
Thank you to everyone for participating in the Great Shakeout 2017!
Thank you to Eugene, Roseburg, The Dalles, and SOQU for sending in some photos to 
commemorate the event! (And thanks for letting us peek at your desks.)
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EAU and Income Cap Trusts
A common source of recovery in the Estate 
Administration Unit (EAU) is from assets 
remaining in an Income Cap Trust. As the 
state is the first remainder beneficiary, all 
funds in a trust account should be forwarded 
to us after the consumers’s death (or trust 
termination). A letter is sent to the Trustee 
explaining our process. There’s been some 
confusion though, particularly regarding the 
prohibited use of remaining trust funds for 
burial expenses. 

Please contact EAU with any questions about 
this process. We also appreciate receiving 
a copy of the trust and having the Trustee’s 
name and address listed in Oregon Access. 
Kathleen Rossi, Estates Administration Unit
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Helpful reminders to minimize 
your work on hearing cases

Quick tips for a less stressful Hearings 
process: 

	Send the consumers notice a copy of 
they are contesting when submitting 
your APD Hearing Request. This will 
save time for you as well as for the APD 
Hearing Rep. 
o If there is no notice, please make a 

note of that. 
	Please fill in the top portion of the MSC 

443, DHS/OHA Administrative Hearing 
Request form.

	Please submit your request with the 
referral form; it has critical contact 
information for your case

See the APD Hearings website for the most 
recent referral form for submissions. 
Carol Mauser, APD Hearings Manager

Mental Health First Aid
Similar to traditional First Aid and CPR, 
Mental Health First Aid is provided to help a 
person developing a mental health problem 
or experiencing a crisis until professional 
treatment is obtained or the crisis resolves. 
People who enroll in Mental 
Health First Aid courses learn 
a five-step action plan to 
help loved ones, colleagues, 
neighbors, and others 
cope with mental health or 
substance use problems. 

Mental Health First Aid is 
an evidence-based public 
education and prevention tool – 
it improves the public’s knowledge of mental 
health and substance use problems and 
connects people with care for their mental 
health or substance use problems.
iLearn: DHS- APD Mental Health First Aid: 
November 29th & 30th

November 2017
Alzheimer’s Disease month

Home care and hospice month
Nov. 1 - 7: Patient accessibility week

Nov. 5 - 11: Shelter appreciation week
Nov. 11 -20: hunger awareness week
Nov. 19 - 26: Fraud awareness week

Nov. 1: Stress awareness day
Nov. 5: Tsunami awareness day

Nov. 7: Election day
Nov. 10: Veterans day (obs.) CLOSED

Nov. 14: World diabetes day
Nov. 16: Use less stuff day

Nov. 23: Thanksgiving CLOSED
Nov. 24: Flossing day CLOSED
Nov. 30: Computer security day

Pica - Allyse 
Lee, North 

Bend

https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/me0443.pdf?CFGRIDKEY=MSC%200443,0443,DHS%7COHA%20Administrative%20Hearing%20Request%20%20(Replaces%20and%20can%20use%20prior%20version%20DHS%200443%2011/10),me0443.doc,me0443.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/me0443.pdf?CFGRIDKEY=MSC%200443,0443,DHS%7COHA%20Administrative%20Hearing%20Request%20%20(Replaces%20and%20can%20use%20prior%20version%20DHS%200443%2011/10),me0443.doc,me0443.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
http://www.dhs.state.or.us/spd/tools/hearing/index.htm
https://ilearn.oregon.gov/Default.aspx


Kudos – Monthly service assessments
Considering all the work that needs to be done on a daily basis, along with the changes 
that have taken place, you all are doing a great job in keeping up with the monthly service 
reassessments. One of the most important things you do is ensure consumers’ continued 
eligibility & ensuring we are serving individuals who continue to need our assistance. 
Statewide, we are close to 100% for timely service reassessments! Great job everyone!

Report period: August 2017

Branch All valid 
assessments

*Monthly 
reassessed

*Monthly 
not assessed

% past 
due

% 
completed

Statewide 33,636 2,331 57 2.4% 97.6%
*Reporting population –Assessments with a review by date within the month

Honor roll - 100% timely service reassessments

Branch Valid 
assessments

Monthly 
reassessed

Monthly not 
assessed

% past 
due

0111 105 4 0 0.00%
0310 470 34 0 0.00%
0313 910 70 0 0.00%
0314 302 13 0 0.00%
0511 359 25 0 0.00%
0911 581 45 0 0.00%
0913 115 7 0 0.00%
1017 1038 65 0 0.00%
1211 59 3 0 0.00%
1311 56 3 0 0.00%
1513 981 76 0 0.00%
1517 653 50 0 0.00%
2311 290 12 0 0.00%
2518 700 44 0 0.00%
2711 847 64 0 0.00%
2911 207 10 0 0.00%
3013 378 31 0 0.00%
3111 224 14 0 0.00%
3112 84 4 0 0.00%
3311 457 27 0 0.00%
3617 945 63 0 0.00%

APD Medicaid Long-term Care Policy Unit
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Doobie 
- Shawn 

Georgiou, 
Klamath Falls
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“Oh I’m Sorry, Am I in Your Way?”

Most common program access areas cited in 2017 initial PME reviews
Excerpted from the September 2017 On Target

Program management evaluations (PME) are conducted at 11-13 branches statewide every 
year. The PME team just finished the first round of 2017 reviews. Each year there are clear 
trends that show how we are doing delivering the SNAP program to our consumers statewide. 
So where do we need work?
The biggest problem is PENDING. Yes, the “pender offender” is alive and well and actually 
prospering in 2017. No one escaped unscathed. (If you are too new to remember the pender 
offender, ask a coworker who’s been here a while). But in all seriousness, every branch 
reviewed this year was cited in the category of pending. 

Two errors most cited were asking participants to provide proof for items which are 
not required to be verified and limiting the individual’s options for how to provide the 
verification. 
	Pay attention to what we are asking for and how we are asking for it; 

o Workers are encouraged to consider if the verification is necessary and required by 
policy and narrate why the information is needed;

	The second most common pend error is limiting or requiring one document that will 
satisfy the pend; 
o Many pending notices state only one way to verify missing information. When writing 

a pend notice, think to yourself, Have I given this individual some options to provide 
the requested information?

The next most cited area for branches statewide is expedited services. PMEs encourage 
discussions at huddles and invite the branches to examine their current expedited process to 
make sure branches are screening and scheduling correctly, along with worker discussions 
about the criteria
	90% of branches reviewed were cited in this area. 
	The top three errors are: 

o Not screening new applications for expedited service 
consistently:

o Scheduling expedited intakes outside of the seven day time 
frame; and 

o Making incorrect decisions about expedited eligibility.
Another problem element is denials. Make sure when a case is denied, it is denied for the 
correct reason and the appropriate notice is issued to the correct address. Our advice is slow 
down and take each step carefully. The main problems are:

Continued on the next page

Apollo, Athena, and Melody - 
Nanette Mullins, Roseburg



Continued from the previous page

	Incorrect denial decisions; 
	Timeliness in denying a case; and 
	Incorrect notice or no notice sent at all. 

Over all, workers are doing an excellent job 
delivering the SNAP program. There are 
some tough choices involved when it comes 
to interviewing and processing applications. 
PMEs are aware there are different 
viewpoints about what is necessary from 
multiple sources. By keeping the mind-set 
that accuracy and barrier-free access are not 
mutually exclusive can allow you to provide 
excellent program access and maintain a 
clean case load.
Program Management Evaluators
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APD October changes resources
Webinars available for APD October changes: 

Webinar PowerPoint training materials and audio recordings are available on the Case 
Management Tools website on the APD Program October 2017 Changes webpage. 

These webinars include the following: 
	ADL Changes Webinar and recorded audio;
	October HCW Voucher & Hours Adjustment Changes Webinar 

and recorded audio; and 
	Extended Waiver Eligibility Webinar and recorded audio. 

For more information on trainings related to the APD October 
Changes see APD-AR-17-051, APD-IM-17-074, and APD-
AR-17-061. 

Support conference calls: 

Support calls will continue through November. There will be no calls the week of 
Thanksgiving.

Teleconference # 866-390-1828 Participant ID # 1369328 
	APD: Thursdays from 3:00 – 4:00 PM 
	AAA Type B: Tuesdays from 3:00 – 4:00 PM

APD Medicaid Long-term Care Policy Unit

Jimmy - Michelle 
Parsons, Central Office

Check your lights!
Fleet Services have had several reports of 
people driving vehicles with no taillights on 
in the dark. 

In many newer model vehicles, the daytime 
running head lamps will come on even when 
the light control is in the OFF position but 
the vehicle’s taillights will not be on. 

It is extremely dangerous to drive in the dark 
with no tail lights. Please make sure you 
know how to work the light controls on the 
vehicle you are driving.

See example at: http://www.oregon.gov/
DAS/FleetPark/documents/lights_on.pdf. 
Brian King, Fleet and Parking Services Manager 

http://www.dhs.state.or.us/policy/spd/transmit/ar/2017/ar17051.pdf
http://www.dhs.state.or.us/policy/spd/transmit/im/2017/im17074.pdf
http://www.dhs.state.or.us/policy/spd/transmit/ar/2017/ar17061.pdf
http://www.dhs.state.or.us/policy/spd/transmit/ar/2017/ar17061.pdf
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APD tribal liaison and cultural navigation

You may have noticed the term “service equity” popping up in conversation around the office 
or noticed an increased focus on developing and enhancing relationships with our tribal 
partners. What is service equity and why does it matter, you may ask? The simplest answer is 
service equity is the core of person-centered care. When we, as staff, community members, 
and neighbors see our consumers, elders, and people with disabilities for who they are and 
respect their lived experience, we provide care and services that meet their needs and give 
them a choice in how they receive care and services. 

Service equity is the cornerstone of the APD mission statement: 

To provide older adults, people with physical disabilities, and their families 
with easy access to services, supports, and early interventions that will help 
them maintain independence, promote well-being, and honor choice, respect 
cultural preferences, and uphold dignity.

Many of us are in state government because we felt a 
call to serve others. It is that drive to help that brings our 
mission statement to life. The focus on service equity and 
tribal relationships is the next phase of the APD mission 
statement.

Over the next several months, APD districts across the 
state will develop a service equity plan to address the 
needs of community members that may not have easy 
access to services and supports. We will begin by building 
a common foundation of definitions of culture, service 
equity, and the factors that lead to marginalization. From 
there your district will highlight what is working well, 
where you can improve, and what actions will lead to 
equitable outcomes for all consumers. 

Rebecca Arce and Jessica Soltesz developed the service equity pilot that started in June 
2016. Since then Central Office and 2 APD districts have participated in these discussions. 
APD Central Office now has a standing Service Equity Improvement and Sustainability 
Steering Committee that will assist the district offices in their service equity plans, in addition 
to implementing initiatives that respect and honor our consumers’ and employees’ cultural 
preferences. 

We embark on this work acknowledging our struggle to connect with our tribal partners over 
the years and help them serve tribal elders with the dignity and honor, they, too, deserve. The 
role of APD Cultural Navigator was created to mend and develop relationships with our tribal 
partners. To listen and help them problem solve, communicate, and advocate for their needs. 

Continued on the next page

Front row, L-R: Oscar Herrera; Caroline 
Cruz, General Manager of the Warm 
Springs Health and Human Services 
Department; Ashley Carson Cottingham 
Back row, L-R: Frank King; Deanne 
Lockridge; Rebecca Arce; Nadja Jones; 
Jefferson Greene, Warm Springs Cultural 
Curator; Max Brown 
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Hispanic Heritage Month at HSB
In honor of Hispanic Heritage Month, 
HSB welcomed Portland area mural 
painter Hector H. Hernandez. You can 
view some of his work on his website.  

In addition 
to other 
materials and 
information, there was also an opportunity to take a brief salsa 
class with Jose Cruz, 

Continued from the previous page

If you are interested in learning more about 
service equity, tribal initiatives, or how you 
can get involved in the Central Office Service 
Equity Improvement and Sustainability 
Steering Committee please contact Rebecca 
Arce at Rebecca.E.Arce@state.or.us.

APD Hearings packet
Did you know when a consumer contests 
their benefits for services all of your 
assessment and synopsis could be part of the 
hearing packet?

Consumers also have the right to request 
copies of all their records at any time. If 
a consumer requests copies of their case 
file, please follow the protocols for record 
requests outlined in policy. 

The Hearing packet the consumer receives is 
prepared by the APD Hearing Representative 
and is based on the facts of the case and 
issues the consumer is contesting. In most 
situations a consumer hearing packed would 
not contain the entire file, with the exception 
of a new applicant. 
Carol Mauser, APD Hearings Manager

Form updates
Please delete all copies of the prior versions 
of these forms from your desktop and 
archives and use only the current version 
going forward. All current forms are 
available on the DHS Forms Server.
	APD 241, Questions to ask before 

selecting a Long-Term Care Facility, is 
available to order through FBOS with an 
order limit of 500; 

	APD 450, Liability 
Worksheet for Long 
Term Care or Home 
and Community-Based 
Care, is updated 
with the correct FUA 
amount; 

	APD 539H Notification 
of Pending Status, is 
available in simplified Chinese; 

	SDS 288, Assisted Living and Residential 
Care Facility - Medicaid Provider 
Enrollment Application and Agreement, 
has been revised.

Walker - Tricia 
Costa, Woodburn

Find past issues of In the Loop and indices 
on the APD Field Services web page. 

http://www.hectorhh.com/gallery/mural.html
mailto:Rebecca.E.Arce@state.or.us.
https://aix-xweb1p.state.or.us/es_xweb/FORMS/?-db=FormTbl.fp5&-lay=Main&-format=Findforms_FMP.htm&-findany
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/se0241.pdf?CFGRIDKEY=APD%200241,,Order%20through%20FBOS%20-%20Questions%20to%20ask%20before%20selecting%20a%20Long-Term%20Care%20Facility,,se0241.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/se0450.pdf?CFGRIDKEY=APD%200450,0450,Liability%20Worksheet%20for%20Long%20Term%20Care%20or%20Home%20and%20Community-Based%20Care,,se0450.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/sn0539h.pdf?CFGRIDKEY=APD%200539H,,Notification%20of%20Pending%20Status%20-%20Can%20use%20prior%20version,sn0539h.doc,sn0539h.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/se0288.pdf?CFGRIDKEY=APD%200288,,Assisted%20Living%20and%20Residential%20Care%20Facility%20-%20Medicaid%20Provider%20Enrollment%20Application%20and%20Agreement,SE0288.doc,SE0288.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
www.dhs.state.or.us/spd/tools/field/index.htm
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More NVRA Q&A

Here are more questions and answers about the National Voter Registration Act (NVRA) 
procedures. If you have a question, contact Karen Kaino by phone, 503-569-7034, email: 
karen.l.kaino@state.or.us, or IM. See FSAM. VIII for the complete NVRA manual, including 
procedures and examples. 

FYI: Staff are expected to follow procedures and guidance in the FSAM. 

Q: The APD Worker Guide has different information than what we were told in training.
A: PLEASE DO NOT USE THE APD WORKER GUIDE FOR NVRA. That guide has been 

removed entirely and the only place to get NVRA guidance on the web is the FSAM.

Q: Do we need to send a VR card when we have returned mail?
A: You do NOT have to act on the reported address change from the 

Post Office for NVRA because the Post Office is acting like a 
third-party for reporting. It would be no different than me coming 
in and reporting my mother had moved. You are absolutely 
welcome to send an SEL 503 if your branch wants to adopt that 
practice, but you do not have to.

Q: If a change of address, SDS 0400, form was submitted in person and the yes or no 
check box to the required NVRA question was left blank and they say they’re already 
registered or refuse to answer, would it be Voter Reg: No s

A: Any time a consumer or applicant does not want a voter registration card for any reason 
we mark the declination NO. This includes if they are already registered or they refuse to 
respond (or are unable to respond).

Q: If they are not choosing to register, I only fill out the little tab, date it, and keep it on 
file right? I am not seeing that I need to report those and where is the site anyhow?

A: That is correct – we only need to report the number of cards mailed to Elections. And 
instead of tearing off the little tab, you can use the SEL 503D. The reporting site is here. 

Q: Is it okay to print the SEL 503a to have for agency use only for consumers when office 
runs low and/or out?

A: It is NOT OKAY to print voter registration forms. All registration forms must be originals, 
regardless of the type or language. The only voter registration form you are allowed to 
print is the declination or DHS owned forms MSC 585 and SDS 400. 

SEL 500 LP, Voter Registration Form (Large Print) questions: 

Q: Should I have the SEL 500LP available for agency staff to provide to consumers when 
needed in a forms holder (not in public area/lobby) or just for keep in stock area until 
requested?

Continued on the next page

Umpqua - Cindy Wolford, 
Roseburg

mailto:karen.l.kaino@state.or.us
http://sos.oregon.gov/elections/Documents/SEL503.pdf
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/se0400.pdf?CFGRIDKEY=APD%200400,,Address%20Change%20,se0400.doc,se0400.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
http://sos.oregon.gov/elections/Documents/SEL503d.pdf
http://sos.oregon.gov/elections/Pages/voter-registration-reporting.aspx
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/me0585.pdf?CFGRIDKEY=MSC%200585,,Oregon%20Secretary%20of%20State%20(SOS)%20%20Elections%20Division%20Contact%20Information,,me0585.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/se0400.pdf?CFGRIDKEY=APD%200400,,Address%20Change%20,se0400.doc,se0400.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
http://sos.oregon.gov/elections/Documents/SEL500LP.pdf
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Continued from the previous page

A: The 500 LP has to be available as needed – however that makes sense in your office is fine. 

Q: Should consumers or applicants send the SEL 500LP themselves to Elections since it’s 
technically a SEL 500 form?

A: We never require consumers to send voter registration forms themselves. The large print 
registration card  is only a “500” form because it was prohibitively expensive to add a 
declination and buy custom sized paper. If the consumer requests we send the 500LP or 
hands it in, the office should send it to Elections with the other cards (and count it). 

 

Q: Since the agency will give the 500LP to the consumer or applicant and it would be 
accepted by agency, is it counted in voter card tally?

A: Yes, please count the 500LP in the total tally if the branch mails it in. All cards, regardless 
of the form number are counted in the 7 day tally. 

CAM update – Preparing for UAT
Over the past few weeks, the Centralized Abuse Management (CAM) project team has been 
busy in build mode, making sure input from the field has been integrated so the system can be 
the best it can be for upcoming user acceptance testing (UAT). 

We have been using mock scenarios as a way to test the system’s abilities to fulfill our needs. 
Thanks to field staff for providing us with multiple real life examples of screenings and 
investigations used in this initial testing.

The next step will be the actual UAT. We plan to begin UAT in the next 
few weeks, first in Salem and later in offices with designated CAM users. 
During this first phase we will be in continuous improvement mode with our 
contractor fixing bugs or altering screen layouts as testers identify required 
changes. Once we are sure all the functionality is there and works, we’ll 
move to final UAT.

To help ensure a solid system, we have representatives from every program 
throughout the state involved in one or more of these phases. 

As always, please send your questions or comments to the CAM mailbox at 
Cam.communications@state.or.us or go to the project website page at http://cam.oregon.gov. 
More to come!
Justin Hopkins, OAAPI Director and Project Sponsor; Ashley Carson Cottingham, APD Director; and Lilia Teninty, 
ODDS Director

Durin - Karen 
Kaino, Central 

Office

Looking for past issues of In the Loop? Do you wish you had an index to all the great 
information? All newsletters, yearly indexes, and a master index for everything are on the 
APD Field Services web page: www.dhs.state.or.us/spd/tools/field/index.htm. 

mailto:Cam.communications@state.or.us
http://cam.oregon.gov
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Direct and indirect case manager 

contact honor roll
The following branches completed 
between 98% -100% of their assigned 
contacts for August 2017. Great job 
everyone!!

Branch Completion 
rate

0111 99.0%
0310 99.7%
0311 99.1%
0313 98.7%
0314 100.0%
0411 100.0%
0511 99.3%
0811 98.3%
0913 100.0%
0914 98.9%
1017 99.9%
1211 100.0%
1311 100.0%
1418 99.6%
1513 98.6%
1517 99.8%
1717 99.2%
1811 99.8%
1911 100.0%
2011 98.6%
2111 99.1%
2211 99.1%
2311 98.2%
2411 99.8%
2711 99.3%
2911 100.0%
3011 98.8%
3013 99.4%
3111 99.5%
3112 100.0%
3311 99.7%
3411 99.0%
3617 99.6%

DHS|OHA Shared and Central 
Services policy site

The DHS|OHA Shared and Central Services 
policy site is now an internet site rather than 
an intranet site with links to all policies, 
processes and guidelines used by the 
Department of Human Services (DHS) and 
the Oregon Health Authority (OHA). 

What’s new and improved? 

The new Shared and 
Central Services policy 
site is cleaner, easier to 
read and to use. The site 
makes it simpler to find 
policies and tell which 
policies apply to you. The 
issuing office or program 
is listed alphabetically, or 
you can sort by program using the drop-down 
list. Every policy, process and guideline has 
a reference number starting with DHS|OHA, 
DHS, or OHA. 

Remember to bookmark the new link and 
delete the old one. 

If you have any questions: E-Government 
and Web Services Team, Jesse Toews, OIS.
EgovWebSvcTeam@dhsoha.state.or.us.

Cosmo - Terry 
Sutton, North 

Bend

Drug disposal record
A new form is now available for provider use 
to document disposal of any discontinued, 
expired, or unused drugs. 

This new Drug Disposal Record, form APO 
0800, is an interactive form that meets the 
standards for documentation of safe drug 
disposal. 

Forms are available on the APO Adult Foster 
Home Forms 01. 

http://www.oregon.gov/DHS/POLICIES/Pages/dhs-oha-policies-guidelines.aspx
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XIX CAPS assessments expired - Trends

The charts below provide information for CA/PS assessments that 
expired in the reporting months of August 2016 - August 2017. 

Expiring is defined as an assessment which has passed its Review Date, 
or does not have an administrative extension with an active service plan, 
or is without a more recent assessment (XIX or otherwise) in a status of 
completed or pending. 

Review 
month

Total valid 
assessments

Assessments 
due 7/2017 – 

7/2018

Monthly 
assessed

Monthly 
re-

assessed

Monthly 
not re-

assessed

Rate 
not re-

assessed
8/1/17 33,636 28,866 2,382 2,331 57 2.39%
7/1/17 33,571 29,208 2,046 2,268 49 2.11%
6/1/17 33,552 28,870 2,204 2,403 75 3.03%
5/1/17 33,482 28,722 2,356 2,311 93 3.87%
4/1/17 33,502 28,850 2,057 2,515 80 3.08%
3/1/17 33,539 28,343 2,536 2,588 72 2.71%
2/1/17 33,471 28,843 2,244 2,323 61 2.56%
1/1/17 33,409 29,123 2,001 2,213 72 3.15%
12/1/16 33,418 29,332 1,979 2,042 65 3.08%
11/1/16 33,621 29,428 2,195 1,943 55 2.75%
10/1/16 33,784 29,105 2,285 2,305 89 3.72%
9/1/16 33,855 29,443 2180 2,189 43 1.93%
8/1/16 33,806 29,212 2,316 ,2222 56 2.46%

APD Medicaid Long-term Care Policy Unit

Bucky Bear - Laurel 
Brandt, North Bend

“Like” Aging and people with Disabilities on Facebook to to see messages 
from our Director; meeting notices, job opportunities, celebrations, events, 
and much more!

https://www.facebook.com/OregonDHS.APD/
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APD Governance Team update

The APD Governance Team – the group that gets your CI sheets – is working on every 
outstanding CI sheet since the beginning of the process and making lots of progress! (Don’t be 
shocked if you are contacted about a CI sheet you submitted a long time ago.)

Some CI sheets are being closed because either they were implemented along with other 
changes, or are not legally or technically possible. Some are tabled because we can’t do 
anything with them at this time, but have some insider info we may have an opportunity later. 
Some CI sheets are currently active with a Governance Team member taking on the idea 
and seeing what they can find out or make happen. Regardless of the status, if you are the 
submitter, you can expect to have an update!

If you would like to check on the status of a CI sheet, see what is already out there, or 
check on what sort of things we were able to implement you can view those details on the 
Governance Team intranet site. 

At the bottom of the intranet site is the most current CI Sheet Tracker. The Tracker has 3 tabs 
for CI sheets which are active, tabled, or closed. The closed tab will also tell you why it was 
closed: 

	Met – we were able to meet/implement the CI request (over 70!);
	Not met – for whatever reason, we were not  able to implement;
	Tech, met – the APD/DHS systems teams were able to meet/implement the CI request
	Tech, not met – our technology just isn’t able to make it happen;
	Not AAA/APD – this was sent to another program to review;
	Local issue – for local training issues or area specific challenges;
	Process changed N/A – our process/rules changes making this request 

no longer relevant;
	Combined – for CI sheets that match up with another sheet – the 

additional CI sheet number will be listed. 
If you have a CI sheet idea – we want to hear it! You can find the CI sheet 
template on the same intranet site. Follow your local process and be assured 
when it arrives at the Governance Team, we will get on it!

If you have questions about the CI process, contact Karen Kaino: karen.l.kaino@state.or.us. 

Gustav - Karen 
Kaino, Central 

Office

“Like” ADRC of Oregon on Facebook to keep up with all the latest news and 
information from the ADRC. You’ll find advice, links, and consumer comments.

https://inside.dhsoha.state.or.us/dhs/aging-people-disabilities/apd-governance-team.html
https://inside.dhsoha.state.or.us/images/stories/governance/APD_Governance/CI_Tracker101317.xls
https://inside.dhsoha.state.or.us/images/stories/governance/APD_Governance/CI_sheet2991.doc
https://www.facebook.com/ADRCofOregon/?fref=ts
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Verification of benefits - SNAP/TANF/ERDC

Requests for verification of SNAP/TANF/ERDC benefits are made for various reasons. There are 
three primary reasons, each with a different process. See transmittal SS-IM-17-023 for additional 
details.

Current benefits Past benefits Out of state benefits
Consumers can request 
verification of current 
benefits (or up to the last 12 
months).

Who handles these 
requests? Local worker/
Branch

How: Use DHR to find each 
benefit type:
	SNAP – check pg. 3 in 

FSMIS
	TANF – check WISH
	ERDC copay – check 

WCMI
	ERDC CC hrs. – check 

UCMS

Complete DHS 0839 Benefit 
Verification Letter, indicating 
benefits received by the 
consumers. 

Print out, sign, and provide 
a copy to the requesting 
consumer. 

Note: Use form 7494E when 
requested for a DHS listed 
child care provider. 

Consumers can request 
verification of benefits they 
received in the past.

Who handles these requests? 
Program Policy Units

How: Send an email to 
appropriate policy unit with 
the following information: 
	Names of all consumer(s),
	Case#/SS#, or DOB 
	Benefit type; and
	Dates of records requested.

Worker will receive an 
email reply with requested 
information within a few days.

Printout, sign, and provide 
a copy to the requesting 
consumer.

Note: DHS cannot provide 
verification of child care 
expenses paid by consumer 
for tax purposes. Consumers 
should contact their provider 
or use receipts received from 
provider.

Out of state agency send fax 
to Oregon Central Office for 
consumer applying for benefits 
in that agency’s state.

Who handles these requests: 
Central Office

How: Faxed requests on official 
letterhead are sent from other 
states to Central Office to fax# 
503-373-7032.

Requests need to include:
	Name, DOB, SSN (if 

available);
	Case details needed such as 

status or benefits received. 

Central Office support staff 
sends a reply to the requesting 
state and sends a courtesy email 
to LeadWorkers (SSP offices) 
or Case Transfers (APD/AAA) 
notifying consumer is requesting 
benefits in another state. 

Note: Branch must follow 
program requirements for case 
closure and give timely notice 
(as appropriate).

For TA/DVS, the consumer must complete the DHS 2095, Records Request. Please do not ask 
consumers and/or out of state agencies to contact Central Office for case closure. Cases must be 
closed by the local branch and a letter should be sent to consumer’s last 
known address. Don’t forget to narrate this on consumer’s case.

	SNAP Policy Unit: SNAP.Policy@dhsoha.state.or.us
	TANF Policy Unit: TANF.Policy@dhsoha.state.or.us
	ERDC Policy Unit: CHILDCARE.POLICY@dhsoha.state.or.us 

Catriona, Bill Nye, and 
John Snow - Tricia 
Costa, Woodburn

http://www.dhs.state.or.us/policy/selfsufficiency/publications/ss-im-17-023.pdf
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/dw0859b.pdf?CFGRIDKEY=DHS%200859B,0859B,Self-Employment%20Income%20(Recycle%20prior%20version),,DW0859B.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/de7494e.pdf?CFGRIDKEY=DHS%207494E,7494E,Child%20Care%20Provider%20Letter%20(Replaces%20&%20recycle%20AFS%207494E),de7494e.doc,de7494e.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
https://aix-xweb1p.state.or.us/es_xweb/DHSforms/Served/me2095.pdf?CFGRIDKEY=MSC%202095,2095,Request%20for%20Restriction%20of%20Use%20of%20Disclosures%20(Replaces%20DHS%202095),,me2095.pdf,,,,,,/es_xweb../FORMS/-,,/es_xweb../FORMS/-,
mailto:SANP.Policy@dhsoha.state.or.us
mailto:TANF.Policy@dhsoha.state.or.us
mailto:CHILDCARE.POLICY@dhsoha.state.or.us
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A letter from Lean Academy

Cohort 4 &5

Both the 4th and 5th Cohorts of Lean Academy are actively completing their projects using the 
7-Step Methodology they have learned. Cohort 4 is off and running – many wrapping up their 
projects and implementing solutions. Cohort 5 is learning and practicing the first two steps 
of 7-step by developing a problem statement and mapping the current process. Every project 
provides an opportunity to improve an area of our work that ultimately serves the most in 
need. Lean is about removing unnecessary waste in a process and improving customer service. 
While these projects can sometimes be long and difficult, the resulting solutions are built 
with data and the knowledge of stakeholders for validating results. If you know or work with 
someone in Lean Academy, ask them how you can help! 

New trainings

Recently, you might have seen a message about the new 7-Step training being held in a variety 
of areas in the state. This two-day training has been highly sought after with initial reports 
showing a strong desire for classroom attendance. Additionally, a new online training was 
developed and submitted for Lean Daily Management System (LDMS) Basics. This high-level 
overview of LDMS in our workplace provides a review and refresher of what LDMS is and 
what it can do for your area. 

Additional online trainings are in development and look for more 7-Step 
classroom trainings as they become available. Also, don’t forget to look for 
Cohort 6 recruitment coming up after the New Year. 

Look for more information about the trainings and other resources on the 
recently updated OCI Intranet site (linked below)!

Contact us

Questions about Lean Academy? Contact us on our Lean Academy – specific 
e-mail address: OCIDirector.LeanAcademy@State.or.us. Or check us out on our 
intranet site!

Manager updates needed
iLearn Oregon is now integrated with the Outlook address book. When you update your 
manager in Directory Update, it updates in iLearn nightly. Update this field when your 
manager changes. Please update the Outlook manager field using 
Directory Update.
 

This must be done in Internet Explorer (you cannot use another browser): see FSAM 
X.F: Outlook 5: How to Use Directory Update to enter your manager’s name for detailed 
instructions and screen prints. 

Hermiston’s 
seasonal 

lobby tree!

mailto:OCIDirector.LeanAcademy@State.or.us
http://directoryupdate/
http://directoryupdate/
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Greeting from the Licensing Complaint Unit

In August 2015 APD formed the Licensing Complaint Unit (LCU), to provide a rapid response 
to complaints and concerns occurring in CBC settings such as Assisted Living, Residential 
Care, and Memory Care Facilities. The primary goal of this program was to ensure the safety 
and protection of one of the state’s most vulnerable populations. 

The basic function of the LCU is to gather, document, and respond to complaints and concerns 
related to CBC Facilities compliance with Oregon Administrative rules. If a violation is found 
the LCU will inform the Facility and work with the administration and staff to correct the 
deficient practice. 

Typically, LCU compliance specialists endeavor to respond within 5 days, or less, to perform 
an unannounced onsite compliance review following a referral alleging noncompliance. 
Evidence is usually gathered in the form of documents, interviews, and observations to 
establish if the facility is engaging in a non-compliant practice. When confirmed, a facility 
may be provided technical assistance and requested to provide an informal plan of correction. 
In extreme or repeat cases punitive action may be taken and the facility required to provide a 
formal plan of correction. In either case the LCU seeks help providers be better providers. 

While LCU cannot investigate any allegations of abuse or neglect or conduct licensing 
reviews related to nursing facilities or adult foster homes, LCU will refer these issues to the 
appropriate APS office or licensing program. 

Some of the common complaints LCU has received have included, but not limited to, 
allegations of poor food quality and sanitation, unsafe medication systems, implementation of 
services ie: ADL assistance, service planning, identifying and monitoring 
changes of conditions, insufficient staffing and training, and improper 
discharge or transfer. 

The LCU is a member of the Safety Oversight and Quality Unit (SOQU). 
We work closely with other members of SOQU including policy analysts, 
corrective action coordinators, and surveyors to ensure the safety and rights 
of both private pay and Medicaid residents. Our primary goal is to assist 
facilities in providing safe and quality environments for their residents to call home. 

If you have an issue you feel the LCU could help with please contact us toll free at hotline 
1-844-503-4773 or email box Licensing.complaint@state.or.us. Referrals may be made by 
anyone and anonymous but please include the name of the facility, type of facility, and names 
of any specific residents involved. 
Doug Colling, CBC Licensing Complaint Manager

PETS, PETS, PETS, PETS, PETS! 
You know what to do - send in your pets for newsletter stardom! You can email or text them 
right from your phone to mine: 503-569-7034; karen.l.kaino@state.or.us.

HAPPY 
HALLOWEEN!

mailto:karen.l.kaino%40state.or.us?subject=
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