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[bookmark: _Toc45200952]LTC Manual Chapter 11: Individual Providers
The purpose of this chapter is to describe the requirements and policy around Individual Provider (IP) selection, background checks, contracting, training and notices. 
Ask the Expert
If you have questions or need clarification about the content in this chapter, please contact:
Stacy Graff		HCS Program Manager for Individual Providers and Administrative Hearings
			360-725-2533 office		stacy.graff@dshs.wa.gov

If you have questions or need clarification about Training and Certification requirements, please contact: 
Bradley McFadden	Training Unit Training Partnership Program Manager
			360-725-2563 office		bradley.mcfadden@dshs.wa.gov
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[bookmark: _Toc45200954]Background
The state pays for a caregiver if the individual needing care lives at home, is eligible for in-home care services, and needs Medicaid to help pay. The individual who needs care hires and supervises the caregiver but the caregiver is paid by the state for these services[footnoteRef:1]. Caregivers contract with the state to provide these services when they meet the requirements. These caregivers are called Individual Providers (IPs). [1:  The IP may also receive a co-pay/client responsibility paid by the client. ] 

All IPs are represented by the Service Employees International Union (SEIU) Local 775[footnoteRef:2]. [2:  IPs may choose whether or not to join the Union. ] 

[bookmark: _Toc45200955]IP Selection
This section describes the role of the client as the employer, outlines IP requirements and qualifications and gives guidelines to help clients select appropriate IP(s).
[bookmark: _Toc45200956]Client as the employer
When a client chooses to receive in-home care services from an IP, the client[footnoteRef:3] establishes employer/employee relations with the IP.  [3:  Or legal representative.] 


1. The client has the primary responsibility for locating, screening, hiring, supervising, and terminating an IP; and

2. The role of the social worker, case manager, or nurse is to provide assistance in the process.

[bookmark: _Toc45200957]Assisting the client to select the right provider(s)
1. Use CARE to determine the services and number of hours the client is eligible to receive;The HCRR uses web-based and online tools to match a qualified IP with individuals who need long-term care services. Carina is a free self-service website created to help verified IPs and Medicaid in-home care clients find each other. www.hcrr.wa.gov; www.carinacare.com. 



2. Discuss with the client his or her needs and preferences around personal care tasks and scheduling;

3. Inform the client of in-home caregiver options: 
a) Informal supports;
b) Qualified and contracted IP, including one identified through the HCRR; 
c) Contracted Home Care Agency (HCA); 
d) Combination of any or all of the above.  Total hours authorized cannot exceed those allowed by the client’s CARE assessment. IP’s work week limits and approved ETRs must also be considered. 

4. If the client chooses an IP, the IP must be suitable and qualified. There will be instances when you must use your professional judgement to determine whether or not the client is a good candidate to have an IP and whether the selected IP is the right fit for the client.  There may be times you must deny a client’s choice of provider because the provider is not qualified or suitable. 
 
5. Consider whether a client is a good candidate to have an IP. 
a) Good candidate:
· Is independent or usually independent in decision making;
· Can supervise or has someone available to supervise the IP;
· Has the ability to be understood by others;
· Has identified a qualified IP; and
· Can access or get help to access the HCRR.
b) A client may be better served by a HCA or a combination of IP/HCA if they:
· Make no/few decisions;
· Are unable to supervise or have no one available to supervise their IP and they live alone; or
· Have limited communication skills and are rarely/never understood by others and live alone.

6. Consider whether the IP is a good candidate for the client. 
a) A prospective IP may be a good candidate when they:
· Are available to accommodate the client’s preferred schedule and preferences;
· Don’t have excessive responsibilities or commitments outside of caregiving that interfere with the ability meet the care needs of the client; 
· Are willing and able to complete the caregiving tasks outlined in the care plan; and
· Will not exceed their work week or travel limits. 
b) A prospective IP may not be a good candidate if they: 
· Would be unable to meet the care needs of the client or would exceed the IP’s work week or travel limits. For example: 
· Have excessive commuting distance making it impractical to provide services outlined in the care plan;
· Have excessive caregiver stress that impacts the ability to provide adequate care. (Use the Zarit Burden Scale in CARE to help evaluate caregiver stress);
· Have documented reports from a knowledgeable person that the IP lacks the ability or willingness to provide adequate care;
· Are working for one or more other clients or have other responsibilities that prevent or interfere with the provision of required services; or
· Are working for other clients and are unable to stay within their work week limits or travel limits. 
· Have a pattern of offenses or other behaviors that may affect the health and safety of the client. For example: 
· Have a reported history of or displays evidence of misuse of alcohol, marijuana, controlled substances, and or prescription drugs; or
· Have reported history of domestic violence, no-contact orders, or criminal conduct.
c) If a suitable IP has been identified, determine whether the IP is qualified.
 This list includes but is not limited to the following requirements:
i. Is 18 years of age or older; 
ii. Has valid picture ID and SS card; 
iii. Has a current signed DSHS IP Client Services Contract;
iv. Passes a Washington State name and date of birth background check and national fingerprint background check, when required, within the required timeframes; 
v. Is not disqualified based on Character, Competence, and Suitability; and 
vi. Meets training and certification requirements.
d) If an IP is qualified and no other concerns are identified: 
i. Complete the background check process; 
ii. Complete the contracting process;
iii. Work with the client regarding preferred schedules and work week and travel time limits, and 
iv. Initiate payment for the client’s choice of IP. 
e) If you determine the IP is not suitable or qualified, follow the instructions in the next section and work with the client to identify other caregiving options.
[bookmark: _Toc45200958]Limitations on IPs and denying a client’s choice of IP
1. Inform the client that the department cannot pay or contract with an IP who doesn’t meet the requirements or who is the spouse or registered domestic partner of the client (unless on the CHORE program).

2. If a client is considering living with an unrelated IP, inform the client that IPs can only provide services for one unrelated person living in the IP’s own home and that rent can’t be a condition for providing personal care.[footnoteRef:4] [4:  If an IP and more than one client live in the same household and share the same lease, the IP can provide care to more than one client as long as room and board/rent is not a condition of the care. ] 


3. When the caregiver cannot meet the needs of the client or there are health and safety concerns, explain to the client that the department cannot pay or contract with the IP.

4. If denying the client’s choice of IP, discuss other provider options available.
[bookmark: _Toc45200959]Character, Competence, and Suitability determinations (CC&S)
A CC&S determination is a review process that you may use to decide whether an otherwise qualified IP may have unsupervised access to minors or vulnerable adults.  The CC&S decision is based on a review of available information (RAP sheets, personal knowledge, behaviors, etc.) about the IP and is most often completed as part of the background check process. A CC&S may also be completed at other times when the IP is unable to meet the care needs of the client or there are concerns that the IP is putting the client’s health or safety at risk. 

1. Complete a client specific CC&S determination using the CC&S form (10-468) when: 
a) An IP receives a Review Required letter from the Background Check Central Unit (BCCU). 
b) There are concerns about an IP related to client(s) health and safety; or
c) There is a reasonable, good faith belief that the IP cannot meet the care needs of the client(s). 

2. When completing a CC&S, consider the following factors: 
a) Whether the IP can meet the care needs of the client. For example: 
· The IP has multiple clients and would be unable to meet the needs of clients in their care or would exceed their workweek limits; or 
· The commuting distance or work schedule of the IP does not work with the client’s schedule, or
· The IP has other commitments preventing them from meeting the client’s needs, or 
· The IP is physically unable to meet the care needs of the client. 
b) Vulnerability of the client under their care;
c) Pattern of offenses or behaviors that may put the client at risk;
d) Number of years since a conviction, negative action, or other issue;
e) Whether the IP self-disclosed a conviction (s), pending charge(s) and/or negative action(s);   
f) Other health and safety concerns.

3. After review of the information you have about the IP, document (per the directions on the CC&S form) the issues and that you determined the IP:
a) May have unsupervised access to minors or vulnerable adults; 
b) May NOT have unsupervised access to minors or vulnerable adults; or
c) Does not have the CC&S to work with a specific client.

4. If denying or terminating an IP payment and/or contract based on CC&S, use immediate notification to the client and provider (See Notices Chapter).

5. File the CC&S form in the IP file.

6. Communicate your decision to your office contracts staff, or other appropriate staff, for entry into the Agency Contracts Database (ACD) checks screen[footnoteRef:5]. Entry of the results of each CC&S into ACD is required. Enter your contact information into the Comments section so that other offices may contact you to obtain more information about a completed CC&S.  [5:  See Resources section for Instructions for using ACD. ] 


[image: ]

7. When a CC&S form is required at a background recheck and no information has changed since the last check, mark the “renewal” box on the CC&S form and complete the reduced number of fields as indicated in the form’s directions. Ensure the results of the recheck are documented in ACD, even if there is no change.

8. If a CC&S has been completed for the NDOB check and there are no new issues at the subsequent fingerprint check, no further action is required. If new non-disqualifying information is received from the fingerprint check, add it to the existing CC&S and complete a new analysis based on that information received. A new CC&S may need to be completed if the new information received changes the outcome of your decision.RCW 74.39A.056 (b)i
…for long-term care workers hired after January 7, 2012, the background checks required under this section shall include checking against the federal bureau of investigation fingerprint identification records system…


[bookmark: _Toc45200960]Background checks
To inform case management and local contracting staff of the background check requirements for IPs, to provide directions regarding background check policies and procedures, and to deliver general information related to background checks and fingerprinting.

[bookmark: _Toc45200961]Background check requirements for IPs

1. A name and date of birth background check is required: 
a) Prior to contracting (Initial); 
b) Every two years from the Review Date on the last background check. Note: An IP remains qualified if the recheck exceeds two-years and the subsequent result letter is No Record; and

[bookmark: reviewdate][image: ]

c) [bookmark: fingerprintrequirements]Anytime[footnoteRef:6] the Department has decided the IP should have another background check.  [6:  WAC 388-71-0510(9)] 


2. A fingerprint check is required: 
a) If the IP was hired after January 7, 2012; [footnoteRef:7] [7:  Long-term care workers are exempt from the fingerprint requirement if they were employed on or before January 8th, 2012 and have been continuously employed as a long-term care worker from January 8th, 2012 to the present.  ] 

b) If the IP has lived out of the state since the last fingerprint check; 
c) If the IP has lived in WA for less than 3 years[footnoteRef:8]; and [8:  This means the IP will have to have another fingerprint check at the 2-year recheck if they live out of State.] 

d) Anytime the Department has decided the IP should have another fingerprint check.

[bookmark: _Toc45200962]How to complete the initial and biennial background check process
1. Explain to the IP and inform the client: 
a) That the purpose of the background check is to determine provider requirements;
b) Which records will be checked;

BCCU FAQs: What information sources does BCCU search when they do a background check?

c) That the Background Authorization Form (BAF) must be completed online with few exceptions[footnoteRef:9]; [9: If necessary, you can provide the IP with a hard copy of the BAF for completion and enter the results into BCS on behalf of the IP.  All attempts to have the IP complete the online BAF should be made to avoid data entry errors made by staff. ] 

d) That the background check must be completed prior to initial contracting, every two-years thereafter, and anytime the Department determines the IP should have another background check. 

2. Provide the IP with the online link/address to the Background Authorization Form.  Encourage the IP to refer to previous RAP sheets when completing the BAF to ensure accuracy for self-disclosures. Self-disclosed dates, convictions, dispositions, etc. that do not match the rap sheet may result in additional delays in contracting and/or payment as the IP may need to send clarifying information to the BCCU to correct any inconsistencies, via an Applicant Affidavit. 

BCCU Applicant Resources: I have been convicted of and/or have a pending charge; should I disclose it? 
BCCU Applicant Resources: Do I have to disclose old convictions and/or negative actions?

3. Remind the IP to provide their confirmation code[footnoteRef:10] to you after they receive it from their completed online BAF. Or they can enter HCS/AAA email address into the online BAF when prompted and an email with the confirmation number will automatically be sent to that email address. [10:  There is no way to retrieve a confirmation code if it is not recorded. The IP would need to complete a new background check.  ] 


4. Submit the background check through the Background Check System (BCS) within one week of receiving the confirmation code. 

5. Once you receive the results in BCS, follow the procedures under the Background Check Results section of this chapter. 
[bookmark: stepsbelow]
[bookmark: _Toc45200963]How to complete the fingerprinting process
1. If the IP passes the name and date of birth check and is otherwise qualified, notify the IP: 
a) Of the requirement to get fingerprints rolled;
b) That he or she may work provisionally for 120-days, from the date of the first service authorization, if his or her employer/client approves of the provisional hire (see the Acknowledgement of My Responsibilities As The Employer of My Individual Provider form (11-055)); and
c) That if fingerprint results are not obtained by the 120th day, the IP cannot receive payment after the 120th day until a non- disqualifying result letter is received.  

2. For IPs required to get fingerprinted: 
a) Review the Fingerprint-Based Background Check Notice (27-089) with the IP and file a signed copy in the IP file; 

BCCU FAQs: Do I need to keep a copy of the Fingerprint-Based Background Check notice?

b) Provide the IP with information about how/where to get prints rolled and schedule an on-line fingerprint appointment for the IP whenever possible; and

BCCU FAQs: How do I make a fingerprint appointment?
BCCU FAQs: Can I schedule my fingerprint appointment for the same day that I call to schedule my appointment?

c) Print the auto filled Fingerprint Appointment Form from BCS and give it to the IP to take with them to the fingerprinting appointment. 

3. Monitor BCS for the Final Result letter to ensure it is received within 120-days from the date of the first service authorization. Final Result letters and RAP sheets will be available in BCS when completed[footnoteRef:11]. See IP Notice section for steps to take if approaching the 120-day deadline and a final result letter is not received. Because the 120-day provisional hire is in statute there are NO EXCEPTIONS/EXTENSIONS. [11:  Non-governmental entities will not be able to view RAP sheets. ] 


4. Once you receive the Final Result letter (fingerprints) in BCS, follow the procedures under the Background Check Results section of this chapter. 

[bookmark: _Toc45200964]Background check results
1. BCCU issues three different types of letters based on the data sources being checked.
a) Name and Date of Birth (NDOB)-means the check of WA State records[footnoteRef:12]. (see example below) [12:  If the IP had criminal conviction information identified in a previous fingerprint check, that information will be     reflected in a subsequent name and date of birth result letter. Non-governmental entities will not receive FBI RAP sheets. ] 

b) Interim Fingerprint result-is a preliminary notification in the fingerprint process. It means the NDOB check has been completed but the FBI fingerprinting process is not complete.

BCCU FAQs: What is an Interim Fingerprint Check Notification?

c) Final result -means the FBI fingerprint check is completed.

BCCU FAQs: How does BCCU do fingerprints?

Example of Background Check Type in letter: 

[image: ]

2. BCCU issues four types of Results based on what type of criminal history information is found:  

BCCU FAQs: What do the different result notifications mean and why are they issued?


a) No Record means none of the background check data sources reported criminal or negative action records to BCCU that would disqualify the IP from having unsupervised access to minors or vulnerable adults. There are no background check results to be reviewed.  
b) Review Required means information was reported by one or more of the background check data sources to BCCU that is not disqualifying but does require HCS/AAA to complete a CC&S (10-468) and determine whether the applicant can have unsupervised access to minors or vulnerable adults. (see example below).
c) Disqualify means information was reported by one or more of the background check data sources to BCCU that is disqualifying based on WAC 388-113-0020.  The IP cannot have unsupervised access to minors or vulnerable adults until or unless they are able to get a revised letter from BCCU which is not disqualifying. 
d) Additional Information Needed means BCCU requires additional information before a result can be issued. The status of the background check is pending until further information is obtained. BCCU sends instructions to the IP about what information is needed to complete the background check. The IP must work with BCCU and provide the information needed.  

BCCU FAQs: What is the Additional Information Needed Notification? Do I need to do anything?

Example of result on banner of letter: 
[image: ]

3. Review the background check result letter from BCCU and provide the IP with a copy and all attached information, including rap sheets, within 10-days of receipt from BCCU. BCCU will also mail a result letter to the applicant, when adequate contact information is available, and only when the result letter is something other than no-record. 

4. Send copies of all result letters and rap sheets (except to non-governmental entities) to all HCS/AAA/DDA offices with open authorizations for the IP. 

5. What do to with each type of letter and providing notice

No-Record:
If the IP is otherwise qualified, proceed with contracting, re-contracting or continue authorizing payment.

Review Required: 
The IP has a record, but the record information is not automatically disqualifying. Complete a CC&S using the CC&S form 10-468 to determine if the IP can have unsupervised access to vulnerable adults. If there is a DOH action being reported on the result letter, go to the DOH website to review the information to complete a CC&S. 

BCCU FAQs: What types of DOH enforcement actions will result in a Disqualify notification from BCCU?

a)  If you determine, via a client specific CC&S, that the IP can have  unsupervised access  to vulnerable adults:  
i. Name and date of birth results: Share the results with the client. RCW 43.20A.710 (6) . Discuss with the client whether or not he or she would like to continue to employ the provider. If not, assist the client in selecting a new provider. 
Fingerprint results: Share with the client that the IP has a non-disqualifying record[footnoteRef:13] and encourage the client, as the employer, to obtain additional information from the IP in order to make a decision about whether or not to employ or continue to employ the IP. Do not share the specific results with the client.  [13:  Specifics of FBI RAP sheets can’t be shared with the client. If the non-disqualifying record is based on the information in an FBI RAP sheet, you may tell the client that the fingerprint check shows a non-disqualifying record. ] 

ii. Document the conversation with the client in SER.
iii. Document the results of your CC&S determination and your contact information in ACD. 
iv. File the CC&S in the IP file. (If the CC&S is based on the FBI result, do not share the CC&S document with a non-governmental entity. You may share the outcome of the CC&S).

b) If you determine, via a client specific CC&S,  that the IP can have unsupervised access to other vulnerable adults, but not to a specific client, follow this process: 
i. If the IP plans on working for other clients:
a. Deny the client’s choice of provider through a denial or termination of payment related to the client for whom the IP cannot have unsupervised access;
b. Send the client a denial or termination of payment PAN and send the IP an IP Notification letter;
c. Do not terminate the contract;
d. Document your decision and contact information in ACD; and
e. File the CC&S in the IP file. 

ii. If the IP doesn’t plan on working for another client: 
a. Deny the contract or initiate contract termination by sending the CC&S to HQ Contracts staff. If the client is appropriate to work for another client in the future, request termination for convenience rather than default;
b. Send the Client a denial or termination of contract PAN and send the IP an IP Notification letter; 
c. Document as appropriate in SER;
d. Document your decision and contact information in ACD; and
e. File the CC&S in the IP file. 
 
c) If you determine, via a client specific CC&S, that the IP can’t have unsupervised access to vulnerable adults: 
i. Deny payment or contract or terminate payment and initiate contract termination by sending the CC&S and other required documents to HQ Contracts staff; 
ii. Send the client a denial or termination of payment and contract PAN and send the IP an IP Notification letter; 
iii. Document as appropriate in SER;
iv. Document your decision and contact information in ACD; and
v. File the CC&S in the IP file. 

[bookmark: disqualify]Disqualify: 
If the results of the check are automatically disqualifying: 
a) Deny or terminate payment;
b) Send the client a denial or termination of payment PAN and the IP an IP notification form (16-198)  form. Terminate payment right away.It is the applicant’s responsibility to verify and correct his or her background information and, in some instances, to provide documents to BCCU to clarify an unknown conviction, pending charge or other actions. Direct the IP to the Result letter for contact information and to BCCU for further instructions on how to correct information the IP feels is incorrect. 

c) If the IP disagrees with the results, direct them to the result letter from BCCU and explain that they may contact BCCU to get clarification about what steps to take.
d) Give the IP time to try to correct their results. They cannot receive payment while they are working to correct their background check. 
e) If the IP doesn’t dispute the information, proceed with termination of contract. 
f) Reinstate payment when/if the information is corrected or clarified and resulted in a non-disqualifying result letter, as long as the IP is otherwise qualified. 
g) If the information can’t be corrected or clarified, for a new IP deny the contract. For an existing IP, request contract termination.
h)  If denying or terminating the contract, send the client a contract denial or termination PAN and send the IP an IP Notification form. 

BCCU Applicant Resources:
I marked questions(s) 11A/11B/12/13/14 in error. How can I fix this? 
How can I get my criminal history information removed?
Why am I disqualified?
The Washington State Courts is reporting incorrect or incomplete criminal history about me, what can I do to correct it? 

[bookmark: additionalinfoneeded]Additional Information Needed
a) Send a copy of the notification to the IP.
b) BCCU will also send notification to the IP including information about what is required to complete the background check process. 
c) If the IP has questions, direct them to BCCU. 
d) For the initial NDOB check, do not authorize payment until a non-disqualifying letter from BCCU is obtained. 
e) For the two-year re-check, allow the IP 30-days from the date on the letter to obtain a non-disqualifying result letter from BCCU. Terminate payment if not received within 30-days. Note: the recheck result must not exceed the 2-year timeframe from the date on the last background check result.
f) For the fingerprint check, if the IP is already authorized, you may allow them up to the end of the 120-day provisional hire period to obtain a non-disqualifying result letter from BCCU. Terminate payment if not received by the 120th day. 
e) If the information can’t be clarified, for a new IP continue to deny the contract. For an existing IP, request contract termination for convenience.
f) If terminating payment or contract, send the client a payment or contract denial or termination PAN and send the IP an IP Notification form. 

BCCU Applicant Resources or FAQs: 
What is the Additional Information Needed Notification? Do I need to do anything?
BCCU is asking for additional information in order to complete my background check, what information do I need to provide?
Why did I receive a Disqualifying Notification for my background check if I already provided clarifying documentation?
I received an Additional Information Needed Notification and Packet. Now what? 

6. Print all background check result letters and file in the IP file. Remove all FBI rap sheet information if file is going to be transferred to a non-governmental entity. 

7. Send copies of the background check result letter and attachments to all HCS/AAA/HCRR[footnoteRef:14] and DDA offices with open payment authorizations for their IP file and for tracking.  [14:  The FBI results may only be shared between governmental entities so subcontracted offices cannot receive these results. ] 


[bookmark: _Toc45200965]General information about background checks
1.  DSHS uses the Background Check Central Unit (BCCU) to process background checks. BCCU uses a centralized database to conduct name and date of birth and fingerprint checks for authorized providers who serve vulnerable adults, juveniles, and children. 

2.  Types of background checks:
a) [bookmark: nameanddateofbirthcheck]Name and date of birth background check; and
b) [bookmark: fingerprintcheck]Washington State and national fingerprint based check

3.  Records checked for each type of background check:

BCCU FAQ: What information sources does BCCU search when they do a background check?

4. [bookmark: costsofbackgroundchecks] Background Check Costs for IPs:                                                       
a) Name and date of birth background checks are free for IPs. The Department is responsible for these costs. 
b) [bookmark: sharingbackgroundcheckresults]Fingerprint checks completed by the DSHS contracted fingerprint vendor, IDEMIA, are also free to IPs. If an IP chooses to go to local law enforcement for prints instead of going to IDEMIA the IP may incur this expense. 

BCCU FAQs: How much does it cost to do background checks through BCCU?

5. Sharing Background Check Result letters:
a) Information from all BCCU Background Check letters, may be shared with: 
i. The IP (applicant); 
ii. The entity who submits the background check request;
iii. Employer/client. RCW 43.20A.710(6);
iv. The Department of Health;
v. Between HCS, AAA, HCRR and DDA offices; and
vi. With anyone whom the IP may choose to share his or her background check results
b) Record of Arrests and Prosecution results (RAP sheets) from: 
i. Name and date of birth check RAP sheet information may be shared with the entities listed in subsection (5) (a) above.
ii. Fingerprint check RAP sheet information may be shared with: 
a. The IP (applicant)
b. The entity who submits the background check request, only when the entity is governmental. Non-governmental sub-contractors will not receive the FBI rap sheet unless provided by the IP. 

BCCU FAQs: I received a Review Required Notification or Disqualifying Notification, but there was no rap sheet attached.

c. Between HCS, and governmental AAA/HCRRs and DDA. 
Non-governmental AAA/HCRRs may ask the IP to obtain a copy from BCCU and provide it to them. The IP may decline to provide this information. If that is the case, the entity may not have enough information to hire the individual. 
d. With anyone whom the IP may choose to share his or her rap sheets. 

6. [bookmark: recheck]Background rechecks, fingerprint exemption and re-fingerprinting: 
Except when the IP is due for his or her biennial background check, there are only certain circumstances when a new background check is required. A new background check is not required when the IP file is transferred from or between an HCS, AAA, DDA or HCRR office, an existing IP works for a new client, or because the IP has a limited gap in employment as an IP (For example, the client goes to the hospital). 

Use the following guidelines to help you determine when to request additional background checks and fingerprinting: 

a) [bookmark: fingerprintexemption]Fingerprint exemption: A fingerprint background check is not required when the IP was working as a long-term-care worker in WA State on January 8th, 2012 (RCW 74.39A.056 (b)i.) continuously to the present and you have no reason to believe a new fingerprint check is needed. 
b) A new name and date of birth background check is not required when: 
i. You have a current (less than 2-years old) result letter from BCCU that was submitted by HCS, AAA, HCRR or DDA and the IP has been working in their role as an IP without significant gaps in employment, and
ii. The IP has not lived out of the state since the Review Date on the most recent background check letter, and
iii. The IP has an active IP contract; and
iv. You don’t have a reason to believe a new background check is needed. 
c) Re-fingerprinting is not required when: 
i. You have a copy of the Final result letter from BCCU that was submitted by HCS, AAA, HCRR or DDA and the IP has been working without significant gaps in employment, and
ii. The IP has not lived out of the state since the Review Date on the last background check result; and
iii. The IP has an active IP contract; and
iv. You don’t have a reason to believe a new fingerprint check is needed.
[bookmark: _Toc45200966]Automatically disqualifying: convictions, pending charges, negative actions
For a list of automatically disqualifying convictions and pending charges refer to WAC 388-113-0020. For the list of Negative Actions that are disqualifying see WAC chapter 388-71. 

[bookmark: _Toc45200967]BCCU Result Letters
1. All background check result letters will come to the requesting entity through the Background Check System (BCS).
2. The applicant gets a copy of the result notification in the mail from BCCU, except for No-Record, and from the requesting entity. HCS/AAA must also send a copy of the result letter to the IP.
3. If an IP does not agree with the results of a background check or needs to provide BCCU with additional clarifying information, he or she may contact: 
a) The law enforcement agency, courts or other source reporting the conviction, charge, or negative action to correct or clarify his or her results[footnoteRef:15].  [15:  See the Result letter, Source section for source contact information E.g. Department of Corrections contact information.  ] 

b) BCCU @ (360)902-0299 to get more information about what is needed to correct or clarify his or her results. The IP may need to complete an Applicant Affidavit. This should only be completed with directions from BCCU.  

DOH actions that are not related to abuse and neglect will result in a Review Required letter. Obtain information about the action from the DOH website to complete your CC&S. 

BCCU FAQs: What types of DOH enforcement actions will result in a Disqualify notification from BCCU?

[bookmark: _Toc45200968]Fingerprint information and rejects
1. An IP who is required to get fingerprinted, must have prints accepted by both WA state patrol and the FBI within 120-days of first service authorization date.[footnoteRef:16] [16:  The 120-day clock does not re-start if the IP has a break in caregiving. ] 


2. When fingerprints are rolled by IDEMIA or an outside law enforcement entity, they are sent to the WA state patrol office in Olympia for processing. If the WA state patrol accepts the prints, they send them to the FBI for processing. If the FBI accepts the prints, results are sent to BCCU and Result letters are issued to the requesting entity through BCS. You are required to give the IP a copy of their results within 10-days of receipt from BCCU. 

3. If the results are not accepted by the WA State Patrol, you will receive a reject notification in BCS. Contact the IP and inform them that they must take action to get reprinted immediately[footnoteRef:17] by scheduling a follow-up appointment for reprinting.  [17:  If fingerprints are not obtained within one year from the Interim Result, the IP will have to start the process over.] 


4. The WA State Patrol has no limit to the number of times an IP needs to get re-printed if prints get rejected. Prints MUST be accepted by the WA state patrol before the WA state patrol will send them to the FBI. 

5. If prints are accepted by the WA state patrol, but rejected by the FBI, you will be notified of the fingerprint reject through the BCS. Inform the IP of the fingerprint reject and to take action to get reprinted immediately[footnoteRef:18] by scheduling a follow-up appointment for reprinting. The FBI will only reject prints twice, and then will run a National Name and Date of Birth check. [18:  If fingerprints are not obtained within one year from the initial fingerprint attempt, the IP will have to start the process over from the beginning. This means the IP would have to get prints accepted by the WA state patrol office again before sending to the FBI. ] 


BCCU FAQs: Why do my fingerprints keep getting rejected?

6. Applicants may choose to go to a local law enforcement agency to get inked prints in lieu of going to IDEMIA[footnoteRef:19]. The IP may be responsible for the expenses of any prints rolled outside of IDEMIA, except under certain circumstances. When an IP chooses to go to local law enforcement instead of using IDEMIA, follow these Instructions on Submitting Fingerprint Hard Cards to BCCU.  [19:  There is no guarantee that an IP will have better results using local law enforcement for inked prints.] 


7. IPs with multiple fingerprint rejects or a history of fingerprint rejects, may choose to stop the process of needing to be reprinted by going to the WA state Patrol office in Lacey to complete fingerprinting. This office, exclusively, will NOT reject prints they roll. However, there is no guarantee that the FBI won’t reject the prints captured by the WSP (see 5 above). The IP may be responsible for the costs of any prints rolled outside of IDEMIA.

8. Inform IPs who received two consecutive fingerprint rejects within 60-days that they should: 
a) Immediately contact IDEMIA BY phone and schedule a third appointment. 
b) Contact BCCU: 360-902-299 to request that a supervisor from IDEMIA be present at their scheduled appointment. You may also contact the IP Program Manager to assist with this communication. 
c) Provide BCCU with the new appointment date and time. BCCU will contact IDEMIA ’s Regional Supervisor to request a supervisor be present at the re-printing appointment in order to help obtain the best prints possible[footnoteRef:20].  [20:  This does not guarantee that prints will be accepted by WSP or FBI. ] 


BCCU FAQs: Why do my fingerprints keep getting rejected?

9. Criminal Justice Information System Safety Training: All staff who have any contact with FBI fingerprint criminal history information (RAP sheets) are required to take the CJIS training within 6-months of hire or within 6-months in a new position, and every two years. Offices will be responsible to provide information to HQ and/or BCCU about which staff need training. BCCU will notify staff when it is time for their two-year retesting. Please refer to the most recent CJIS MB for specific process information. 

10. [bookmark: _Reviewing_the_Background]Records: Keep all background check information in a secure place within the office and per the retention schedule.  

[bookmark: _Toc45200969]IP Contracting 
To inform case management and local contracting staff of the IP contracting requirements and processes.

[bookmark: _Toc45200970]Contracting with the IP
1. An IP must have a valid Client Service Contract for Individual Provider Services, to be paid to provide services to HCS/AAA and DDA clients. [footnoteRef:21]Once a client has identified an IP of his or her choice, review the ACD for current, expired, or terminated contracts and for Character, Competence, and Suitability reviews for that IP:  [21:  The payment system will not allow payment without a current contract. This means that if an IP submits a timesheet for dates when the contract is not yet effective or has expired, the IP will not be paid. Please see the exceptions section related to FLSA. ] 

a) If the IP has a current contract that meets the needs of the IP and client, no further contracting action is needed. You may contact the office that contracted the IP to get verification of contracting documents or other information from the IP file, as needed.
b) If the IP had a contract that was terminated for convenience or has expired, complete a new contract if the IP is otherwise qualified. If the IP’s contract was terminated for convenience related to excessive claiming, the IP must wait 3-months before he or she is eligible to re-contract. 
c) If the IP has a contract that has been terminated for default, it may be that the IP is not eligible to be re-contracted. One exception could include a termination for default that was based on a previously automatically disqualifying crime that was time limited[footnoteRef:22]. If you need more information about why a contract was terminated for default, contact HQ contracts staff. You may be able to re-contract with the IP depending on the reason for the default termination.   [22:  For example, Theft 3 is automatically disqualifying for 3 years. See WAC chapter 388-113-0020 for more information about automatically disqualifying convictions and pending charges. ] 

d) Always check the ACD for a Character, Competence, and Suitability (CC&S) reviews. If a CC&S was completed, consider requesting additional information from the office that completed the CC&S review for the IP. Contact information will be in ACD if the CC&S was completed after March 2015. Remember that a CC&S is client specific so a new CC&S must be completed when the IP will be working with a new/different client. Older CC&S reviews may be in an existing IP file. 

2. For new IPs: Once you have determined that the IP is able to be contracted, have the IP complete the HCS/AAA/DDA IP Contractor Intake form (27-122): 
a) Each time you complete a new contract with the IP, complete a new Contractor Intake form using the instructions on the form.
b) The instructions on the form include specific information about identification that can be accepted[footnoteRef:23].  [23:  It is the client’s responsibility to obtain information about his/her IP’s eligibility to work in the United States. More information about this can be found in the Acknowledgement of My Responsibilities As The Employer of My IP form (DSHS 11-055).] 

c) Each time you complete a contract with the IP, review the original required documents and make photocopies[footnoteRef:24] for the IP file.  [24:  If re-contracting, copies of new/updated ID must be added to the IP file. ] 

d) If an IP wants to work for a new client and has a valid (unexpired) contract, you do not need to complete a new Contractor Intake form or obtain anything additional from the IP even if the contract was completed by another HCS/AAA/DDA office. Obtaining valid ID, filling out the Contractor Intake form, and completing the Background Check would have already been completed by the contracting office. Contact the contracting office to obtain verification, as appropriate.

3. Complete the name and date of birth background check. Do not contract with an IP who has automatically disqualifying results on his or her background check or who receives a background check notification stating that there is not enough information to determine the background check results. See BACKGROUND CHECKS section for information about completing background checks.  

[bookmark: _Toc45200971]Reviewing the contract and other requirements with the IP
The IP Contracting SharePoint site contains the following information that should be accessed for IP contracting materials and Contract Session training. 

[image: ]

One you have determined the IP meets the requirements and can be contracted: 
1. Schedule a Contracting Session with the IP to review the Employment Reference Guide for Individual Providers training materials. This session will also cover training and certification information that IPs need to know.

2. When the IP is ready to sign the contract, carefully review the contract with the IP including, but not limited to the terms, conditions, and statement of work. Remind the IP that by signing the contract they are agreeing to the terms of the contract and they should be familiar with the requirements stated in the contract. Obtain the IPs signature on the contract. 

3. Sign the contract and have the designated person in your office countersign. Put the contract in “signed status” in ACD. [footnoteRef:25] Complete a second contract and give it to the IP for his or her records. Remind the IP to keep their copy of the contract in a safe place for future reference. File the signed copy of the contract in the IP file. [25:  The person who countersigns must not be the same person who creates the contract or authorizes services.] 

WAC 388-71-0515(1) says that the IP must “Understand the client's service plan that is signed by the client or legal representative and social worker/case manager, and translated or interpreted, as necessary, for the client and the provider….”


4. Review the appropriate documents from CARE with the IP:  Personal Care Services Definitions, the client’s CARE Service Summary and Assessment Details. 
[bookmark: _Toc45200972]Contract renewals
1. Inform the IP that a new contract is required every four years. Explain that it is his or her responsibility to contact the department to complete a contract renewal[footnoteRef:26].  [26:  The IP does not need to sign a new contract if he or she has a name change before the old contract expires as long as you are sure the IP is the same person. The IP must have current updated ID at re-contracting if he/she has had a name change since last contracted.] 

a) Explain that if a new contract is not completed prior to the expiration of the old contract, the department will terminate payment.
b) Prior to the expiration of the contract, communicate to the IP that their contract will be expiring and schedule a time for re-contracting. Explain to the IP that they will not be paid if the old contract expires before the new contract is completed. Send the IP Notification form.
c) If the new contract is not completed by the deadline, terminate payment to the IP.
d) If the IP does not complete the new contract timely, explain to the client that they may choose another qualified provider.  As needed, assist the client to find another qualified provider. Notify the client of the termination of their choice of provider and of their hearing rights via a PAN.  

2. Begin and End dates: End the old contract at the end of the month prior to the expiration date and begin the new contract on the first day of the following month. For example: if the old contract expires on January 6th, the end date of that contract will be December 31st. The new contract will begin on January 1st. The IP signs the new contract on or before January 1st. [footnoteRef:27] [27:  If the IP signs the contract after the end of the month but before the expiration date of the current contract, do not terminate payment until after the actual contract end date.] 


[bookmark: _Toc45200973]Contract denials
1. You may deny an IP a contract when: 
a) The IP does not meet requirements or is not qualified; or
b) The department documents, via CC&S that the department has a good faith belief that:
i.  The client’s choice of provider will be unable to appropriate meet the care needs of the client; or 
ii. The inadequate performance or inability to deliver quality of care will jeopardize the health, safety, or wellbeing of the client. 

2. Providing Notice. If you deny the potential IP a contract, you are required to provide the client with a Notice, PAN,  to inform the client that you are denying his or her choice of provider, the reason why, and provide the supporting WAC. Also send the IP a notice, IP Notification. The notices to the client and the IP should not be in conflict with one another.
3. Advanced notice is not required when you are denying a contract. The effective date is the date you are denying the contract. 

[bookmark: _Toc45200974]Contract terminations
1. You may terminate an IP contract for convenience or for default by making a request to HQ Contracts’ staff. You must provide an adequate reason to HQ Contracts’ staff if you are requesting a termination for default. Contract Termination WACs: 
388-71-0551
388-71-0556

a) Convenience: When either the department or the IP wish to terminate the contract without specific cause, 30-days’ notice is required. The 30-days is from the time Contracts’ staff notifies the IP. A termination for convenience may take place under some of the following circumstances which includes but is not limited to: 
I. An IP works for a client who passes away and the IP does not want to be a caregiver for anyone else. 
II. An IP decides not to be an IP any longer.
III. When the background check shows that more information is needed to complete the fingerprint background check and the IP does not provide this additional information to the BCCU within 120-days. [footnoteRef:28] [28:  If BCCU is unable to issue results to the requesting office from the fingerprint check because they don’t have enough information, the office must terminate payment to the IP at 120-days. If the IP still doesn’t provide additional information to BCCU in a reasonable period of time, the department may terminate the contract for convenience. ] 

IV. When the background re-check shows that more information is needed and the IP doesn’t provide this information to BCCU and receive a non-disqualifying result within 30-days. The same concept from III above applies here. 
V. When the department or IP wish to terminate the contract without cause.
VI. Excessive claiming (see Chapter 3 for more information).

For convenience requests: 
i. Send a copy of the first page of the contract and a general reason for the convenience termination to HQ Contracts’ staff. 
ii. HQ will terminate the contract, send a letter to the IP, and send a copy of the letter to the HCS/AAA office. 
iii. The IP will have 30-days to respond to the notice before the contract is terminated.

b) Default: When the IP is not in compliance with the expectations or requirements of the contract or rules, or is unable to appropriately meet the client’s needs including, but not limited to: performance failure; risk to the health and safety of the client; falsification of information; violation of the contract, law, or regulation; and/or criminal charges the contract may be terminated for default. 

A termination for default may take place under the following circumstances which includes but is not limited to:  
i. When the background check shows the IP has an automatically disqualifying criminal conviction, pending charge, or negative action under Chapter 388-113 WAC or WAC chapter 388-71. NOTE: Although payment must be denied or terminated immediately, the IP must be granted time to correct his or her background check before contract termination. 
ii. When the department determines the client is in imminent jeopardy. 
iii. When the department has a reasonable basis to believe that the IP has failed to protect the health or safety of any DSHS client or meet the needs of the client and a CC&S is completed.
iv. When the IP is named on a federal exclusion list.
v. When the IP has ongoing excessive claiming issues. 

For default requests:
i.  Send a copy of the first page of the IP contract, client PAN, IP notification, background check results, and/or CC&S, as applicable, to HQ Contracts’ staff along with your request for termination. 
ii. HQ Contracts’ staff will forward that information to Central Contracts Services to review the request for termination. 
iii. If the request is granted, Central Contracts will send a letter to the IP informing him or her of the termination. HQ will forward a copy of the termination letter to the HCS/AAA office. 
iv. If Central Contracts needs more information, HQ Contracts’ staff or the IP program manager will contact the office requesting the termination to obtain additional information.

[bookmark: _Toc45200975]IP training
For IP Training questions please contract Brad McFadden (contact info is at the beginning of chapter).
Discuss the following training requirements (See WAC 388-71-0520 through WAC 388-71-0561 for detailed information on training) with the provider:  
1. 5 hours of caregiver Orientation and Safety (OS) must be complete before an individual provider can begin providing paid personal care services to a client. The provider needs to logon to the Benefits Group Training Partnership website at http://www.myseiubenefits.org/ for directions on completing Orientation and Safety.  See WAC 388-71-0860
Note:  Training requirements for The Department of Disabilities Administration parent providers (PP), as outlined in WAC 388-71-0890 and 388-71-0895 are different than for other providers. DDA PP require 5 hours of OS prior to working with their child/client.

1. Basic Training 7 hours, 9 hour, 30 hours and 70 hours WAC 388-71-0870 – WAC 388-71-0931 must be complete within 120 days of employment.  For providers where 75 hours of basic training with Orientation and Safety is required, they must become certified Home Care Aides through the Department of Health, by the 200 day from the first day they are authorized to provide personal care services to a client. A provider who has a Limited English Proficiency can apply to the Department of Health for a provisional Home Care Aide certification that will give the provider 60 additional days to become fully certified as a Home Care Aide.

Note:  An IP who can show documentation from the Office of the Superintendent of Public Instruction (OSPI) that they are licensed as a teacher with a special education endorsement, or that can show that they are credentialed through the Department of Health as an RN, LPN, ARNP or NAC are exempt from basic training.  This exemption is valid as long as they have a current “Active” credential through the Department of Health or the OSPI. Providers who hold the NA-C and OSPI Special Education endorsement must complete 12 hours of CE each year by their birthday if their training category dictates Continuing Education. The RN, LPN and ARPN are not required to complete continuing education but their credential must be Active and in good standing with DOH.  See WAC 246-980-025

1. If an IP does not successfully complete the training within these time periods, the Department, AAA, or managed care entity will deny payment for services, including training, per WAC 388-71-0540 (6).   Send a Planned Action Notice (PAN) to the client showing providing adequate notice and explaining that their choice of provider will be terminated if the IP isn’t compliant with training and certification requirements.
Send a PAN to the IP providing adequate notice and explaining that their payment will be terminated if they have not completed the required training by the training deadline.
If the provider is required to be HCA certified, the IP cannot be re-qualified as a provider until she/he completes the required basic training and becomes a Home Care Aide at his/her own time and expense.  
· Note: If the provider completes their Basic Training before the deadline for the HCA certification, the provider may return to work for their client until the HCA is required to be Active at DOH.  See MB: H15-034.  In these circumstances, another PAN will be required. 
1. 12 hours of Continuing Education of must be completed by the provider’s birthday each year after Basic Training (and HCA certification) is completed.  See WAC: 388-71-0990 through 1001.  Note: This training is not required for Respite, Parent or Limited Service providers.
0. If an IP does not complete continuing education by their deadline, the IP cannot be re-qualified as a provider until s/he completes CE training on his/her own time and expense.  Providers requiring Continuing Education that are not required to maintain the HCA credential (such as Adult Child Providers for example) are required to complete CE for each year that they work in Long Term Care.

Required training as outlined in WAC 388-71-0936 through WAC 388-71-0956, for an IP who will be performing a nurse delegated task.

Note:  The IP certificate of successful completion of basic training and continuing education training is available to the IP through the Benefits Group Training Partnership.   Not completing the required training within the time limits listed above results in termination of the IP’s payment, per RCW 74.39A.005- 74.39A.095, and potentially the contract if the IP does not comply.

[bookmark: _Fingerprint_Check_FAQ’s][bookmark: _Disqualifying_Crimes_FAQ’s][bookmark: _Background_Check_FAQ’s][bookmark: _Getting_a_Provider][bookmark: _Rules_and_Policy]
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[bookmark: _Toc45200976]Notification (See Notices chapter for more information)
[bookmark: _Toc45200977]Providing proper notification to the client and IP
1. When denying a client’s choice of IP by either denying or terminating the IP’s payment or contract, you must send proper notification to both the client and the IP. This includes a PAN to the client and an IP Notification-Stop Work Notice to the IP (Exception: Send the IP a PAN for IP Training/Certification issues).
2. Proper notice ensures administrative hearing rights for the client related to denying his or her choice of provider. IPs also have hearing rights related to adverse actions for training/certification. 
3. Notice to the IP is generally sent as a reminder to complete a requirement such as a background check, training, contract renewal, etc. and adequate notice is required by the Fair Labor Standards Act and the Collective Bargaining Agreement. In some instances immediate notice is required. Notice must be sent prior to terminating payment except in instances of immediate notice. 
4. The IP only has administrative hearing rights regarding termination of payment or contract when the issues relate to training or certification. 
5. The IP may request a department review of the contract decision when the IP’s contract is being terminated due to excess claiming. See Chapter 3 for more information about excess claiming. 
[bookmark: _Toc525727013][bookmark: _Toc525727113][bookmark: _Toc528758280][bookmark: _Toc528759428][bookmark: _Toc528760023][bookmark: _Toc45200978]Resources
[bookmark: _Toc525727014][bookmark: _Toc525727114][bookmark: _Toc528758281][bookmark: _Toc528759429][bookmark: _Toc528760024][bookmark: _Toc45200979]Related WACs and RCWs
WAC Chapter 388-71	INDIVIDUAL PROVIDER AND HOME CARE AGENCY PROVIDER QUALIFICATIONS
WAC Chapter 388-113   DISQUALIFYING CRIMES AND NEGATIVE ACTIONS

RCW 43.20A.710             	INVESTIGATION OF CONVICTION RECORDS OR PENDING CHARGES OF STATE   EMPLOYEES AND INDIVIDUAL PROVIDERS.
RCW 74.39A.056            BACKGROUND CHECKS ON LONG-TERM CARE WORKERS
[bookmark: _Toc525727015][bookmark: _Toc525727115][bookmark: _Toc528758282][bookmark: _Toc528759430][bookmark: _Toc528760025][bookmark: _Toc45200980]Acronyms
ACD		Agency Contracts Database
BCCU		Background Check Central Unit
BCS		Background Check System
CC&S		Character, Competence, and Suitability
HCRR		Home Care Referral Registry		
[bookmark: _Toc525727016][bookmark: _Toc525727116][bookmark: _Toc528758283][bookmark: _Toc528759431][bookmark: _Toc528760026][bookmark: _Toc45200981]Glossary 
	WORD
	DEFINITION

	Adequate Notice
	Means allowing enough time for the client and the IP to receive written notice in the mail (at least three business days[footnoteRef:29]) before terminating the IP’s payment or contract.   [29:  Three business days is a general rule based on normal mailing procedures and regular mail delivery. Use your professional judgement to adjust this timeframe based on your office mail practices, mailing times, and anticipated delays in mail delivery such as holidays. Allow enough time for the IP and client to receive the written notice before the effective date. This means that the following should be considered: The time of day you are mailing your notice (example: 9 am vs. 5pm), weekends, holidays, and office mail practices. ] 


	Agency Contracts Database (ACD)
	The department’s enterprise contract management system.

	Background Check Central Unit (BCCU)
	DSHS unit that processes background checks for DSHS authorized service providers and DSHS programs who serve vulnerable individuals across Washington State.  These background checks are specifically for applicants that provide direct care/services to these vulnerable individuals

	Background Check System (BCS)
	Automated background check system. 

	Carina
	An application, administered by SEIU 775, that supplements the current HCRR database by providing consumers, their family, and qualified providers a free, online platform they can use to find “match”. 

	Character, Competence, and Suitability (CC&S)
	A CC&S determination is a review process that you may use to decide whether an otherwise qualified IP may have unsupervised access to minors or vulnerable adults.  

	Home Care Referral Registry (HCRR)
	Connects WA state residents who receive publicly-funded, in-home personal care services with pre-screened individual providers of personal care or respite care. 

	Immediate Notice
	Means providing immediate verbal notification to the client and the IP letting them know the IP is no longer permitted to work for DSHS payment, and then following up right away with written notice. Immediate notice is used for health and safety including termination related to a CC&S or disqualifying background check. 

	Name and Date of Birth Background Check
	A NDOB background check includes a search of the Administrative Office of Courts, Washington State Patrol, Department of Health, Department of Corrections, and the Department's founded findings of abuse/neglect of a child or vulnerable adult, and the applicant's self-disclosure

	Notification of Background Check Result
	BCCU issues four types of letters. Three are result letters (No Record, Review Required, and Disqualify) and one is a request for more information.

	Service Employees International Union Local 775 (SEIU 775)
	The Union which represents Individual Providers of in-home care services. 




[bookmark: _Toc525727017][bookmark: _Toc525727117][bookmark: _Toc528758284][bookmark: _Toc528759432][bookmark: _Toc528760027][bookmark: _Toc45200982]Revision History
	DATE
	MADE BY
	CHANGE(S)
	MB #

	9/23/2020
	Stacy Graff
	Updates to background check section to reflect the Background Check System (BCS) and related process changes. 
Minor updates to other sections of chapter
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STATE OF WASHINGTON
DEPARTMENT OF SOCIAL AND HEALTH SERVICES
Background Check Central Unit
PO Box 45025, Olympia, Washington 98504-5025
Phone: (360) 902-0299 / Email: bccuinquiry@dshs.wa.gov

CONFIDENTIALITY NOTICE
For authorized personnel only. This information is intended for use by the requester ONLY. If received in error, contact
the Background Check Central Unit immediately at bccuinquiry@dshs.wa.gov_or (360) 902-0299. This information and
any attachments are protected under State and Federal law. Anyone receiving these documents in error is prohibited
from disclosing, copying, or distributing the information.

Review Date: Month, Day, Year

First, Middle, Last
Date of Birth: 00/00/0000

Inquiry ID/0cA: 0000000

The applicant, the Washington State Patrol, the Department of Corrections, the Department of Social and Health
Services, the Department of Health, the Washington Courts, and possibly other states provided the information in this
background check result. As of the date of this background check, the Department has found the applicant has:

No record of criminal convictions, pending charges or negative actions.

Final Result Letter — A fingerprint check was completed.|

NOTICE TO THE PERSON WHO REQUESTED THIS BACKGROUND CHECK
The Background Check Central Unit (BCCU) gathers and provides background information upon request. BCCU does
NOT decide the character, competence, or suitability of the applicant and does not decide if background information is
disqualifying. BCCU does NOT make hiring, contracting, placement, or licensing decisions for the Department or its
service providers. Federal law prohibits BCCU from providing a copy of the fingerprint record to the requester.
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Agency Contracts Database Screenshot for documenting 

a Character, Competence, and Suitability review
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Use the ACD to document that a CC&S has been completed:

i.  “Check” screen: go to the Check screen and select “New” whenever a CC&S is completed (including all renewals).

ii. Complete the fields that identify the “Administration”, “Division”, “Staff Person”, “Contract Number”, and “Date Completed” (this is the “Date of Review” from the CC&S form). 

iii. “Type of Check”: select “Character, Competence, and Suitability Review”.

iv. “Purpose of Check”: document your decision by selecting: Provider is Suitable, Provider is not Suitable, or Provider is not Suitable to work w/ specific client (HCS/AAA only). (This last option was added on 3/30/15 and the MB was amended).

v. “Comments”: only document your contact information (phone/email) in this section.  



Information in Comments must not contain information about the provider’s background check or other confidential information.
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