1984

FROM: COMMUNITY SERVICES ADMINISTRATION For Information Call:

Bruce Ferguson, Assistant Secretary
SCAN 234-0204 or
Non=-SCAN 753-0204
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|IF NOT DELIVERABLE, RETURN TO MANUAL PRODUCTION UNIT MS OB-16|

SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY LICENSES

Place this notice in front of Chapter 06, Manual G, and note on Green
Notice Control Sheet the date Notice G-178 was entered.

I. BACKGROUND

‘Licensors have been unclear about whether or not they may legally
refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license). '

According to a recent memo from the Attorney General's Office, the
department may refuse the voluntary surrender of the license and go to
a fafr hearing on the revocation, if necessary.

II. ACTION REQUIRED

1. A licensee may voluntarily terminate a license prior to its
expiration.

2. The department shall accept such a surrender of a license except
that 1f it has determined that there are grounds for a revoca-
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation. :

3. A determination of whether to accept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4. If a licensee voluntarily surrenders a license and subsequently
reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.

-

Vel
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SUBJECT: VOLUNTARY TERMINATION OF CHILD CARE AGENCY .LICENSES

Place this notice in front of Chapter 06, Manual G, and note .on Green
Notice Control Sheet the date Notice G-178 was entered..

I.

II.

BACKGROUND

‘Licensors have been unclear about whether or not they may legally

refuse to accept a license which the licensee chooses to surrender
during the course of an action leading to the revocation of that
license. While such a voluntary termination is generally considered
a favorable outcome, it may be problematic in some cases because the
licensee may reapply for a new license with another DSHS office or
child placing agency (if he/she is seeking a foster family home
license). '

According to a recent memo from the Attofney General's Office, the
department may refuse the voluntary surrender of the license and go to
a fair hearing on the revocation, if necessary.

ACTION REQUIRED

1. A licensee may voluntarily terminate a licemse prior to its
expiration.

2. The departmeht shall accept such a surrender of a license except .

that if it has determined that there are grounds for a revoca-
tion, it may insist that the licensee admit to the specific
grounds for the termination. Should the licensee refuse to admit
these specific grounds, the department may proceed with the revo-
cation. '

3. A determination of whether to éccept the voluntary termination or
to revoke the license should be on a case-by-case basis after
consultation with the Attorney General's Office.

4. If a licensee voluntarily surrenders a license and subsequently
reapplies, all the issues associated with the termination could
be raised in support of a denial of a new license.

-
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26.30 GATHERING RESOURCE INFORMATION

It shall be part of the duties of the service worker assigned to the I&R
function to become familiar with all resources in the community which could
be of benefit to inquiring individuals. This information will be shared
with other service workers as needed to carry out I&R services to their
active service recipients.

26.34 RECORDING

1.

No service record or basic statistical data file will be established
for clients receiving I&R services unless another Title XX service

need is discovered and service initiated during the process of provid-
ing I&R. Therefore, the DSHS 14-139(X) Social Service Application, the
DSHS 140(X) Primary Recipient form, and the DSHS 14-141(X) Social
Services Record will not ordinarily be made out.

Information and referral services provided to individuals who are not
or do not become active service clients will be recorded on a daily
information and referral log sheet and transmitted to the SO on a
monthly basis, or oftener as is most convenient to the ESSO, on a log
report. See Chapter 99 for further instructions regarding the use of
these log forms.






