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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Residential Care Services
PO Box 45600, Olympia, WA 98504-5600


R15-034 - PROCEDURE
May 11, 2015
	TO: 
	RCS Regional Administrators
RCS Field Managers

RCS Management Team

RCS Compliance Specialists

	FROM:
	Carl I. Walters II., Director
Residential Care Services

	SUBJECT: 
	Revised Standard Operating Procedure (SOP) for afh enforcement – monitoring visits

	Purpose:
	To inform staff of changes made to the Monitoring Visit Operating Process and Procedures (OPP). 

	Background:
	· Prior to the reorganization of RCS, the Headquarters position in

    charge of Field Operations was the Assistant Director.
· RCS has changed the format of the OPP and is now using a

    Standard Operating Procedure (SOP) format.

	What’s new, changed, or

Clarified:
 
	· The position responsible for Field Operations under the new organizational structure is now the Office Chief of Field Operations. 
· The RCS standard for conducting monitoring visits is now detailed in the SOP format. 

	ACTION:
	RCS staff will review and implement the revised SOP effective immediately.   

	Related 
REFERENCES:
	None

	ATTACHMENT(S):   
	1. Standard Operating Procedure – Enforcement Process – Monitoring Visits
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	CONTACT(S):
	RCS Field Managers
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I. PURPOSE

To provide field staff with consistent direction for conducting monitoring visits in an adult family home (AFH) including:


1. Gathering information related to the safety and welfare of residents in the home; and 


2. Determining if the home has the ability to continue to provide the necessary resident care and services.


II. SCOPE

This procedure applies to all RCS staff who conduct monitoring visits or impose enforcement actions on adult family homes.  

III. OPERATIONAL REQUIREMENTS


A. Monitoring visit(s) must: 

1. Be conducted when the home is under the following enforcement actions – until the action is completed – or all residents but one have been removed from the home: 

a. Summary Suspension and Revocation of a License, including a Stop Placement Order Prohibiting Admissions; and/or


b. Revocation of a License and Stop Placement Order Prohibiting Admissions


B. Monitoring visit(s) may: 

1. Be conducted at the discretion of the Field Manager, in conjunction with the Compliance Specialist, when the home has issues such as: 

a. A Stop Placement Order; 

b. Condition(s) on License Order; and/or, 

c. Demonstrated financial problems such as entered into bankruptcy proceedings, foreclosure or utility shut-off. 

C. No full inspections will be done after revocation. 

D. Communication with the licensee/resident manager/designee will be regulatory based and consistent with RCS communication standards. 

E. The only report to be completed is the monitoring visit form.  Upon assignment by Regional Administrator/designee or Field Manager, Licensor will record the dates of monitoring visits in FMS. 

F. Visits will be: 


1. Unannounced; 


2. Brief in duration; 


3. Focused on the residents’ safety and welfare; and 


4. Only made when two or more residents remain in the home.  

G. During the monitoring visit, Licensors will conduct both focused observations and informal interviews of residents, others not associated with the home (only if necessary), and staff.


H. Licensors will review resident records only if there is a need to seek additional information related to potential/actual resident welfare and safety issues.


I. Licensors will record on-site monitoring visit findings on the monitoring visit forms.

J. Hard copies of completed monitoring visit forms will be kept in the working papers and used to verify that visits were made.


IV. FORMS AND ATTACHMENTS


· AFH Monitoring Visit form.

V. PROCEDURES


Off-Site Preparation

A. The Field Manager will:


1. Consult with the Compliance Specialist in determining:


a. If monitoring visits need to be done;


b. The frequency of the monitoring visits if any; and


c. The duration or number of monitoring visits to be made (most monitoring visits will be for a limited period of time).


2. Assign staff to conduct the visit(s) in FMS.  


3. Provide the name of resident(s) allowed by the Field Manager to return to the home under a Stop Placement Order, if any.


4. Provide information regarding special issues, e.g., residents/family members who should or should not be reviewed.


5. Verify that monitoring visits were made by reviewing the monitoring visit forms.


6. Assign complaints for investigation.  The complaint may or may not have been generated from a monitoring visit. One person may do both tasks during the same visit.


B. The Licensor will: 

1. Be familiar with the: 

a. Purpose of the visit(s); 

b. Recent history of performance related to the enforcement actions in effect and/or any previous monitoring visit(s); 

c. Current/previous monitoring visit resident list; 

d. Most appropriate time of visit related to the issues, e.g., evening or weekend; and

e. Status of on-going complaints, if any.  

Entrance Activities


A. The Licensor will: 

1. Clearly state the purpose of visit.  

2. Inform the licensee/resident manager/designee if a complaint investigation is also being done in conjunction with the monitoring visit. 

3. Refer any questions related to enforcement actions to the Field Manager. 

4. Determine census of the home and ask for a list of current residents, including residents not present or in the hospital.  

a. Review the list for any new admissions; 


b. If there is a Stop Placement Order in effect, ensure that any resident re-admitted was approved by the Field Manager prior to his/her return.


On-Site Monitoring Visit Activities


GENERAL TOUR AND FOCUSED OBSERVATIONS


A. The Licensor will:


1. Provide brief documentation of the general tour and focused observation findings on the appropriate form(s):


a. Conduct a brief tour of the home, making informal observations throughout the monitoring visit for significant issues related to cleanliness, safety and maintenance.


b. Observe all residents for overall appearance to determine if in general care needs are being met.


c. Observe interactions of AFH staff with residents.


INTERVIEWS


A. The Licensor will:


1. Provide brief documentation of the interview findings on the appropriate form(s).


2. Conduct brief and informal resident and staff interviews.


3. Focus interviews primarily on the safety and welfare of residents as needed.


RECORD REVIEW


A. The Licensor will:


1. Provide brief documentation of record review concerns/findings, if any, on the appropriate form(s): 

a. Records will not routinely be reviewed. 

b. Resident record review will be limited to following up issue(s) identified that are related to the safety and welfare of one or more residents. 

OTHER ACTIVITIES

A. The Licensor will: 

1. Immediately notify the Field Manager if findings represent the potential for or actual harm for the residents.


B. The Field Manager: 

1. May or may not require a further review, based upon the information obtained.


2. E-mail the CRU (or ask the Licensor to e-mail CRU) with the information and assignment of a complaint to the unit, if further review is required.


3. Make a decision on whom to assign to complete the investigation.  (May be the Licensor doing the monitoring visit). 

Exit Conference with Facility


A. The Licensor will: 

1. Inform the licensee/resident manager/designee that the monitoring visit is complete if the monitoring visit finds no issues related to the safety and the welfare of all the residents.


2. Notify the Field Manager if the monitoring visit finds further issues related to the safety and welfare of the residents.  The Licensor will then inform the licensee/resident manager/designee that the Field Manager was notified.


Follow-Up Actions / Documentation Expectations for Monitoring Visit Activities After Exit


A. The Field Manager will create the monitoring visit in FMS.

B. The Licensor will: 

1. Complete on-site monitoring visit documentation while on-site.  Submit a copy to the Field Manager, if requested.


2. Document on the monitoring visit form for each visit.


3. Note the visit date in FMS.


4. If the monitoring visit identifies problems that do not lead to a complaint investigation, inform the licensee/resident manager/designee of the findings.


5. If monitoring visit leads to a complaint investigation:


a. Discuss the timing of the investigation with the Field Manager.


b. Call the issue in to CRU as a complaint, if serious new issues are identified and at Field Manager’s direction.


c. Follow the processes necessary to focus on the identified issues.


C. The Field Manager will notify the Compliance Specialist. 

D. The Compliance Specialist will inform the Office Chief of Field Operations/designee about additional findings related to the home’s noncompliance and risks related to safety and welfare. 

E. The Office Chief of Field Operations/designee will determine if a SOD and/or additional enforcement action is required. 

VI. AUTHORITY


RCW 70.128.070(1)(c)
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