
 

  
 

 

      
            

             
               

 
               

      
 

                
              

       
 

               
 

            
             

  
    

              
   

              
   

             
    

              
  

              
  

              
 

             
         

           
           

 
                

              
         

                
 

ALTSA Nurse DelegaƟon QA: File Audit 
The Performance of ALTSA contracted Nurse Delegators is monitored using individual client 

files, which are audited by the Nurse DelegaƟon Program Manager and Nursing Services 
Contracts Monitor (ALTSA). The process for audiƟng client files is based on the following: 

1. Each contracted Nurse Delegator will have a contract audit completed a minimum of one 
Ɵme per 4-year contract cycle. 

2. The objecƟve of the audit is to reach 100% of the Nurse Delegators contracted with 
ALTSA to ensure compliance with state regulaƟons as they pertain to the ALTSA Nurse 
DelegaƟon contract and improve program performance. 

3. Contractors will be scheduled for an audit randomly within the four-year contract cycle. 

4. Individual client files will be used to Audit each Nurse. 
a. A standard random selecƟon process will be uƟlized based on the following 

scenarios: 
i. Standard SelecƟon: 

1. For Nurses with 4 or less clients, one file will be audited for 
compliance. 

2. For Nurses with between 5 and 25 clients, two files will be audited 
for compliance. 

3. For Nurses with between 26 and 49 clients, three files will be 
audited for compliance. 

4. For Nurses with 50 and 99 clients, four files will be audited for 
compliance. 

5. For Nurses with 100 or more clients, five files will be audited for 
compliance. 

b. The file audit may include clients supported by HCS and/or DDCS. 

5. A Nurse may also be selected for a Triggered File Audit. 
a. Possible Criteria for a Triggered File Audit: 

i. Formal complaint to ALTSA, DDCS or other State EnƟty. 
ii. Unusual billing related to number of units and frequency. 

6. If a Nurse is idenƟfied to have not been authorized for Nurse DelegaƟon services within 
the past 6 months of their audit month, the Audit will review non-client specific 
quesƟons as located in the audiƟng tool. 

a. The nurse may be selected for a second audit later in the contract cycle. 



  
 

        
  

                 
              

                 
  

 
              

           
            

        
            

     
             

          
          

            
        

            
         

             
           

             
 

                
              

              
  

 
             

               
   

 
            

            
              

     
 
              

            
     

 
            

               
       

  

7. From the set of client files randomly selected, a Long Term Care Worker (LTCW) will be 
interviewed by phone with a standardized set of quesƟons. The purpose of the interview 
is to monitor the quality and regularity of the Nurse’s work based on the rules of Nurse 
DelegaƟon. 

8. A standardized leƩer will be e-mailed to each of the selected Nurse Delegators 
requesƟng 6 months of documentaƟon for each randomly selected client. 

a. The contracted Nurse will be given instrucƟons to submit the requested 
documents via e-mail to RNDcontractmonitoring@dshs.wa.gov . 

b. The contracted Nurse will have 14-calendar days to submit the requested 
documents to the program. 

i. If the requested documents are not received by the Ɵmeframe listed on 
the standardized leƩer (14-calendar days), a phone call/e-mail will be 
made by the Nurse DelegaƟon Program Manager or Nursing Services 
Contracts Monitor to confirm receipt of the leƩer and set a 7-calendar 
day limit to receive the requested documentaƟon. 

ii. If the requested documents have not been received within the second 
Ɵmeframe (7-calendar days), a cerƟfied leƩer requesƟng the documents 
will be mailed to the contracted nurse. The cerƟfied leƩer will set a 7-
calendar day limit for documents to be received and if non-compliant 
with the third aƩempt, the Nurse will be subject to Contract AcƟon. 

9. One of two standardized leƩers will be e-mailed to the contracted Nurse within 30 days 
of receipt of the client files (Findings Free or Results and Follow-Up Needed) 

a. The Results and Follow-Up Needed leƩer will include the list of Findings per 
client. 

10. The contracted Nurse will have 7-calendar days to submit a Performance Improvement 
Plan (PIP) addressing how the Nurse will alter their future pracƟce to correct any noted 
Findings. 

11. The Nurse DelegaƟon Program Manager and/or Nursing Services Contracts Monitor will 
respond to the Performance Improvement Plan with one of two standardized responses 
within 30 calendar days of receipt. (Audit Complete LeƩer or request to meet virtually 
for a ConsultaƟon MeeƟng) 

12. Contracted Nurses may request a meeƟng or request clarity with the Nurse DelegaƟon 
Program Manager and/or Nursing Services Contracts Monitor at any Ɵme to discuss 
findings of the audit. 

13. The Nurse DelegaƟon Program Manager and Nursing Services Contracts Monitor will 
incorporate the findings of the client file audits into targeted trainings to be presented at 
least annually to the Nurse Delegators. 

Washington State Department of Social and Health Services 
(Rev. 01/2026) 
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ALTSA Nurse DelegaƟon QA: File Audit QuesƟons 
1. Does the contracted Registered Nurse Delegator have a current Washington 
State RN License or MulƟstate license with the ability to pracƟce in Wa state? 
This credenƟal must remain in good standing without any substanƟated 
complaints or sancƟons (See contract page 14) 

2. Does the Registered Nurse Delegator or Business have liability insurance in 
accordance with the contract? 

3. Did the RN who provided delegaƟon services complete required background 
check? 

4. Did delegaƟng RN verify Long-Term Care Worker (LTCW) have an acƟve 
credenƟal? 

5. Did the LTCW complete all state training requirements and did the RN 
document this on the CredenƟals and Training Form 10-217? 

6. Did RN delegate allowable tasks? 

7. Did RN provide wriƩen instrucƟons for each nursing task(s)? 

8. Did RN provide documentaƟon of client assessment at least every 90-days? 

9. Did RN provide documentaƟon of insulin delegaƟon with 2 visits in a 4-week 
period? 

10. Did contractor document how delegaƟng RN verified medicaƟon orders? 

11. Did RN document medicaƟon(s) and instrucƟons for administraƟon on task 
sheet(s) or with aƩached document? 

12. Did RN obtain consent prior to delegaƟon? 

13. Has your Registered Nurse Delegator been to the home in the last 90 days? 
(Caregiver contact) 

Washington State Department of Social and Health Services 
(Rev. 01/2026) 



  
 

        
  

            
          

 
             

      
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

14. Can the Registered Nurse Delegator be reached easily when there are 
quesƟons and/or concerns with the delegated tasks? (Caregiver contact) 

15. Did the RN jusƟfy Ɵme billed on RND tracking form or other 
business/personal tracking form per contract? 

Washington State Department of Social and Health Services 
(Rev. 01/2026) 


