
Snohomish County Developmental Disabilities

Quality Assurance & Evaluation Report
For Qualified Providers of Career Path Services
Agency name
Date of Evaluation:  January , 2023
Date of Report:  February , 2023
County Review Team:  
Other Attendees:  

PREVIOUS EVALUATION: ___ 2021
ENROLLMENT IN __ 2021


ENROLLMENT IN ___ 2023
Community Inclusion: 



Community Inclusion: 
Individual Employment: 



Individual Employment: 
2017 Graduates in School to Work: 


2019 Graduates in School to Work:  

---------------------------------------------


----------------------------------------------
Total enrolled: 




Total enrolled: 
COMMUNITY JOBS IN ___ 2021


COMMUNITY JOBS IN ___ 2023
Low acuity: 





Low acuity: 
Medium acuity: 





Medium acuity: 
High acuity: 





High acuity: 
-----------------------




---------------------
Total jobs: 





Total jobs: 
REPORT RESULTS

Recommendations to Improve:  
Corrective Actions:  None
A.
SERVICES ACCORDING TO INDIVIDUAL NEED
1. Services relate to each participant’s Individual Service Plan (ISP) and DDA Assessment.  
	Evidence/
Documents
	MR
	RI
	CA
	Comments

	Participant file
Participant plan
	X
	
	
	


2. A copy of the current ISP and DDA Assessment is maintained in the participant’s file.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant file


	X
	
	
	


3. Participant grievance procedure adheres to the DDA Criteria for Evaluation:
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant handbook
Participant file
	X
	
	
	


4. Participant agreement adheres to the DDA Criteria for Evaluation: 
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant handbook
Participant file
	X
	
	
	


5. The agency clearly communicates to the participant the maximum service hours per month the participant can expect to receive.

	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant handbook

Case notes
	X
	
	
	


6. Participants are contacted by the agency according to need, at least once per month.  

	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant handbook

Case notes
	X
	
	
	


B.
HEALTH AND SAFETY
1. Incidents involving injury, health, or safety issues are immediately reported to DDA and the County according to DDA Policy 6.08.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Incident reports
	X
	
	
	


2. Incident reports are tracked and analyzed for potential trends and patterns.

	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Agency document
Tracking report
	X
	
	
	


3. Mandatory reporting is done in accordance with DDA Policy 6.08 and 74.34 RCW and 26.44 RCW.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


4. Current emergency contact and medical information needed during the hours of service is readily available for each participant (medications, diet, allergies, etc.).
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Participant handbook

Participant file
	X
	
	
	


C. POLICIES PROTECTING INDIVIDUAL RIGHTS
1. Agency policy to address respectful staff-to-participant interactions.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


2. Agency policy to address the participant’s right to be treated with dignity, respect, and free of abuse.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


3. Agency policy to address the participant’s right to privacy.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


4. Agency policy is in place to address the safeguarding of personal information.  
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


5. Completion of the Contractor Self-Assessment Monitoring Tool for DSHS Data Security Requirements, approved by the Snohomish County Department of Human Services.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	See Confidentiality and Data Security Tool for detailed results.


D. ORGANIZATIONAL DESIGN
1. Agency performance plan describes program objectives, expected outcomes, and how and when objectives will be accomplished.  The plan is evaluated at least biennially and revised based on actual performance.  The performance plan must include performance indicators that address diversity, equity and inclusion efforts.
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Agency document

Strategic plan
	X
	
	
	


2. The agency maintains and follows a staff training plan to assure all direct service staff is trained and has experience in accordance with DDA Policy 6.13 and that training is documented.  
	Evidence/

Documents
	MR
	RI
	CA
	Comments

	Training manual

Employee file
	X
	
	
	


3. The agency is able to account for and manage public funds.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Financial audit/review
Policy manual
	X
	
	
	


4. Administrative/organizational structure clearly defines responsibilities and job descriptions that document job duties for direct service staff and program managers.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Agency documents:
Organization chart
	X
	
	
	


5. Each agency employee has a current (within three years) and satisfactory background check which has been completed by the DSHS Background Check Central Unit (BCCU).
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Policy manual
Employee file
	X
	
	
	


6. The agency maintains evidence that it employs typical safety protection based upon the environment the participant is working or receiving services in.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Site safety checklist
	X
	
	
	


7. The agency assures equal access to persons who do not speak or have a limited ability to speak, read, or write English according to DDA Policy 5.05.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


8. Maintenance of a key staff person who is responsible for coordination of the contract effort, compliance, liaison to the County/DDA, and outcome measurements.   This staff person must have adequate experience, knowledge, and training for this role and maintain a procedural manual that would sufficiently provide guidance if staffing changes occur.   
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Organization chart

Procedure manual
	X
	
	
	


9. Maintenance of at least one staff member with two years of experience related to the services the agency provides, who understands supported employment best practices, and is able to train direct service staff on best practices according to DDA Policy 6.13.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Employee file


	X
	
	
	


10. Documentation of an internal quality assurance system to ensure accurate data reporting, periodic case note reviews, effective and timely individualized plans, and quality progression of services.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Case notes

Outcome report
	X
	
	
	


11. For employment services, CARF/RSAS accreditation is maintained (or the agency meets other criteria for agencies that serve 20 or fewer DDA clients).
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Agency document

CARF report
	X
	
	
	


12. Ability to access DVR funding on behalf of participants.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Agency document

DVR contract
	X
	
	
	


13. Development of a plan or policy that addresses potential conflicts of interest in accordance with DDA Policy 6.13.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Policy manual

Employee file
	X
	
	
	


14. Demonstrates ability to maintain effective communication and collaboration with the County, DDA, DVR, school districts, and community businesses.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Case notes

Outcome report
	X
	
	
	


E.
BILLING REQUIREMENTS
1. Monthly program billing and data is accurately submitted by the 10th of every month.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Invoices


	X
	
	
	


2. Case/progress notes accurately document the reported staff support hours.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Case notes

Billing summaries
	X
	
	
	


3. Case/progress notes and billing summaries accurately document participant activity hours.  
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Case notes

Billing summaries
	X
	
	
	


4. Demonstrates investigation and utilization of other funding sources (DVR, etc.) and non-duplicative use of other funding sources.  
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Case notes

Participant file
	X
	
	
	


5. Documentation of an internal billing procedure to ensure accurate billing.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Policy manual

Procedure manual
	X
	
	
	


F.
ALL EMPLOYMENT SERVICES

1. Employment plans adhere to the DDA Criteria for Evaluation.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


2. All services relate to the participant’s goal(s) as outlined in the employment plan.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


3. The identification and provision of supports necessary for job success have been provided.  

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


4. Employment service activity and the outcome of those activities are documented in the participant’s six-month progress reports.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Six month reports
	X
	
	
	


5. Six-month progress reports are provided by the service provider to the DDA case manager, participant, and/or guardian within 30 days following the six-month period.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Six month reports
	X
	
	
	


6. Training and support is provided as a part of a participant’s pathway to integrated employment in accordance with DDA Policy 4.11.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Case notes
	X
	
	
	


7. Information is collected about wages, productivity, benefits, and work hours.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


8. Progress in achieving increased wages and work hours is documented for each participant.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


9. Evidence that services the agency provides adhere to the Medicaid HCBS settings requirements of 42CFR 441 530(a)(1).
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


10. Identification of settings that isolate people from the broader community or that have the effect of isolating individuals from the broader community of individuals who do not receive Medicaid HCB services.  

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


11. Support is provided to participants to understand Social Security benefits, the effect of work on Social Security benefits, basic work incentives, and reporting requirements.  Maintain a staff member who is knowledgeable in this area.  
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


G.
INDIVIDUAL SUPPORTED EMPLOYMENT SERVICES
1. Supports, which include training and support to employers and co-workers, have been provided in each job placement to ensure jobs are maintained.  This also includes the development of natural supports.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


2. Service is provided in accordance with the DDA Employment Services Activities – Strategies and Progress/Outcomes measures.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


3. State-adopted self-employment guidelines are followed for any participant who owns and operates a business.  

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Procedure manual
	X
	
	
	


4. Community Based Assessment opportunities comply with the U.S. Department of Labor standards and applicable state standards. 
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Procedure manual
	X
	
	
	


5. Agency disclosure of situations where the agency is the provider of service and the employer of record.  The agency will cooperate with the County to assess the appropriate long-term support of the participant’s job.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


H.
COMMUNITY ACCESS/INCLUSION SERVICES
1. Community Access/Inclusion plans adhere to the DDA Criteria for Evaluation.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


2. All services relate to the participant’s goal(s) as outlined in their Community Inclusion plan.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


3. Each participant is assisted to participate in typical and integrated activities, events, and organizations in the participant’s neighborhood or local community in ways similar to others of the same age.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


4. Each participant is assisted to take part in activities on an individual basis.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


5. The opportunity is provided for connection and relationship building between the participant and people without disabilities who are not paid to provide services to the participant. This also includes the development of natural support and fading of paid staff support.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


6. Volunteer opportunities comply with the U.S. Department of Labor standards and applicable state standards. 
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Procedure manual
	X
	
	
	


7. Service activity and the outcome of those activities are documented in the participant’s progress reports.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Six month reports
	X
	
	
	


8. Six-month progress reports are provided by the service provider to the DDA case manager, participant, and/or guardian within 30 days following the six-month period.

	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Six month reports
	X
	
	
	


9. Evidence that services the agency provides adhere to the Medicaid HCBS settings requirements of 42 CFR 441 530(a)(1).
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Participant file

Participant plan
	X
	
	
	


I.
SCHOOL TO WORK SERVICES
1. The agency supports students in their last year of high school to explore employment interests and obtain paid employment before graduation.  
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Outcome report
Participant file
	X
	
	
	


2. Services are provided according to the County School to Work Service Guidelines.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Procedure manual

Participant file
	X
	
	
	


3. Monthly reports are submitted to the County and DVR by the 10th of every month.
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Procedure manual

Participant file
	X
	
	
	


J.
OUTCOME DATA

1. The agency tracks the following employment outcomes by acuity:

a. Number and percentage of participants who are employed
b. Number of new job placements

c. Hourly wages and monthly earnings for employed participants

d. Hours worked per month for employed participants
e. Number of jobs lost and reasons for job loss
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Outcome report


	X
	
	
	


2. The agency tracks the following Community Access/Inclusion outcomes:
a. Typical community activities

b. Memberships

c. New relationships
	Evidence/

Documents
	MR
	R
	CA
	Comments

	Outcome report


	X
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MR = Meets Requirements, RI = Recommendation to Improve,
 CA = Corrective Action
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