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Policy 5.07 –Planned Action Notice 

Ask the Expert 

If you have questions or need clarification about the content in this policy 
5.07, the Policy Chapter Manual identifies each policy owner. 
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Purpose  

This policy establishes and ensures due process procedures regarding the 
requirement to inform a Developmental Disabilities Administration (DDA) 
client/legal representative and their Necessary Supplemental 
Accommodation (NSA) representative of Department decisions related to the 
client’s DDA eligibility, services, programs, and provider of choice. 

Scope 

This policy applies to all Developmental Disabilities Administration (DDA) 
employees who make or implement Department decisions regarding a 
client’s eligibility, services, programs, or provider of choice.  

Policy 

Through a Planned Action Notice (PAN), DDA will promptly notify 
clients/individuals legal representatives or client’s NSA representative, an 

https://www.dshs.wa.gov/dda/policies-and-rules/policy-manual
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individuals referred for PASRR of Department actions and the clients’ rights 
regarding those actions 

Procedures 

A. A Planned Action Notice (PAN) must be created, mailed, emailed, or 
given to the client/legal representative and NSA in advance of a 
proposed Department action, and must: 

1. Be finalized within five (5) working days after moving the 
assessment to current status or making other Department decisions 
related to a client’s eligibility, services, programs, or provider of 
choice; or, for individuals referred to DDA for PASRR, must be 
finalized prior to NF admission or within 7-9 days for current NF 
residents who are referred due to a significant change;  

2. Be translated into the appropriate language(s) before mailing when 
the client/legal representative and/or NSA representative requires a 
translated version. Client demographics will explain primary 
language. If the PAN is translated, then both the translated copy 
and the English copy must be mailed together the day that it’s 
received by DDA. The translated version (altered PAN) must also be 
filed in the legal section of the client’s electronic file (RMT).  

3. Contact the NSA representative identified in the CARE Contact 
Details prior to mailing any PAN to a client. Explain the decision, the 
PAN, and the appeal rights. Prior to sending, there must be at least 
two documented attempts to contact the NSA representative or 
client in the SERs; and 

B. Prior to sending a DDA PAN to any person residing in a state hospital, 
the Case Resource Manager (CRM) will notify the DDA Mental Health 
CRM. The DDA Mental Health CRM must: 

1. Notify the appropriate Eastern State Hospital (ESH) or Western 
State Hospital (WSH) social worker in person, by telephone, or 
email that the PAN is being mailed; 

2. Coordinate with the appropriate ESH or WSH social worker and 
hospital unit program manager to ensure that the person’s 
treatment team is aware that the PAN is being sent; 
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3. Be available, when necessary, to help support the client receiving 
this important information; and 

4. Work closely with the client, their legal representative, other 
appropriate Department staff, and Disability Rights Washington 
(DRW) as needed. 

C. A PAN must be filed in the legal section of the client’s electronic file 
whenever the PAN version in the CARE system has been altered in any 
way (e.g., language translation, attached WAC, attached policy, etc.). 
However, only the altered part (translation, attachment, etc.) must be 
filed because the original PAN is in the CARE system; 

1. For individuals referred to DDA for PASRR, upload the PAN to PDS. 

2. Do not send any PAN’s to a client/legal representative or NSA while 
in “Pending” or “Draft.” A PAN is a legal document and is valid only 
when it is finalized. 

3. A PAN must contain the following client specific elements: 

a. The PAN date (“Date of Notice”). This date is auto filled when 
the PAN is finalized in CARE; in PDS, the date is auto filled by 
the data system and is the date of the PASRR determinations;  

b. The appropriate reason(s) for the Department action. The 
reason(s) must be sufficient to enable the client to determine 
whether there is a factual or legal basis to challenge the action 
through an administrative appeal. For most Department 
actions, reasons are selected from a drop-down menu. If the 
available drop-down reasons from the menu are not 
appropriate to explain the action, situation specific language 
may be drafted, but such language must be approved by the 
Quality Compliance Coordinator Unit Manager, or their 
designee;  

c. The appropriate WAC(s) for each Department action; 

d. The appropriate appeal-by date.  

i. This date is always the last day of the month in which the 
PAN is sent, unless the PAN is sent less than ten (10) 
days before the end of the month. If there are fewer than 
ten (10) days between the date the PAN is sent and the 
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last day of the month, the appeal-by date is the last day 
of the following month. 

ii. Department actions, including but not limited to 
withdrawals and denials, are immediately effective and 
do not have a date on which an appeal will stop the 
action from going into effect (see WAC 388-825-150). 
For PANs related to these actions, no appeal-by date is 
given;  

e. The appropriate effective date must be the day after the 
appeal-by date. For PANs for which there is no appeal-by date, 
the effective date can be as early as the date the PAN is sent; 
and  

D. When the Department is responding to an “Initial ETR” request, the 
client/legal representative and NSA are notified of the decision of the 
initial ETR request through CARE Notices Screen: 

1. In-Home PC ETR DSHS Form 15-429 

2. School Break PC ETR DSHS Form 15-429A 

3. Non-PC ETR DSHS Form 15-342 

4. Residential Rate ETR 

a. AFH DSHS Form 05-256 

b. ALF DSHS From 05-246 

Authority and Resources 

Authority 
42 C.F.R. § 431.206 

42 C.F.R §483.128  

RCW 71A.10.060 (1), (2)  

WAC 388-825-100 

WAC 388-825-101  

WAC 388-825-102  

WAC 388-825-103  

https://app.leg.wa.gov/wac/default.aspx?cite=388-825-150
https://www.ecfr.gov/current/title-42/chapter-IV/subchapter-C/part-431/subpart-E/subject-group-ECFR14123c518724401/section-431.206
https://www.ecfr.gov/current/title-42/chapter-IV/subchapter-G/part-483/subpart-C/section-483.128
https://app.leg.wa.gov/rcw/default.aspx?cite=71A.10.060
https://app.leg.wa.gov/wac/default.aspx?cite=388-825-100
https://app.leg.wa.gov/wac/default.aspx?cite=388-825-101
https://app.leg.wa.gov/wac/default.aspx?cite=388-825-102
https://app.leg.wa.gov/wac/default.aspx?cite=388-825-103
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WAC 388-825-104  

 WAC 388-825-105 

Section 504 of the Rehabilitation Act of 1973 Title II, Americans with 
Disabilities Act 

References 
DDA Policy 5.02 Necessary Supplemental Accommodation 

DDA Policy 5.05 Limited English Proficient (LEP) Clients 

DDA Policy 5.06 Client Rights  

DDA Policy 11.01 Intake and Eligibility Determination 

 

Definitions 

Altered PAN means a Planned Action Notice that has been translated, has 
an attachment or has any other change that is outside of the version that is 
created in the DSHS Comprehensive Assessment Reporting and Evaluation 
(CARE) system.  

Appeal-by Date means the last date the client or the client’s representative 
may request an appeal to the Department’s decision that prevents the action 
from taking effect. The term “appeal-by date” as used in this policy should 
not be confused with the deadline for requesting an administrative hearing in 
order to have a hearing scheduled. That deadline is always ninety (90) days 
from the date of the receipt of the notice.  

Department Action means DDA’s proposed course based on a decision 
related to DDA eligibility, program type, service type, service amount, or 
client provider of choice.  

Department actions include (but are not limited to) approval, increase, 
reduction, termination, withdrawal, and denial. For individuals referred to 
DDA for PASRR, Department Action means DDA’s determinations of whether 
the individual has an intellectual disability or related condition (ID/RC) per 
federal definition, whether the individual needs nursing facility level of care 
(NFLOC), and whether the person needs PASRR specialized services for 
ID/RC while in the nursing facility (NF).  

https://app.leg.wa.gov/wac/default.aspx?cite=388-825-104
https://app.leg.wa.gov/wac/default.aspx?cite=388-825-105
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/statutes/section-504-rehabilitation-act-of-1973
https://www.dol.gov/agencies/oasam/centers-offices/civil-rights-center/statutes/section-504-rehabilitation-act-of-1973
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.02.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.05.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.06.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy11.01.pdf
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Developmental Disabilities Administration (DDA) is an administration 
of the Department of Social and Health Services (DSHS). 

DPMS means DDA PASRR Management System, an electronic assessment 
and data management system. 

Due Process means the legal requirement that a person may not be 
deprived of life, liberty, or property without the fair application of established 
laws, procedures and safeguards. 

Effective Date means the date the Department’s action will take effect if 
the client or the client’s representative does not request an appeal, by the 
appeal-by date.  

Initial ETR Request means a client’s/representative’s request for a 
program/service the client is not currently receiving or an additional amount 
of a service the client is receiving. It is an initial request when it is first 
requested and has no appeal rights but once the ETR program/service or 
amount has been approved or partially approved there are appeal rights to 
the reduction or termination.  

Legal Representative means the parent(s) of a minor child, the court 
appointed guardian for an adult DDA client (or minor child if parental rights 
have been removed by a court), or the documented Durable Power of 
Attorney-Healthcare for an adult DDA client. If the client is under DCYF 
dependency, then the DCYF Social Worker is the legal representative. A 
client’s legal representative is authorized to make healthcare and other 
decisions for the client. Quality Assurance Managers are available for internal 
consultation.  

Necessary Supplemental Accommodation (NSA) Representative 
means the person who is designated to receive copies of DDA Planned Action 
Notices (PAN) and other Department correspondence to help a client 
understand the information in the document and to assist a client to exercise 
his/her client rights. The NSA representative cannot make decisions for the 
client unless he or she is also the legal representative. All DDA clients (and 
non-DDA minor children) must have a designated NSA representative. The 
NSA representative for a minor child DDA client (or non-DDA child) is the 
parent unless a court has removed parental rights and appointed a guardian 
for the child. If the client is under DCYF dependency, then the DCYF Social 
Worker is the client's NSA. The NSA for an adult DDA client is identified by 
the adult client when the adult client does not have a court appointed 
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guardian. The adult client may also petition, in writing, to be their own NSA. 
See WAC 388-825-102 and DDA Policy 5.02, Necessary Supplemental 
Accommodation 

Non-DDA Child or Adult means a client of a DSHS Department other than 
DDA. When DDA performs an assessment and/or authorizes a 
program/service for a non-DDA child or adult, the client/legal representative 
has the same due process rights as a DDA client.  

PASRR means pre-admission screening and resident review, a screening 
and assessment process required prior to nursing facility admission for 
individuals believed to have ID/RC. For more information on PASRR PANs, 
please see Policy 16.07. 

Planned Action Notice (PAN) means the Administration’s written 
notification of DDA eligibility, service, program, and provider of choice 
decisions to a DDA client/legal representative and the client’s NSA. This also 
applies to a non-DDA child or adult and to a person referred to DDA for 
PASRR completion. The PAN includes the client’s due process rights. Quality 
Compliance Coordinators are available for internal consultation.  

Records Management Tool or RMT means a system embedded in CARE to 
download and store electronic client records. This acts as the client’s 
electronic file. 

Working Days means the days of the week the Department’s state offices 
are open for business. Weekends and holidays are not considered “working 
days” in this context. Working days does not mean the days a particular 
Department employee works. 

Supersession 

DDA Policy 5.07 
Issued: 6/1/2015 

Revision History 

Date Made by Change(s) 
7/2026 Anthony Blue New DDA format 

 

https://app.leg.wa.gov/WAC/default.aspx?cite=388-825-102
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy5.02.pdf
https://www.dshs.wa.gov/sites/default/files/DDA/dda/documents/policy/policy16.07.pdf
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Approved:  Date: __7/20/2026__________ 

Kris Pederson, Deputy Assistant Secretary 
Developmental Disabilities Administration 
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