s ! Washington State
DEFARTMENT OF
SOCIAL &HEALTH
SERVICES

DIVISION OF DEVELOPMENTAL DISABILITIES
Olympia, Washington

TITLE: CONTRACT MANAGEMENT POLICY 7.01

Authority: Chapters 71A and 74.15 RCW
Chapters 388-820, 388-825 and 388-71 WAC
Federal IDEA, Part C, 34 CFR 303

PURPOSE
This policy provides guidance for contracting within the Division of Developmental Disabilities (DDD).
SCOPE

This policy applies to all DDD organizational units. This policy covers client and personal services
contracts, and interlocal agreements, including Indian Nation agreements.

POLICY

A. Authorization Of Services

Before authorizing services and payments, DDD staff will verify that each provider:

1. Has a current contract;

2. Has a current license, if applicable;

3. Is contracted for the service and rate authorized;

4. Has required insurance, if applicable;

5. Is not over-authorized; and

6. Payments must not precede the contract signature date nor be dated after the end date of

the contract.
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B. Contracting

1.

Contracting staff will follow practices and procedures set by the DSHS Central Contracts
Services (CCS) office and DDD.

Regions have discretion in the issuance of provisional individual provider (IP) contracts
when the out-of-state criminal history check is not yet received.

C. Qualifications

1.

5.

Qualifications for individual providers, respite and attendant care agency providers, and
companion homes are covered in Chapter 388-825 WAC. Medicaid Personal Care
(MPC) and Chore provider qualifications are detailed in Chapter 388-71 WAC.
Residential certification is described in Chapter 388-820 WAC.

Qualifications for ITEIP are covered in IDEA, Part C, and Washington’s Federally
Approved Application.

All MPC and Chore providers must complete department-approved orientation.

All MPC and Chore providers of adults must comply with mandatory training
requirements in Chapter 388-71 WAC.

See table in Attachment A for pre-approved contract qualifications.

D. Character and Suitability

As required in Chapter 74.15 RCW, DDD will review the character and suitability of contract
applicants. This review will include, at a minimum, a criminal history background check and
may also include licensing history, review of references, employment history, past performance,
and a further review offense history. A contract will not be issued when a review indicates
questionable character or suitability.

E. Need For Prospective Contractor

DDD is not required to issue contracts when the need or funding does not exist for the type of
service offered by the contractor.
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F. Length Of Contract

1. Individual provider contracts and professional services contracts will be issued for three
(3) years.

2. Community residential, interlocal, and home care agency contracts may be issued for the
current biennium. Interlocal includes both county and area agency contracts.

3. Foster parent and licensed staffed residential contracts may be issued for the length of the
license.

4. Length of other contracts depends upon the availability of funding and the needs of the
division.

5. New contracts may be necessary at any time federal and/or state laws or regulations are
substantially changed.

6. Attendant Care contracts with Adult Family Homes (AFH) are contingent on the good
standing of the licensure. There is no end date to AFH licensure.

7. Length of other contracts depends upon the availability of funding and the needs of the
division.

G. Staff Training Requirements

1. Staff who sign, negotiate, or manage contracts must complete training required by the
Office of Financial Management (OFM) and DSHS, within the time frames specified by
OFM and DSHS policy.

2. Required training is described on the CCS website at http://asd.dshs.wa.gov/ccs/CCS-
academy.htm.

3. OFM training information is available at www.ofm.wa.gov.

H. Terminations

1. Contract terminations are done by CCS. DDD staff will send a written request to the
DDD Key Contracts Coordinator with documentation supporting the reason for
termination and a copy of the complete contract to be terminated.

2. Contracts may be terminated for convenience or default. A termination for default means

that the contractor has not complied with the terms of the contract. A termination for
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convenience is normally initiated by either party when the needs or resources of one of
the parties change during the contract term.

3. An MPC contract can be denied or terminated under conditions listed in Chapter 388-71
WAC, but the client must be given appeal rights to this denial of his/her choice of
provider.

4. CCS will communicate with the provider regarding the contract termination. DDD will

communicate with the client and, for MPC provider terminations, provide notice of the IP
termination to the client with appeal rights.

1. Disputes

If a contract has a dispute clause, a dispute review will occur when requested by the contractor.
The Division Director or designee will issue a final decision after conducting a review.

J. Client Service Procurement Method

By January 2004, DDD staff must keep a record of the method used to implement all client
service contracts (competitive and non-competitive) as required by DSHS Administrative Policy
13.12, Establishing Equal Opportunities in Competitive Procurements and Competitive
Solicitations.

K. Contract File

1. The DDD office, region or Residential Habilitation Center (RHC) issuing contracts will
mgiptain the contract file. The contract file must contain the following documents, at a
minimum:

a. Contractor intake form;

b. Application, including employment history;

c. References when required;

d. Signed debarment form;

e. Criminal history background check, if appropriate;

f. Copy of any applicable license, registration, or certification;

g. Copy of Social Security card, for individual providers (IP);
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h. Copy of driver’s license or other picture identification, for IP;
1. Signed contract; and
] Any notes or correspondence.
2. Documentation of required training will be kept in the ACD.
3. Information will be kept on file for two (2) years after the completion of the contract and

then will be archived for at least three (3) additional years.

SUPERSESSION
None.
Approved: /s / Linda Rolfe Date: 7/01/03

Director, Division of Developmental Disabilities

Attachment A, Pre-Approved Contract Qualifications
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PRE-APPROVED CONTRACT QUALIFICATIONS

PRE-APPROVED CONTRACT

QUALIFICATIONS

4712XP Family Support Services

Family member receives Family Support. This is a
reimbursement contract per WAC 388-825-242

4713XP Adult Family Home Respite

Current AFH license with DDD specialty certification

4717XP AFH Attendance Care

Current AFH license with DDD specialty certification

4718XP Foster Parent Services

Current child foster care license. Provides care under the
VPP program

4722XP Agency Medicaid Personal Care (MAC)

Home care agency certification or home health license

4724XP Community Guide Services

Knowledgeable about community resources and able to
work with families per WAC 388-825-222

4726XP Agency MPC Nursing Services

MPC Nurse Oversight services. Employs registered nurses
with current licenses

4729XP Speech Therapy

Licensed as a speech language pathologist under Chapter
18.35 RCW

4730XP Psychological Services

Licensed as a psychologist under Chapter 18.83 RCW

4731XP Physical Therapy

Licensed as a physical therapist under Chapter 18.74 RCW

4732XP Occupational Therapy

Licensed as an occupational therapist under Chapter 18.59
RCW

4733XP Counseling/Behavior Management

Licensed social worker, mental health counselor or marriage
and family therapist under Chapter 18.225 RCW and
experience working with persons with developmental
disabilities.

4734XP Nurse Delegation Services

Registered nurse with at least two years of experience

4735XP Agency Respite and Attendant Care

Home care agency certification under Chapter 70.127 RCW
or home health license under Chapter 48.44 RCW

4736XP Agency Nursing Services

Private duty nursing under Chapters 246-839 and 246-838
WAC

4742XP Sexual Deviancy Therapy

Certified sex offender treatment provider under Chapter
18.155 RCW

4745XP Psychiatric Services

Psychiatrist licensed under Chapter 18.71 RCW
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PRE-APPROVED CONTRACT (continued)

QUALIFICATIONS (continued)

4750XP Escort-Transport Services

Current driver’s license and automobile insurance

4751XP Instructional Services

Certified teacher or Master’s degree in psychology with two
years of experience

4755XP Nursing Services

Nursing services provided by an individual registered nurse
under Chapter 246-839 WAC

4756XP Community Residential Services

Certification under Chapter 388-820 WAC

4761XP LPN Services

Individual licensed as a practical nurse under Chapter 246-838
WAC

4763 XP Individual Provider, including subcodes

WAC 388-825-260 through 388-825-284

. 4764XP Respite Care .
. 4765XP Attendant Care .
. 4766XP Individual Alternative .
Living
. 4767XP Medicaid Personal Care Chapter 388-871 WAC

4768XP Death Investigation

4769CP County Services, including subcodes

. 4770CP Administration BARS .
568.10

. 4771CP Training Exp BARS 568.30 .

. 4772CP Community Info BARS .
568.40

. 4773CP Consumer Support BARS .
568.60

. 4774CP Other Activities BARS .
568.90
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