Aging and Disability Services Administration

Facility-Based Training Notification Process

Adult Family Home Providers and Boarding Home Administrators must notify DSHS, Aging and Disability Services Administration (ADSA) if they wish to provide training in their facility.  This notification is done only once, before beginning to provide the training.  The notification is required for: basic or modified basic training, the administrator/provider specialty trainings, caregiver specialty trainings, or blended basic/caregiver specialty training (but not for orientation or continuing education.)  This flow chart outlines the process.  The facility’s responsibilities are listed on the back of this page.












WAC 388‑112‑0335  

What are the requirements for a boarding home or adult family home that wishes to conduct basic, modified basic, manager specialty, or caregiver specialty training?  

(1) A boarding home or adult family home wishing to conduct basic, modified basic, manager specialty, or caregiver specialty training for boarding home caregivers may do so if the home:


(a) Verifies and documents that all instructors meet each of the minimum instructor qualifications for the course they plan to teach;


(b) Teaches using a complete DSHS‑developed or approved alternative curriculum.


(c) Notifies DSHS in writing of the home's intent to conduct staff training prior to providing the home’s first training, and when changing training plans, including:



(i) Home name;



(ii) Name of training(s) the home will conduct;



(iii) Name of curriculum(s) the home will use; and


(iv) Name of lead instructor and instructor’s past employment in boarding homes and adult family homes;

(v) Whether the home will train only the home's staff, or will also train staff from other homes;

(d) Ensures that DSHS competency tests are administered as required under this chapter;

(e) Provides a certificate of completion of training to all staff that successfully complete the entire course, including:


(i) The trainee's name;


(ii) The name of the training;


(iii) The name of the home giving the training;


(iv) The instructor's name and signature; and


(v) The date(s) of training;

(f) Keeps a copy of student certificates on file for six years, and gives the original certificate to the trainee;

(g) Keeps attendance records and testing records of students trained and tested on file for six years; and

(h) Reports training data to DSHS in DSHS‑identified time frames

(2) An adult family home wishing to conduct caregiver specialty training that is taught by the provider, resident manager, or person knowledgeable about the specialty area, as required under WAC 388‑112‑0110 subsection (3), must document the specialty training as provided under WAC 388‑112‑0155.

WAC 388‑112‑0345 

 When can DSHS prohibit a home from conducting its own training? 

DSHS may prohibit a home from providing its own basic, modified basic, specialty, or caregiver specialty training when:


(1) DSHS determines that the training fails to meet the standards under this chapter;


(2) The home's instructor does not meet the applicable qualifications under WAC 388‑112‑0375 through 388‑112‑0395; or


(3) The home's instructor has been a licensee, boarding home administrator, or adult family home resident manager, as applicable, of any home subject to temporary management or subject to a revocation or summary suspension of the home's license, a stop placement of admissions order, a condition on the license related to resident care, or a civil fine of five thousand dollars or more, while the instructor was the licensee, administrator, or resident manager; or


(4) The home has been operated under temporary management or has been subject to a revocation or suspension of the home license, a stop placement of admissions order, a condition on the license related to resident care, or a civil fine of five thousand dollars or more, within the previous twelve months.


(5) Nothing in this section shall be construed to limit DSHS' authority under chapters 388‑76 or 388‑78A WAC to require the immediate enforcement, pending any appeal, of a condition on the home license prohibiting the home from conducting its own training programs.




Facility sends “Facility Based Notification Form indicating intent to train own staff.  Includes entity name, license number, type of training, curriculum name, if training only own staff or other facilities’ staff too, instructor name, and if required, copy of certificate of completion of class. 





From form, identify if facility is using DSHS or alternative curriculum





ADSA checks for complete information, checks with RCS for licensing compliance issues that would prohibit facility from doing training, adds facility to database; forwards copy to DDD if appropriate





Alternative Curriculum





DSHS


Curriculum








ADSA sends letter:


 Approved - ADSA sends curriculum, testing materials, & reporting forms -- or -- 


Not approved, with reason.  


Copy to DDD if appropriate





Initial approval based on attestation.  See the Alternative Curriculum Review Process Flow Chart
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