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DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A .‘irron‘gcr Arizona

DIVISION OF DEVELOPMENTAL DISABILITIES

Sent on Behalf of DES/DDD Business Operations
Please do not reply to this message

TRANSMITTAL DATE: December 17, 2015

TOPIC: END OF BLACK OUT PERIOD — QVP Available Effective 12/17/2015

All Qualified Vendors

As outlined in previous vendor blasts issued on 11/17/15, and 12/1/15, the blackout period for the
Qualified Vendor Portal (QVP) ended on 12/16/15. QVP is available effective 12/17/15. The link
previously used to log into QVADS can be used to log into QVP with the existing username and

password. The functionalities that were available within QVADS have been enhanced in QVP.

Professional Billing System (PBS)

PBS is available as a standalone application by logging into FOCUS. In order to access PBS, the Qualified
Vendor must have a FOCUS account and be able to log in with a user name and password. Instructions
for creating a FOCUS account were included with the previous vendor blasts.

Supporting/Training Documentation

e Attached is the “Qualified Vendor Portal User Guide” which provides information regarding
differences between QVADS and QVP.
e Additional user guides and instructional manuals regarding

QVP will be available at DDD’s website under, “Help For Providers”.

Any questions regarding this message can be directed to Provider Relations unit at 1-866-229-5553 or
DDDBusOpsProvRel@azdes.gov

Thanks,


mailto:DDDBusOpsProvRel@azdes.gov

Qualified Vendor Portal User
Guide

Comparison between QVADS and QVP

it

DEPARTMENT OF ECONOMIC SECURITY

Your Partner For A Srronger Arizona

Division of Development Disabilities
Provider Relations Unit

Business Operations

Page 1 of 47



Contents

Lo INErOAUCTION .ttt s h et e b et s bttt e bt e b s bt e bt e b e e b e s bt e bt e b e e b e s bt e bt e b e e bt s bt e bt e b b e b e sb e e bt e b e nre e st e bt ean et 3
P o =4[ T T OO PP UPPPIRN 4
1Y 1T T 1Y/ =T o T TP PPT PP PPROTIR 5
N N\ Lo T= L O AV AN o] o1 - [ TP PPUPPPPTTROPPIIRt 6
I V=T e Vo o] DT Tt o] o 2RSSR UPRUPPPPPPRRROY 7
3.3 HCBS ProVider SEACR....c.ciiuiiiiiieteiect ettt st b bbbt s h b bt e et e b e e bbb R bbb e b e bbbt e esr e et beeane e 8
R B ey Yy T T P 1 Y= YAy =T o S 9
L DT 1 o] e Te F- 4 o FO PPV PPO PRSPPSO 10
LT [0 o741 F= 4o o F OO OO OO OO SO PO PO POUPTOPRROPIURRRPPORt 11
LR 1 ot £ TP OPR RO PTP 12
WA de =4 I\ T AT T=d=T 0 0 1= o | N 13
7.1 RECTUILMENT & TFaINMINE . c.eeerutieiuiieieerite ettt sttt e st et e st e bt e et esbt e e bt e s ab e e b e e sat e e beeeabeesbaeeabeesaseeaseesaseeseeeaseeamneebaesaseeneesnseennnenas 14
A A oo [=T o) B Y=Y o To T o ¥ OO P PSP RTOPRPPUPRN 16
7.3 COMPIAINTS & GIIBVANCES ...vieciviieiiieeieieee ettt e eeteeeeitteeesteeeeetbeeeetaeeaasteeeasbeeeanssseaassseesasseseassaseassseessseeeansaseassseesnsbesessseesassaeenns 18
7.4 Member/ Member REPreSENTAtIVE INPUL .....ccviiiiieiiiecree ettt et ctee et e e teeeteeeaeeeteeebeestaeebeesaseebeesassesssesbeessseentaesaseeaseeenseesseeens 20
7.5 MEMDET INVOIVEMENT ...ttt ettt et s e sb e s bt esat e e bt esa s e e b e e e a bt e seeea b e e easeenb e e sas e e beeeabeesmee e beesaseeneesnseennnenas 22
7.6 QUAIILY IMPIOVEMENT ...eiiiiiiitieie ettt ettt ettt et e st e st ee s bt e s ue e e bt e saseeabeesabe e seeeabeesaseenbeesaseeseesaneesmne e baesaseeneesnseenaneeas 24
8. ASSUIANCES & SUDMITEAIS....eiitiiiiitieterie ettt b et h e et s bt et e s b e et s bt et e e b e et e s bt e bt ebs et e ebe e bt sanesbessee bt ennenee 26
LT V1= OO OO OROPP 27
9.1 AHCCCS ID ..ottt sttt ettt sttt sttt sb et e bt et e s bt et eeb e e st e sb e e st e e ae e st e s bt ea s e ebe e st e sbeea b e eaeentesheem b e eh e ea b e eheea b e eheen b e ehe et e eh e et e she e benhtentesaeentas 28
9.2 SEIVICE DESCIIPTION .uuiiiiiiieeeieiiiiee et eett ettt e e ettt et e e e s s bttt e e e s e bbb aeeeeesaasbs e e eeeesasssbbaaeesesassseaaaeesasssssaeeeessassnsnaaeeesssnnsseneeesssnnnes 29
12 T I T 1Y o i 14 (o T o 1SS UUURNS 30
9.4 RECTUITMENT & TraiNING .. uueiieeiiiee ettt ettt ettt e ettt e sttt e e e bt e e e abe e e s ab e e e e ab e e e e st e e e sanbeeeeabee e e sbeeesabbeeeaabeeeeanbeeesnbeeesasbeeaanraeenans 32
S BT [ ToiTo F=T o Y=Y o Yo o V- PSRRI 33
9.6 COMPIAINTS ANT GIIEVANCES...cecutiiieeriieeeiieette sttt e ettt et e st e et e et estt e s bt e s abe e bt e sab e e beeeabeessbeeabeesaseenbeesaseeseesabeenabeebeesaseeneesnseenanenas 34
9.7 Member/ Member REPreSENTATIVE INPUL .....c.eveieieiitistestetete ettt ste st e ste e seeseeseetessessessesaeseeseesessessessessensensesseseasessessessessenseneane 35
9.8 IMEMDET INVOIVEMENT ...ttt b ettt et b et e bt e s bt e st e e bt e st e s bt et e e bt et e sb e et e e b e esbesb e e bt eb e et e ebeebesbe et e smeennes 37
SRS O U1 [V [ 4T o TRV 7=T o o =Y o | PSRRI 39
10. ADMINISErative & SEIVICE SITE...c..ciiiiiiiiiiiiiii bbb bbb s b b e s b s b s be b e sbs b e i 41
10.1 GeNeral INFOrMATtION .....oouiiiiiiiiiiiiic bbb s e b e s bbb bbb bbb a e 42
10.2 CONEACT INFOIMATION.....eiiteeititeete sttt h ettt et h e et e s bt e a e bt e aeesb e ea b e e bt e aeesb e eabeebeeae e e bt embeeb e e s e e ebe e b e sbeentesmeensenbeennens 44
10.3 SIte INFOrMATION LISTE ... .eueitieiierteeeet ettt ettt et h et s b et e bt et e sb e e a b e e b e e se e s bt eabeebeeae e bt em b e b e es e e sbe e b e sbeennesseensenbeennens 45
B T o= PP PPTROY 46
5 @0 g1 Tox Do LT U g =T o PPN a7

Page 2 of 47



1. Introduction

The purpose of this document is to highlight changes that have been made in the transition from the
Qualified Vendor Application Directory System (QVADS) to Qualified Vendor Portal (QVP). The following
overall changes have been made in QVP:

1. New sections have been added.
2. Some section names have been changed.
3. New areas have been added under some sections.

As shown below, Table 1 provides a summary of the changes made to various sections while migrating from
the QVADS to QVP. The remainder of this guide provides an in depth view of each area available in QVP.

Table 1 — Comparison between Qualified Vendor Portal & Qualified Vendor Application Directory System

Main Menu New section Section not available
Dashboard New section Section not available
Information New section Section not available

Contacts New section Section not available

Policy Information

New section name “Program Management”

Section name changed

Assurances & Submittals 2015

New section name “Assurances &
Submittals”

Section name changed

My Services New section name “Services” Section name changed
My administrative & Service New section name “Administrative & .
. . o Section name changed
Sites Service Sites

Contract Documents

New section

Section not available

*This space left intentionally blank*
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2. Login Page

To access QVP the Qualified Vendor will use the same link used for QVADS. Before a Qualified Vendor can
access QVP they must first login using their user ID and password, this is the same user name and password

used for QVADS.

A visual representation of the Login page is shown in Image 1.

Image 1 —Login Screen

'“’M' 14/24/2045 10:13:06 AN,

ARIZONA DEPARTHENT OF
ECONOMIC SECURITY

DESHome | AboutDES | FAQ's |ContactUs | Reports

Press Room

ritond) Ol Wb it

Forms | Office Locator I UAdvanced Search

‘ Home

~ Login Page

@ The URL for QVADS has been updated. Please bookmark (CErl + D) the current page and ad it to your favories for future access.

Login

To login, please enter your email address and password

below,

User 10

Passord: *

The Professional Billing System (PBS) is located in the FOCUS applcation and cannot be accessed through the Qualfied Vendor Portal. To access PBS, please login o the FOCUS
application. You may need to create & FOCUS account and add the 'Vendor PBS Reports' application to access the PBS reports. Please contact DD Customer Service i you need assistance,

*This space left intentionally blank*
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3. Main Menu

After logging in, the content shown in Image 2 allows users to access several areas. The “Review my
Previous Contract” link found in QVADS is no longer found on the main tab. In addition, the Professional
Billing System (PBS) is now located in the FOCUS application. The key areas are shown in Table 2 and are
discussed in more detail on the following pages.

Image 2 — Main Menu

M — ARIZONA DEPARTHENT OF
o ECONOMIC SECURITY

DESHome | AboutDES | FAQ's | Contact Us Office Locator

Reports | Forms

| QUALIFTED VENDOR AGREEMENT | MANAGENENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT Adtions

— Main Menu UF

Welcome

Dshboard  Infomain  Contacs Program anagenent Asurnces  Subnitas  Senvces Adninstaive&SeniceSies - Contct Docunents

{ Manage QVA Contract
Vliew and change general information,

@ Vendor Directory
View and change administrative and service ite areas and how you want to be notfied.

€ HCBS Provider Search
View and change Member Provider Search information and Opt-in/Opt-out.

0 Professional illing System (PBS)
The Professional Billing System (PBS) is located in the FOCUS application and cannot be accessed through the Qualfied Vendor Portal. To access PBS, please login to the FOCUS application, You
may need o create a FOCUS account and add the 'Vendor PBS Reports' application to access the PBS reports, Please contact DOD Customer Service if you need assistance.

Table 2 — Main Menu

#  Main Menu | Key Areas

1 | Manage QVA Contract Directs users to the Dashboard tab
2 | Vendor Directory Same functionality as before
3 | HCBS Provider Search Same functionality as before

*This space left intentionally blank*
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3.1 Manage QVA Contract

The Manage QVA Contract tab directs users to the Dashboard tab. A more detailed description of the
Dashboard tab is located in the Dashboard section of this document.

A visual representation of the Manage QVA Contract section is shown in Image 3 located below.

Image 3 — Manage QVA Contract

MM — ARIZONA DEPARTENT OF
o ECONOMIC SECURITY

DESHome | AboutDES | FAQ's | ContactUs | Reports |Forms | Office Locator Seach DES

| QUALIFTED VENDOR AGREENENT | MANAGENENT APPROVED.| CONTRACT SPECIALIST IN PROGRESS - ANENDMENT Ations

r— Main Menu U)*

Welcome

Dasboard | Information CotacsProgram Managenent ‘.MswmcslSubmmals ' Senices  Administaive enviceies -~ Contac Documents

0 Manage QVA Contract
View and change general information,

@ Vendor Directory

Vlew and change adminisrative and service site areas and how you want to be notifed

{0 HCBS Provider Search
View and change Member Provider Search information and Opt-in/Opt-ott,

0 Professional Billing System (PBS)

The Professional Billing System (PBS) is ocated n the FOCUS application and cannat be accessed through the Qualified Vendor Portal, To access PBS, please login to the FOCUS application, You
may need o create & FOCUS account and add the 'Vendor PBS Reports' application to access the PBS reports. Please contact DD Customer Service if you need assistance.

*This space left intentionally blank*
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3.2 Vendor Directory
The content of this section has not changed from QVADS.
A visual representation of the Vendor Directory section is shown in Image 4 located below.

Image 4 — Vendor Directory
.

M — HRZONA EPARTIENT OF
o ECONOMIC SECURTY il

Press Room

DESHome | AboutDES | FAQ's | Contack s

Reports | Foms | Office Locator eth 85 0 haced Search

| QALFED VENDOR ACREENE | HAMAGENENT APROVED | VENOOR AVEHDINET 4 ROGHESS Adions

§\nasbbuard}mm\w{mmwimammlmwmmm\mmm}

Vendor Directory EJ

{0 My hras
My aeminatve and envice e e,
() Notfication - featue ot avalabe ‘
Fft oo system e ou about oporunes and evens
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3.3 HCBS Provider Search

The content of this section has not changed from QVADS.

A visual representation of the HCBS Provider Search section is shown in Image 5 located below.

Image 5 — HCBS Provider Search

E
Mr" 1l

HASHLORLSAN,

AILHIAD i)
Mdﬂm&diesfd\

| UALEDERASEEET AT HEOED VUK ORI ROGES A

gty
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3.4 Professional Billing System

There is no direct access to the Professional Billing System (PBS) within the vendor portal. Users will now
need to access the PBS via the FOCUS application.

A visual representation of the Professional Billing System section is shown in Image 6 located below.

Image 6 — Professional Billing System

MM' i ARIZONA DEPARTMENT OF
IS LIS ECONOMIC SECURITY

DESHome | AboutDES ' FAQ's 'Contactls | Reports |Forms ' Office Locator

| QUALIFIED VENDOR AGREENENT | NANAGENENT APPROVED | CONTRACT SPECEALIST IN PROGRESS - ANENDMENT Adions |

@W]M|M|MW|M|MIMIWIW%]MM

= Main Menu “J

Welcome

0 Manage QVA Contract

0 Vendor Directory

{0 HCBS ProviderSearch

bon e Casreh infarmsbinm sad N in Né o
PTOVIGES 6fCh INTOMaton 8nd Upt-{ny Upt-0ut,

ng System (PBS)
Tre Professional Biling System (PBS) is kcated inthe FOCUS applicabion and camnot b accesse through the Qualfied Vendar Porta. To acoess PBS, plesce eginto the FOCUS applicaton Yo
may need to oreate & FOCUS acanunt an add the 'Vendor PBS Reports' applicaton t acaess the PBS repavts Please contact D00 Customer Service f you need assistance,
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4. Dashboard

The Dashboard provides a snapshot of the basic information associated with the account. The Dashboard
overview is a new feature and was not previously available in QVADS. The content shown in Image 7 is
described in more detail in Table 3 located below.

Image 7 - Dashboard

m T ARIZONA DEPARTIENT OF
e ECONONIC SECURITY ]

dvan(ed Search

‘ | QUALIIED VENDOR AGREENENT | MANAGENENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - ANENDNENT Actions

DESHome | AboutDES | FAQ's | Contact Us Forms | Office Locator

Reports

mnmmmmmlmlmmmmmlmam\m}mmmmmlmmmm

~ Dashboard uﬁ

Application Submit Date (11052010 Assigned Specialist Name
Contract Apptoval Date 01012011 Rssigned Specialst Phone

Last Amendment Date 06212016 Assigned Specialist Emil

Table 3 - Dashboard

Dashboard \ Description
Application Submit Date This field shows the date the application was submitted.
Contract Approval Date This field shows the date the contract was approved.
Last Amendment Date This field indicates the date the last time an amendment was made.
Assigned Specialist Name This field lists the contract specialist’s name.
Assigned Specialist Phone This field shows the phone number of the contract specialist.
Assigned Specialist Email This field lists the email address of the contract specialist.

*This space left intentionally blank*
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5. Information

The Information tab contains details regarding the Vendor, such as the Vendor FEl, their address, whether
the vendor is an Agency or Independent Professional Provider, Executive/Owner, and the Authorized
Signatory information. The information entered on this tab was spread across three tabs (Authorized
Signatory Information, General information, Mailing Information) in the Contact Information section of
QVADS. The content shown in Image 8 is described in more detail in Table 4 as shown below.

Image 8 - Information

_— | et =
M -~ ARIZONA DEPARTMENT OF
e ECONOMIC SECURITY NIV
DESHome | AboutDES | FAQ's |(ContactUs | Reports | Forms | Office Locator
| | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT Actions
Main Menu Contacts | P | & Submit | Services | i & Service Sites | Contract Documents
— Vendor Information =] Jf
Legal Name * Vendor FEI*
Vendor DBA Name Vendor Phone Number* Vendor Fax Number
Vendor Email Address Vendor
5 5 o
Vendor Organization Type (Agency = 1 or more addiionsl employees / ndependent = No additional employees)
@ Agency c Independent Professional Provider
— Vendor Address =] Jf
Street Mailing I Same as Street
Address Line 1* Address Line 2 Address Line 1* Address Line 2
5
Ciy* State* ZipCode* Zip4 County ciy* State Zip Code* Zt County
‘Address District GSA Zone Address District GSA Zone
Executive/Owner Information =] J
FirstName* Middle Inital Last Name* Suffx Social Security Number {i. - XXX-XX-XXOK)
L
Date Of Birth Phone Number Fax Number Email Address
— Authorized Signatory Information & J*
First Name * LastName* Tite*
I
Ahternate First Name Alemate Last Name Alternate Title
]

Table 4 - Information

# Information QvpP
1 | Vendor Information This table contains the information of the vendor, including details such as
the Vendor FEI and whether or not they are an agency or an Independent
Professional provider.

2 | Vendor Address This table contains the information of both the street and mailing address.

3 | Executive / Owner Information This table contains the information regarding the executive/owner.

4 | Authorized Signatory This table contains information such as the title and alternate title of the
Information authorized signatory information.
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6. Contacts

The Contacts tab contains contact information for several individuals. The information found in this tab was
previously spread across two tabs (Principal Contact Information, Billing/Payment Information) in the
“Contact Information” section of QVADS. The content shown in Image 9 is described in more detail in Table
5 as shown below.

Image 9 - Contacts

Mﬂ’ S— ARIZONA DEPARTMENT OF
o, ECONOMIC SECURITY AL GOV
DESHome |AboutDES | FAQ's | (ContactUs |Reports | Forms | Office Locator Search DES -:QQ:

‘ | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT Actions
 MainMenu | Dashboard | Mmmmgnmnmgum | Assurances & Submittals | Services | Administrative & Service Sites | Contract

— Pri II']CID&I Contact The contact for the Day-to-Day operation of the organization,(May be same as Executive/Ovner contact) H

First Name * Last Name* Phone Number* Fax Number Email Address*

|

- Notice Contact The contact for al correspondence from DDD Business operations to the jzation,(May be same as Executive/ contact) U J

Fist Name * LastName* Phone Number* Fax Number Emai Address*

| |
] Quallty Management Contact The contact responsible for raview, oversight, and improvement of the program, (May be same as Executive/Ovner contact) =] J

First Name Last Name Phone Number FaxNumber Email Address
7 Bllllng / Payments Contact The contact for all claims znd other billing correspondence to the organization,(May be same as Executive/Owner contact) H

First Name * Last Name* Phonz Number* Fax Number Email Address*

Address Line 1* ‘Address Line 2

Ciy* State* 2ip Code* Zipd County

Table 5 - Contacts

# | Contacts QvpeP

1 | Principal Contact This table contains information for the individual responsible for the day-
to-day operations of the organization.

2 | Notice Contact This table contains contact information for the individual responsible with
corresponding with DDD.

3 | Quality Management Contact This table contains the contact information for the individual responsible
for reviewing, oversight, and improvement of the program.

4 | Billing / Payments Contact This table contains the contact information for the individual who handles
claims and other billing correspondence to the organization.
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/. Program Management
Two types of changes have impacted the Program Management tab:
1. The Program Management tab has replaced the “Policy Information” tab in QVADS.

2. Changes to the names of sections that existed in QVADS. Refer to Image 10 and Table 6 for details.

Image 10 — Program Management

Mﬂ I ARIZONA DEPARTMENT OF
o ECONOMIC SECURITY o

DESHome | AboutDES  |FAQ's | ContactUs | Reports |Forms | Office Locator ﬂvantedSearch

| QUALIFLED VENDOR AGREEMENT | MANAGENENT APPROVED | VENDOR AMENDMENT IN PROGRESS Actions

MM Dastboard  Dation Gt (o Maragenent') ASramesSubnitls s AdninstativeASenice St ContrcDocunens
 Reculnen 8 Trng  DcentRepotig - Conplits  Grieancs b/ MenbeRepresstatie it Menbe nhenent  Qualty Inpovenent

~ Recruitment & Training Information Hf

A Please fimit your respanse to one page.

{ SaveChanges || ResetAmendment |

Describe the recruitment plan for direct staf, Describe the niiltraining plan for drect staff, Include any aditional service specfic requirement for each proposed serice, *

670 characters remaining
ALl direct service staff will be recruited through various tools to maximize the agency's field of potential candidates for employment. Our agency will use the community based resources to attract different talent to the A
agency, such as Internet career sites, local newspaper advertisements, and current employee word of mouth, ALl potential staff will initially complete an . application for employment that will “

require the individual to provide previous work experience, personal references, and any pertinent information that is relevant to the position of direct service staff, ALl agency staff will be required to obtain or provide
the following:

-Class One Fingerprint Card

-Notarization of Criminal Disclosure

-High School Diploma or GED

-Completion of I-9

-Provide State of Arizona Idencification or License v

Table 6 — Program Management

#  Qualified Vendor Portal (QVP) Qualified Vendor Application Directory System (QVADS)
1 | Recruitment & Training Same as before

2 | Incident Reporting Same as before

3 | Complaints & Grievances Same as before

4 | Member/Member Representative Input Program Feedback Process

5 | Member Involvement Consumer Involvement

6 | Quality Improvement Internal Quality Efforts

*This space left intentionally blank*
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7.1 Recruitment & Training

The Recruitment & Training tab contains three fields.

1. The first field “recruitment plan for direct staff” requires the Qualified Vendor to describe the
recruitment plan for direct staff, a description of the initial training plan for direct staff, along with
additional service specific requirements for each proposed service.

2. The second field “ongoing training plan for direct service staff” requires the Qualified Vendor to
describe the ongoing training plan for direct service staff and a description of any service specific
training for each proposed service.

3. The third field “process for NON-PROVISION of services” requires the Qualified Vendor to describe
the process for reporting NON-PROVISION of services for all services that apply.

A visual representation of the Recruitment & Training section is shown in Image 11 located on the next
page.

*This space left intentionally blank*
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Image 11 — Recruitment & Training

MM P ARIZONA DEPARTMENT OF
o ECONOMIC SECURITY

AboutDES | FAQ's | ContactUs |Reports | Forms | Office Locator Search DES nAdvantedSear(h

" QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT Actions

DES Home

 MainMenu | Dashboard  Inforation  Contacs progam Management  Asurances & Subnitls  Sences - Adninstatve & SenviceSes | Cotract Docunens

Recruitment & Training

~ Recruitment & Training Information QJ_‘

IncdetReporting  Complants & Grevances ~ ember/Member ReprsentatveInput ~ Member Ivlenent ~ Qualty Inprovenent

A Please [imit your response to one page.

Describe the recruitment plan for direct staff, Describe the initial training plan for direct staff. Include any additional service specific requirement for each proposed service. *
739 characters remaining
Recruitment and initial training plan for direct service staff will be as follows:The Agency will advertise for work vacancy for available positions. Application will be received, reviewed and interviews will be
conducted to ensure that the right person will be employed based on the following considerations:

- Verified empolyee is 18 years or older

- Request for at least three references

- Request for employee skill, knowledge and experiences, (Qualification)

- Request for finger print which will cater for the background check.
Those selected will be undergo on-the job training as well as initial training at the DDD training facilities.
Initial training plan for the potential staff is to have the basic requirement such as first Aid, CPR,and medication administration,Article 9,client right and confidentiality.Initial training will take place as soon as
service staff are empolyed depending on the staff category.There will be two set of provider.The Independent provider will work for the Agency who are license as home and community base service provider and the direct
staff this are staff that will work with the agency but not necessarily license by the Arizona department of Economic Security

] »

.

Describe the ongoing training plan for direct service staff, including any service specifc training for each proposed service, *
1491 characters remaining

The on going training plan will be for all direct service staff in their various catagories and the training will inculde skill building techniques, prevention of behavioral incidence,communication with consumer, A
consumer family and consumer representative.

The on going training will be for all categories of staff that have to comply with minimum and their category qualification, some of this training will be conduct by the Agency and some will be conducted by other
specialise training Agency like DOD.

Please include the process for reporting NON-PROVISION of services for all services that apply. *
1538 characters remaining
The Agency will have in place at all times a back up staff that will feed in for all emergencies. 4
The Agency will be responsible to both client, family and the client representatives in the following
- Notification of client and family or guardian or their representatives
- Rescheduling or arranging for the alternative staff coverage
The above will be handle at the agency level in orderr to perpare the client mind, family,and the client representative
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7.2 Incident Reporting

The Incident Reporting tab contains seven fields that need to be filled out.

1.

The first field “position responsible for final review” requires the Qualified Vendor to enter the title
of the position in the organization responsible for the final review of the incident prior to submission
to the Division along with the first and last name of the person who holds the position.

The second field “position responsible for notifying representatives of incidents” requires Qualified
Vendors to enter the title of the position in the organization that is responsible for notifying
members/member representatives of incidents, along with the first and last name of the person
who holds the position.

The third field requires the Qualified Vendor to state if their organization has written policies and
procedures regarding the reporting of incidents of abuse, neglect and exploitation.

The fourth field requires the Qualified Vendor to indicate whether or not reporting protocols are
shared with members/member representatives.

The fifth field “incidents reported internally” requires Qualified Vendors to describe how incidents
of abuse, neglect, exploitation, or injury are reported internally.

The sixth field “incidents reported externally” requires Qualified Vendors to describe how incidents
of abuse, neglect, exploitation, or injury are reported externally.

The seventh field “internal review process for incident reports” requires Qualified Vendors to
describe the internal review process for incident reports, including trending, and how corrective
action is implemented.

A visual representation of the Incident Reporting section and its fields are show in Image 12 located on the
following page.

*This space left intentionally blank*
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Image 12 — Incident Reporting

m S TN ARIZONA DEPARTMENT OF
o ECONOMIC SECURITY

Press Room

va’mﬂ e

DESHome | AboutDES | FAQ's |ContactUs | Reports | Forms | Office Locator Seach S

| QUALIFTED VENDOR AGREEMENT | NANAGENENT APPROVED | CONTRACT SPECIALLST IN PROGRESS - ANENDMENT

Actions

Mt Dbl Domaion (o g bonagnert ASrncsbSubitals St AdninstalvedSenceSites (ot Ducamens

S R P —

— Incident Reporting Information

\Which positon in the organization is responsile forthe fina review ofthe incident priorto submission to the Divison?
Fist Name*

LastName* Tie*

Which postion in the organization is responsibe for notfying a member/member representative of incidents?
Firthame*

LastName* Tie*

Gy (no Doesthe organization have written polices and procedures regarding the reporting of incidents of abuse, neglect and exploiation? *

fyes (o Arereporting protocols shared with members/member representatives? *

A Please limit your response to ane page.

How are incdents of abuse, neglect, exploitation or njury reported internally? *
1074 characters remaining

The incident of abuse,neglect,exploitation or injury will be reported internally,verbally to the Agency Administrator(l ) and all other designated manager within the Agency and it is to be folllowed by a A
detailed written incident report.

The incident must be reported immediately, within 24 hours.And the incident could be reported through any of this medium phone,E-nail, fax and mail,
The agency internally designed form which must conform with DD-131 i3 to be used in writing incident report.

Among other things that can be included in the incident report is the name of the client involved in the incident,the name of staff that witnessed the incident,a lucid explanation of the incident,staff immediate action
on behalf of the client and recommended follow up action,and then the name of the Agency Administrative reviewer.Reporting of incidence should be share with consumer/families/families representative
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7.3 Complaints & Grievances

The Complaints & Grievances tab contains seven fields.

1.

The first field “position responsible for resolving complaint/grievances” requires the Qualified
Vendor to enter the title of the position in the organization that is responsible for resolving
complaints/grievances, along with the first and last name of the person who holds the position.

The second field requires Qualified Vendors to indicate whether or not the organization has a
complaint/grievance form.

The third field requires the Qualified Vendor to answer if there are written policies and procedures
regarding the submission of complaints/grievances.

The fourth field requires Qualified Vendors to indicate whether or not complaints/grievances are
shared with members and/or member representatives.

The fifth field requires the Qualified Vendor to answer who has the ability to file complaints or
grievances.

The sixth field requires that Qualified Vendors indicate the handling time associated with complaints
and grievances.

A visual representation of the Complaints & Grievances section is shown in Image 13 located on the
following page.

*This space left intentionally blank*
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Image 13 — Complaints & Grievances

MM’ I ARIZONA DEPARTHENT OF
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DESHome | AboutDES | FAQ's |ContactUs | Reports | Forms

Press Room

Office Locator

Search DES ndvanced Search

| QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT

Actions

. Rectitment & Traning. - IcientReporting {

Conplit & revances). Hembe Hember Represetatve oput~ Nember nvoenent  Qalty Inpovenent

— Complaints & Grievances Information

WanMenu | Dashboard ~ Ifomation ~ ontats progan Managenent  Assraces R ubitals  Sences  Adninisttive & Sence ites | Cotrac Documents

i

Which position in the organization is respansible for resolving the complaint/grievance?
FirstName * Last Name*

(

Ttk*

Reset Amendment

fyes (o Doesthe organization have a complaint/grievance form? *

Fyes (o Doesthe organization have written policies and procedures regarding the submission of complaints/grievances? *

fyes (o Arecomplaints/grievances shared with members and/or member representatives? *

Who can file a complaint/qrievance? *
Everybody who has a drect in

What s the complaint/grievance handling timeline? *
vithin 30 days

A Please fimit your response to one page.

Describe the complaints/grievances process. *

1508 characters remaining

The complaint/grievances process will be as follows

The complaint/grievances will be reviewed by the Agency Administrator and any other designated staff

The Complain will be investigated
The complain will be reported and action will be taken in accordance with the Division and provided policy and procedure

complaint/qrievances form will be made available to the client or any body within the scope of the operation that is relatedto the well being of the consumer ant time it i3 needed,
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7.4 Member/ Member Representative Input

The Member/Member Representative tab contains six fields and was previously named “Program Feedback
Process” in QVADS.

1.

The first field “input from members/member representatives” requires Qualified Vendors to
describe the process of how input is gathered from members/member representatives.

The second field “measuring member satisfaction with services” requires Qualified Vendors to
describe the process their organization uses to measure the satisfaction that members/member
representatives have with services.

The third field “hiring and/or evaluation of direct service staff” requires Qualified Vendors to
describe how members/member representatives are involved in the hiring, and/or evaluation of
direct service staff.

The fourth field requires the Qualified Vendor to enter the title of the position in the organization
that receives feedback along with the first and last name of the person who holds the position.

The fifth field “improving overall quality of services” requires Qualified Vendors to describe how
members/member representatives are involved in improving the overall quality of services provided
by the organization.

The sixth field requires Qualified Vendors to indicate whether or not their organization provides an
analysis of overall feedback to members/member representatives who may be considering services
within the organization.

A visual representation of the Members/Member Representative Input section is shown in Image 14 which
is located on the following page.

*This space left intentionally blank*
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Image 14 — Member/Member Representative Input
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~ Member/Menber Representative Input Information

A Plase fmit your response t one page.

How i nput rom members member representatives gathered? *
1435 characters remainng

Conauner, families and consuner representatives will be given the Privilege to £ill out & questionnaire/survey on consumer satisfaction at least once or twice a year,

This survey will be designed specifically for consumers, families,and consumer representative which will be filedl out and submitted to the agency for further analysis.The Agency will use this survey as an appraiser to
inprove perfornance with zespect to the overall well being of the consumer.Also, the Agency will put in place another mediun of feed back such a3 suggestion box, comment cards ete

Descrbe the process used to measure members/member reresentatves'safsacton with senices, *
131 charactrs remaining

The Agency Adninistrator and any other desiqnated staff will review in detail both fornal and informal feedback from consumer, family and family representative.The feedback will be reviewed with respect to services
ingccordance with the agency procedure and that of the Division

The feed back will be shared and utilized with consumer, family and consumer representative in other to improve service delivery,

The Agency Adninistrator or any other designated staff will monitor the improvement, shared and utilized with the consumer family and consumer representacives,This will help to reduce complain in a particular area of
service and conplinent a change in service delivery method

)
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7.5 Member Involvement

The Member Involvement tab consists of two fields and was previously known as “Consumer Involvement”
in QVADS.

1. The first field regarding “community advisory groups” requires for Qualified Vendors to indicate if
they have a community advisory group, and/or participates in any external advisory groups, the
organizations involvement in them, and if there isn’t one, how the organization plans to develop, or
participate in, a group in the future.

2. The second field regarding “methods to provide opportunities” requires Qualified Vendors to
describe any other methods used by the organization to provide opportunities for
members/member representatives to be actively involved in the organizations operations.

A visual representation of the Member Involvement section is shown in Image 15 which is located on the
following page.

*This space left intentionally blank*
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Image 15 — Member Involvement
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" Rectitment & Training [ Incident Reporting { Complaints & Grievances ‘ Member/ember Representatve Input ‘Me‘l!lberlnvolvenlgnt

~ Member Involvement Information uJ—

A Please imit your response to ane page.

IFyour rganizaton has a communty advisry group and/or particpates i any extema advisoy groups, descrbe your company' involvement, f none, descrbe how your company's plans to develop, o particpate i,  group n the future, *

1667 characters remaining

There 13 going to be a conmuinty advisory group in the evaluation of consumer,family and consumer representative to ensure the appropriateness of service, ’
This community advisory qroup nay include the home owner association, human right group that will contribute to the well being of the consuner, family and consumer representative

Descrbe any other method used by your organization to provide opportunities for members/member representatves to be actively invlved i your organizaion's opeations (.. staf recruitment, taftraining and development, monitoring, socal evens, tc.). *
1293 characters remaining

The Agency will actively involve consuner/family/consuner representative in the Agency operation,The Agency will be flexible in their area of operation to meet the need of the conswmer/family/consumer representative, 4
sonetine recruit as vendor volunteer,recruit as advisory representative, sometime assist in conducting training and meeting based on skill knowledge and experience used as a resource for recruitment, interview and

recomendation of potential staff, utiltized their feed back in the monitoring process,given privilege to aks questions, make presentation or coment at an organized Agency meetings and make a request for donacion of
clothing, toys, furniture appliances,vehicle and sponsorship

Page 23 of 47



7.6 Quality Improvement

The Quality Improvement tab contains two fields and was previously known as “Internal Quality Efforts” in
QVADS.

1. The first field “process to monitor and evaluate services” requires Qualified Vendors to describe the
process used by the organization to monitor and evaluate the services provided as they relate to the
service plan outcome.

2. The second field “approach to improving quality of services” requires Qualified Vendors to describe
the overall organizational approach toward improving the quality of the services that the
organization provides.

A visual representation of the Quality Improvement section is shown in Image 16 located on the following
page.

*This space left intentionally blank*
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Image 16 — Quality Improvement

M — ARIZONA DEPARTHENT OF
G ECONOMIC SECURITY e
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~ (Quality Improvement Information H}‘

A Plese i your response o one page.

Destribe the process used by theorganzatonto monforand evaluate te services provided as tey relteto the service plan utcome, *
1594 characersremaining

The Agency will be involved in the monitoring and evaluation of individusl support plan I.5.P objective,The nonitoring and evalustion of individual support plan will be conducted through staff meeting reviews of staff o
report, addressing the 1.9, objective and goal, and evaluation by family,consumer, and consumer representative, At every I,S.P meeting must be determined or fixed which i usually 90 days

Descrie the overallorganizaionl approach toward improving the qualty ofte sevices provided. (Aspart of your response, considr trending ncdent, qrievance and compliant processes,onsite monitring and member eedback.) *

1308 characters remaining

The overall vendor approach to service improvement will be to monitor both the consumer and the direct service staff at the Agency level to ensure compliance to quailty and appropriateness of service provided, g
Should there be any changes in the approach or in the implenentation of I.S:P objective the direct service staff will be duely informed of the chanqes by the Agency Administrator or any designated staff,

The Agency will monitor the change in the evaluation and the implementation of I.5.P through observation,site visit and report a3 a tool for quality improvement.The neduin will enable the Agency to be able to teack
conpliance in the implementation of I.5.2 goal and objective,
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8. Assurances & Submittals

The Assurances & Submittals tab comprises of numerous yes or no questions. Each question must be
answered. This tab was previously known as “Assurances & Submittals Form” in QVADS. The content of this
tab has not changed from what was in QVADS.

A visual representation of the Assurances & Submittals tab is shown in Image 17 located below.

Image 17 — Assurances & Submittals
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The Applicant must respond to each of the following items, then print and sign the document and attach hardcopies of the applicable submittals. The submittals shall indicate the item number to which it corresponds and include the
Applicant's Federal Employer Identification Number (FEIN).

1). Does the Applicant/Qualified Vendor agree to maintain and comply with any license(s), certification(s), and/or registration(s) set forth under federal or Arizona law, rules, or policy for the provision of each developmental disability service applied for? @Yes  No |

INSTRUCTIONS: ‘

2). Does the Applicant/Qualified Vendor understand that payment will not be made for services delivered prior to the effective date of any licensure, certification(s), and/or registration(s) required by federal or Arizona law, rules, or policy? OYes  No
3). Has the Applicant/Qualified Vendor or any of its Key Personnel had a community developmental disability service or similar service license(s), certification(s) and/or registration(s) revoked, denied, or suspended in Arizona or in any other state within ~ Yes @ No
the past five (5) years? (For the purposes of these Assurances and Submittals, "Key Personnel” shall include the Applicant/Qualified Vendor if an individual, or if the Applicant/Qualified Vendor is a corporation or other entity, any partner, manager,
director, officer, or person directfy or indirectly controlling 10% or more of the outstanding voting shares or other ownership interest of the Applicant/Qualified Vendor)
3.1). If "yes", submit an explanation and current status. |
4). Has the Applicant/Qualified Vendor or any of its Key Personnel been a party to any contract terminated for cause relating to community developmental disability services or similar services in Arizona or in any other state within the past five (5) Yes @No
years?
4.1). If "yes", submit a detailed description of such terminations.
5). Has the Applicant/Qualified Vendor or any of its Key Personnel been a party to any litigation relating to community developmental disability services or similar services in Arizona or in any other state within the past five (5) years? Yes ©No
5.1).If "yes", submit a detailed description of such lawsuits. ‘
6). Are there any court actions or judgments pending or entered within the last five (5) years against the Applicant/Qualified Vendor or any of its Key Personnel related to the provision of community developmental disability services or similar servicesin ~ Yes @No |
Arizona or in any other state?
6.1). If "yes", submit a summary of those suits or judgments and describe actions the Applicant/Qualified Vendor has taken to prevent future suits or judgments.
7). Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a criminal offense related to Medicare, Medicaid, or the State Children's Health Insurance Program? Yes ONo |
7.1). If “yes", submit information on the person and each conviction. \
8). Has the Applicant/Qualified Vendor or any of its Key Personnel been convicted of a felony? Yes (No
8.1). If "yes", submit information on the Key Personnel and the conviction.
9). Has any federal or state agency ever made a finding of noncompliance with any civil rights requirements with respect to the Applicant/Qualified Vendor or any of its Key Personnel? Yes ONo |
9.1). If "yes", submit an explanation. I
10). Has the Applicant/Qualified Vendor or any of its Key Personnel been debarred, suspended, or otherwise lawfully prohibited from any public procurement activity, or does the Applicant/Qualified Vendor employ, consult, subcontract with, or otherwise Yes @ No
reimburse for services any person substantially involved in the management of another entity that is now debarred, suspended, or otherwise lawfully prohibited from any public procurement activity?

10.1). If "yes", submit an explanation. |
10.2). Is a suspension or debarment currently pending? Yes (@No
10.2.1). If "yes" to Assurance 10.2, submit an explanation,

11). Are there any judgments, tax deficiencies or claims pending or entered against the Applicant/Qualified Vendor or against any entity affiiated by common ownership or directorship with the Applicant/Qualified Vendor that would require disclosure in Yes @ No

an audited financial statement or that would affect the financial stability of the Applicant/ Qualified Vendor? (For purposes of these Assurances and Submittals, "common ownership” means that persons owning over 25% of the Applicant/Qualified

Vendor’s outstanding voting shares or other ownership interests also own over 25% of another corporation or entity’s outstanding voting shares or other ownership interests; "common directorship” means that a majority of the persons comprising

the directors or Applicant/ Qualified Vendor, or performing similar management and oversight functions if the Applicant/Qualified Vendor is limited liability company or other non-corporate entity, also comprise the majority of the directors of another

corporation or persons performing similar management and oversight functions with respect to a limited liability company or other non-corporate entity.)

11.1). If"yes", submit a disclosure statement. I

12). Has the Applicant/Qualified Vendor or any of its Key Personnel declared bankruptcy within the last seven (7) years? Yes (@ No

12.1). If "yes", submit the most recent or the final court-approved order disposing of the case, including any court-approved plans. |
13). Is the Applicant/Qualified Vendor a corporation or other entity that is affiliated with another corporation or entity? Yes @ No
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9. Services
Three types of changes have impacted the Services tab:
1. The Services tab has replaced the “My Services” tab in QVADS.

2. Name changes to sections that existed in QVADS. Refer to Table 7 for details.

3. A new section has been added.

The main page of the Services tab shows which services have been added, suspended, associated AHCCCS
Id’s, status, start date, and end date. This tab was previously named “My Services” in QVADS, the landing
page for the Services tab now indicates if a service has been suspended, the AHCCCS ID associated with it,
its status, and its start and end date. As shown below, Table 7 indicates the changes made to this section
from QVADs to QVP, it will say whether the tab is new, if the name has stayed the same, or its updated
name.

A visual representation of the Services tab is shown below in Image 18 located below.

Image 18 - Services

m SR R ARIZONA DEPARTMENT OF
1aszan. ECONOMIC SECURITY AZ GOV

DES Home About DES FAQ's | Contact Us Forms | Office Locator Go

I | QUALIFIED VENDOR AGREEMENT | MANAGEMENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENDMENT Actions. I

Main Menu  Dashboard Contacts ubmittals _services ) Sites... | Contract

Services =)

N ATC - ATTENDANT CARE Staff Approved 01/01/2011 AwC-Opt In
N DTA - DAY TREATMENT & TRAINING - ADULT Staff Approved 01/01/2011

N oTT T Staff Approved 01/01/2011
N HBA ) - WITH ROOM & BOARD Staff Approved 04/19/2012

N oTs Staff Approved 01/01/2011

N HaH staff Approved 02/04/2013 AwC-Opt In
N RBD - ROOM & BOARD, OPMENTA staff Approved 04/19/2012
N RSP - RESPITE CARE HOURLY & DAILY Staff Approved 01/01/2011
N TR1 - TRANSPORTATION Staff Approved 01/01/2011
SPE- S IERAPY EARLY INTERVENTION
ONAL THERA® RVENTION

No Services denied or terminated within the last 90 days

Services History =0 |

Table 7 — Services

#  Qualified Vendor Portal (QVP) Qualified Vendor Application Directory System (QVADS)

1 | AHCCCSID New section

2 | Service Description Program Description

3 | Transportation Community Access

4 | Recruitment & Training Same as before

5 | Incident Reporting Same as before

6 | Complaints & Grievances Complaint/Grievance Process

7 Member/Mgmber Program Feedback Process
Representative Input

8 | Member Involvement Consumer Involvement

9 | Quality Improvement Internal Quality Efforts
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9.1 AHCCCS ID

The AHCCCS ID tab is new and was not previously available in QVADS. A description of this section is shown

in Image 8 and Table 8 located below.

Image 19 — AHHHCS ID
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Actions

ATC - ATTENDANT CARE

— AHCCCSID

MainMenu | Dashboard | Information | Contacs ~ Program Management | Assurances & Submitals | Seryices | Adminisrative & Senice Sites | Contact Documents

Senice Descrption | Transportation nmmmnraim'! IncidentReporting - Complaints & Grevances ;Vmﬁu/mmkwmumtivelnm ' Member Invoement ~ Qualty Inrovement

—_

Back to Service List

AHCCCS ID

Select an available AHCCCS ID from the qrid below.

Ahcces Id Provider Type

End Date

0 A
Start Date End Date Service From Service To Status Type

04-15-2009 12-31-2500 A

Table 8 — AHCCCS ID

Sections of AHCCCS ID ' Description
AHCCCS ID The AHCCCS ID associated with the service is displayed in this field.
Provider Type The Provider Type for the selected service is displayed in this field.

Provider Start Date

The start date of the provider.

Provider End Date

The end date of the provider.

COosS

The COS associated with the selected service.

COS Start Date

The start date of the COS.

COS End Date

The end date of the COS.

HCPC Service From

The HCPC service From the associated with the service.

HCPC Service To

The HCPC Service To the associated with the service.

AHCCCS Vendor Status Type

The status type of the AHCCCS Vendor.
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9.2 Service Description

This Service Description tab was previously known as “Program Description” in QVADS and it contains one
field.

e The field “provide service from referral through delivery” requires the Qualified Vendor to describe
how their organization will provide the selected service from referral through its delivery.

A visual representation of the Service Description section is shown in Image 20 located below.

Image 20 —Service Description
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ATC- ATTENDANT CARE

Service Description .

A Please imit your response to ane page.

Deseribe how you orgaizaton will providethissenvic rom refrrl through senic delvery *
503 caracters remalning

A , W& believe that every human being deserves to realize their potentials zegardless of how they were born, That iy why after ceferzals, o meeting will be arranged by the agency to meet one<onecne o
with the client, neshers of client's family and the program cordinators if he or she ia villing, In this meesing, aress of clients needs will be discussed in relation o the clienc's Individual Suppors Plan for a better
underatanding, The meeting w1kl alsq serve a8 an opportunity for the agency to ntzoduce her services to the olient and nembers of family, Upon the success of the meeting, the clience family member or representative

will call the support Conrdinator to zequest an suthorization to allow the agency to provide the services, After the authorization, the agency will provide & cercified and trained staff to assist the consumer to attain

or maincadn sate and ssnitary living conditions and/or matntain personal cleanliness and activites of datly living as indencitied in the ISP, In providing these serives, the staf! might help the peraon to et ready to
SUAIL thelr day by asaiating with the Dathing and dressing or the staff might help the person to complete housskesping chores 1n Other to keep the home claan,

Autendant Care covrs & wide apsctrun of acedvities dncluding bathing, deessing, feeding, tolsting, transferring, mobility, cosking, cleamning ste,

16 Just be noted thar without the auchorization by the support coordinator, services cannot start,
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9.3 Transportation
The Transportation tab was previously known as “Community Access” in QVADS and it contains five fields.

1. The first field “transportation required to deliver service” the Qualified Vendor is required to
answer how the organization supports direct service staff for community access when
transportation is required to deliver the selected service. The option for “Not Applicable” has been
added which was not previously available in QVADS.

2. The second field “properly maintained and supplied vehicles” requires Qualified Vendors to
describe methods used to ensure all provider and agency supplied vehicles are properly maintained.

3. The third field “supplied vehicles maintain state minimum insurance requirements” requires
Qualified Vendors to provide a description of methods used to ensure that all individual and
organization owned and agency supplied vehicles maintain state minimum insurance requirements.

4. The fourth field “requirements that employees meet to transport members” requires Qualified
Vendors to describe any additional requirements the organization’s employees must meet to
transport members.

5. The fifth field requires Qualified Vendors to indicate how often driving records are reviewed by the
organization.

A visual representation of the Transportation section is shown in Image 21 is located on the following page.

*This space left intentionally blank*
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Image 21 - Transportation
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| AHCCCSID | ServiceDescription. {

Recrutment & Training | Incident Repoting - Complaint & Grievances  Member/Member Representativ nput. | Member Involvement - Quality Improvement

ATC - ATTENDANT CARE

— Service Transportation g }_

A Please limit your response to one page.

When tranportation s required to deliver the service, how do you support direct service staff for community access? (Check all that apply). *
[ Transportation in an individual/staff owned car

[/ Transportation in an agency owned, leased or contracted vehicle
[7Reimbursement for public transportation
["Not Applicable

Describe methods used to ensure that all provider and agency supplied vehicles are properly maintained *
1697 characters remaining

A

A1l Agency vehicle will be inspected monthly and the item of inspection includes the seat belt, cleanliness, the log book, air condition and heating sysytem, local map, first aid kit ice chest with water, bottle water,
tire, maintanance check list, and vital information about the client in the vehicle,

Describe methods used to ensure that all individual and organization owned and agency supplied vehicles maintain state minimum insurance requirements *
1604 characters remaining

The agency will maintain comprehensive and adequate insurance against accidents , fire and theft/burglarly for all the agency vehicles including the one the consumers will be using for transportation. Copies of

individual staff insurance card and vehicle regisration will be kept in staff employee file. The agency will call the staff insurance to verify ifr the staff insurance is still valid,

*This space left intentionally blank*
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9.4 Recruitment & Training
The Recruitment & Training section contains three fields that need to be filled out.

1. The first field “recruitment plan for direct staff” requires the Qualified Vendor to describe the
recruitment plan for direct staff, a description of the initial training plan for direct staff, along with
additional service specific requirements for each proposed service.

2. The second field “ongoing training plan for direct service staff” requires the Qualified Vendor to
describe the ongoing training plan for direct service staff, and a description of any service specific
training for each proposed service.

3. The third field “process for NON-PROVISION of services” requires the Qualified Vendor to describe
the process for reporting NON-PROVISION of services for all services that apply.

Located below is a visual representation of the Recruitment & Training section in Image 22.

Image 22 — Recruitment & Training
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ATC - ATTENDANT CARE ‘Back to Service List

A Please limit your response to one page.

Describe the recruitment plan for direct staff, Describe the initial training plan for direct staff, Include any additional service specific requirement for each proposed service.
739 characters remaining
Recruitment and initial training plan for direct service staff will be as foll
conducted to ensure that the right person w:
- Verified empolyee is 18 years or older
- Request for at least three references
- Request for employee skill,knowledge and experiences. (Qualification)
- Request for finger print which will cater for the background check.
Those selected will be undergo on-the job training as well as i

ows:The Agency will advertise for work vacancy for available positions. Application will be received, reviewed and interviews will be
be employed based on the following considerations:

nitial training at the DDD training facilities.

Initial training plan for the potential staff is to have the basic requirement such as first Aid, CPR,and medication administration,Article 9,client right and confidentiality.Initial training will take place as soon as
ice staff are empolyed depending on the staff category.There will be two set of provider.The Independent provider will work for the Agency who are license as home and community base service provider and the direct

staff this are staff that will work with the agency but not necessarily license by the Arizona department of Economic Security

n

Describe the ongoing training plan for direct service staff, including any service specific training for each proposed service,
1499 characters remaining

The on going training plan will be for all direct staff in their various catagories and the training will inculde skill building techniques, prevention of behavioral incidence,communication with consumer, consumer
family and consumer representative,

The on going training will be for all categories of staff that have to comply with minimum and their category qualification, some of this training will be conduct by the Agency and some will be conducted by other
specialise training Agency like DDD.
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9.5 Incident Reporting
The Incident Reporting section contains three fields that needs to be filled out.

1. The first field “reporting incidents internally” requires Qualified Vendors to describe how incidents
of abuse, neglect, exploitation, or injury are reported internally.

2. The second field “reporting incidents externally” requires Qualified Vendors to describe how
incidents of abuse, neglect, exploitation, or injury are reported externally.

3. The third field “internal review process” requires Qualified Vendors to describe the internal review
process for incident reports, including trending, and how corrective action is implemented.

A visual representation of the Incident Reporting section is shown in Image 23 located below.

Image 23 — Incident Reporting
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 Back to Service List

— Incident Reporting Information

8
A Please limit your response to one page.
How are incidents of abuse, neglect, exploitation or injury reported internally?
1074 characters remaining
The incident of abuse,neglect,exploitation or injury will be reported internally,verbally to the Agency Administrator|( | and all other designated manager within the Agency and it is to be folllowed by a A
detailed written incident report.

ncident must be reported immediately, within 24 hours.And the incident could be reported through any of this medium phone,E-mail,fax and mail.
The agency internally designed form which must conform with DD-191 is to be used in wri ident report.
Among other things that can be included in the incident report is the name of the client

n the incident,the name of staff that witnessed the incident,a lucid explanation of the incident,staff immediate action
on behalf of the client and recommended follow up action,and then the name of the Agency Administrative reviewer.Reporting of incidence should be share with consumer/families/families representative

How are incidents of abuse, neglect, exploitation or injury reported externally?
1082 characters remaining
All

cident of abuse,neglect,exploitation,or injury will be reported externally through the Agency Administrator|(
,and family/guardain

All incident will be reported immediately.NOT later than twenty four hours(24 hours)

The medium of notification will

) or any of the Agency designated staff to DES/DDD support co-ordinator,protectve services .

be verbal and/or written(phone,E-mail,fax and mail)Verbal notification of an incident will be follwed up with a written report.
The Agency designed form that will conform to the incident report DD-191 will be used to write any incident.The name of the client involved in the incident,the name of the staff that witness the incident,does the
incident requries the doctor to be notify,luicd explanation of the incident,the name of the administrative reviewer/any designated staff,immediate action taken on behalf of the client and suggested follow up action
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9.6 Complaints and Grievances

The Complaints and Grievances section contains one field.

e The field “complaints/grievances process” requires Qualified Vendors to describe the complaints
and grievances process.

A visual representation of the Complaints and Grievances field is shown in Image 24 located below.

Image 24 — Complaints and Grievances
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~ (omplaints & Grievances Information H%

A Please it your respanse t one page.

Descrbe the complaints/grevances process

1508 charactrs remalning

The complaint/qrievances process will be ag follows A
The complaint/qrievances will be revieved by the Agency Adninistrator and any other designated staff

conplaint/qrievances form will be made available to the client or any body within the scope of the operation that is relatedto the well being of the consumer ant tine it i3 needed,

The Complain will be investigated

The complain will be reported and action will be taken in accordance with the Division and provided policy and procedure
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9.7 Member/ Member Representative Input

The Member/Member Representative Input section was previously named “Program Feedback Process” in
QVADS and it contains four fields.

1. The first field “input from members/member representatives” requires Qualified Vendors to
describe the process of how input is gathered from members/member representatives.

2. The second field “measuring member satisfaction with services” requires Qualified Vendors to
describe the process their organization uses to measure a members/member representatives
satisfaction with services.

3. The third field “hiring and/or evaluation of direct service staff’ requires Qualified Vendors to
describe how members/member representatives are involved in the hiring and/or evaluation of
direct service staff.

4. The fourth field “improving overall quality of services” requires Qualified Vendors to describe how
members/member representatives are involved in improving the overall quality of services provided
by the organization.

A visual representation of the Member/Member Representative Input section is shown in Image 25
located on the following page.

*This space left intentionally blank*
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Image 25 — Member/Member Representative Input
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~— Member/Member Representative Input Information

A Please limit your response to one page.

How s input from members/member representatives gathered?
1435 characters remaining

Consumer, families and consumer representatives will be given the Privilege to fill out a questionnaire/survey on consumer satisfaction at least once or twice a year,

.
This survey will be designed specifically for consumers,families,and consumer representative which will be filedl out and submitted to the agency for further analysis.The Agency will use this survey as an appraiser to
improve performance with respect to the overall well being of the consumer.Also, the Agency will put in place another medium of feed back such as suggestion box, comment cards etc

Describe the process used to measure members/member representatives' satisfaction with services.
1316 characters remaining

The Agency Administrator and any other designated staff will review in detail both formal and informal feedback from consumer,family and family representative,The feedback will be reviewed with respect to services A
inaccordance with the agency procedure and that of the Division

The feed back will be shared and utilized with consumer,family and consumer representative in other to improve service delivery.

The Agency Administrator or any other designated staff will monitor the improvement, shared and utili

ilized with the consumer,family and consumer representatives.This will help to reduce complain in a particular area of
service and compliment a change in service delivery method

Describe how members/member representatives are involved in the hiring and/or evaluation of direct service staff.
1208 characters remaining

At every stage of hiriing and evaluation of direct staff, consumer,family and consumer representatives will be involved if they choose to after all preliminary hiring process have been complied,such as verification that 4

the employee is 18 years,request for three references,request for employee skill,experience,and knowledge.If a family or consumer representative referred an applicant who have meet with preliminary hiring process the
agency may opt to hire such applicant when the consumer,family and consumer representative choose to be part of the interview process

The Agency will provide to consumer,family and consumer representative upon request employee annual survey and evaluation based on imput/feedback with respect to services and training acquire by the direct service staff
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9.8 Member Involvement

The Member Involvement section consists of two fields and was previously known as “Consumer
Involvement” in QVADS.

1. The first field “community advisory groups” requires for Qualified Vendors to indicate if they have a
community advisory group, and/or participates in any external advisory groups, the organizations
involvement in them, and if there isn’t one, how the organization plans to develop, or participate in,
a group in the future.

2. The second field “methods to provide opportunities” requires Qualified Vendors to describe any
other methods used by the organization to provide opportunities for members/member
representatives to be actively involved in the organizations operations.

A visual representation of the Member Involvement section is shown in Image 26 located on the following
page.

*This space left intentionally blank*

Page 37 of 47



Image 26 — Member Involvement
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~ Member Involvement Information ﬁ%

A Please limit your respansé to one page.

Ifyour organizaton has & community advisery group and/or particpates in any externa advisory groups, descrbe your company's involvement. If none, describe how your company's plans to develop, o partiipate in, a group in the future.
1867 characters remaining

There i3 going to be & conmuinty advisory qroup in the evaluation of consumer,family and consumer representative to ensure the appropriateness of service.
This community advisory qroup may include the home owner association, human right geoup that will contribute to the well being of the consumer,family and consumer representative

Describe any other methad used by your organizaton to provide opportunites for members/member representafives to be actvely involved in your arganization's operations (1. staf recrutment,staftraining and development, monitoring, socal events, etc),
1293 characters remaining

The Agency will actively involve consumer/family/consumer representative in the Agency operation.The Agency will be flexible in their area of operation to meet the need of the consumer/family/consumer representative,
someting recruit as vendor volunteer,recruit as advisory representative, sometime assist in conducting training and meeting based on skill knowledge and experience used & & resource for recruitment, interview and

recomendation of potential staff, utiltized their feed back in the monitoring process,given privilege to aks questions, make presentation or comment &t an organized Agency meetings and make a request for domation of
clothing, toys, furniture appliances, vehicle and sponsorship

4
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9.9 Quality Improvement

The Quality Improvement section contains two fields and was previously known as “Internal Quality
Efforts” in QVADS.

1. The first field “process to monitor and evaluate services” requires Qualified Vendors to describe the
process used by the organization to monitor and evaluate the services provided as they relate to the
service plan outcome.

2. The second field “approach to improving quality of services” requires Qualified Vendors to describe
the overall organizational approach toward improving the quality of the services that the
organization provides.

A visual representation of the Quality Improvement section is shown in Image 27 located on the following
page.

*This space left intentionally blank*
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Image 27 — Quality Improvement
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~ Quality Improvement Information

A Please imit your response to one page,

Describe the process used by the organizaton to monitor and evaluate the services provided as they relate o the service plan outcome,
1594 characters remaining

The Agency will be involved in the monitoring and evaluation of individual support plan I,5.P objective,The monitoring and evaluation of individual support plan will be conducted through staff meeting reviews of staff
report, addressing the I.5.P objective and goal, and evaluation by family,consumer, and consumer representative. At every I.5.P meeting must be deternined or fixed which is usually 90 days

A

Describe the overall organizational approach toward improving the qualty of the services provided. (As part of your response, consider trending incdents, grievance and compliant processes, onsite monitoring and member feedback.)
1308 characters remaining

The overall vendor approach to service improvement will be to monitor both the consumer and the direct service staff at the Agency level to ensure compliance to quailty and appropriateness of service provided,
Should there be any changes in the approach or in the implementation of I.9.P objective the direct service staff will be duely informed of the changes by the Agency Administrator or any desiqnated staff,

The Agency will monitor the change in the evaluation and the implementation of I.5.P through observation.site visit and report as a tool for quality improvement,The meduim will enble the Agency to be able to track
compliance in the implementation of I.5.P qoal and objective.

mendment
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10. Administrative & Service Sites

The Administrative & Service Site section was previously named “My Administrative & Service Sites” in
QVADS. The content shown in Image 28 is described in more detail in Table 9.

Image 28 — Administrative & Service Sites
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Table 9 — Administrative & Service Sites

#  Administrative & Service Sites \ Qualified Vendor Application Directory System (QVADS)

1 | Site Name This field lists the name of the site.

2 | Address This field lists the addresses associated with the sites.

3 | City The field lists the city that the cites are located in.

4 | Type This field states if the site is an administrative site, or if it’s a site that
provides services.

5 | Location This field shows the location of the site.

6 | AHCCCSID This field indicates which AHCCCS ID is associated with the site.

7 | Services This field indicates which type of service is provided at the Site.

8 | Actions The action field allows users to delete sites that have been added.

Page 41 of 47



10.1 General Information

The General Information section contains three fields.

1. The first field “Site Information” requires that the Qualified Vendor enter in the name of the site,
the Office Code, and AHCCCS ID fields cannot be modified.

2. The second field “Site Address” requires Qualified Vendors to enter in the address, phone number,
city, state, zip code, and district of the site.

3. The third field “Principal Contact” requires the Qualified Vendor to provide the first and last name
of the principal contact along with their phone number and email address.

A visual representation of the General Information section is shown in Image 29 located on the following
page.

*This space left intentionally blank*
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Image 29 — General Information
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10.2 Contact Information

The Contact Information section contains two fields.

1. The first field “Scheduler Contact” was previously known as “Scheduler Information” in QVADS, and
it requires the Qualified Vendor to enter the first and last name of the contact, the phone, email
address, and fax number.

2. The second field “After Hours Contact” was previously known as “After Hours Contact Information”
and requires the Qualified Vendor to enter the first and last name of the contact, the phone and fax
number, and their email address.

A visual representation of the content can be found in Image 30 located bellow.

Image 30 — Contact Information
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10.3 Site Information Listed

The Site Information Listed section contains four fields.

1. The first field “Office Type” requires the Qualified Vendor to select whether the site is an
Administrative Site or a Service Site.

2. The second field “Accepting New Referrals” requires Qualified Vendors to select whether or not
they are Accepting New Referrals.

3. The third field “Occupancy” requires the Qualified Vendor to indicate its maximum capacity, along
with its current occupancy.

4. The fourth field “Site Hours” requires Qualified Vendors to indicate the hours the site is available
Monday through Friday, with an option to include hours for the weekend.

A visual representation of the Site Information Listed section is shown in Image 31 located below.

Image 31 — Site Information Listed

11/19/2045 11:31:03 AM, AR|ZONA DEPARTMENT OF
o ECONOMIC SECURITY RGOV

DESHome | AboutDES | FAQs | Comtatls | Reports | Foms | OficeLocator

L (QUALIFIED VENDOR AGREENENT | MANAGENENT APPROVED | CONTRACT SPECIALIST IN PROGRESS - AMENMENT Actions

MainMenu | Dashboard  Information | Contacts Program Management  Assurances & Submittals ~ Services  Administrative & Service Sites | Contract Documents

General Information ~ Contact Information

Site Name ; Back to Site Lt

Site Information HJ

Office Type* Accepting New Referrals

vt e [ SeveeSte (™ ("

Maximum Capacity Current Occupancy

3Site Hours
Sunday Monday * Tuesday* Wednesday* Thursday * Friday* Saturday
From: From: From: 08004 From: (8004 From: From: 080040 From:
To: To: ' To: PN v To: P v To: F v To: PM To:

Page 45 of 47



10.4 Services

The Services section contains two fields and a list of all services that the Qualified Vendor offers.

1. The first field “Services” indicates the services that the Qualified Vendor offers.

2. The second field “Action” allows Qualified Vendors to remove the services.

A visual representation of the Services section is shown in Image 32 located below.

Image 32 - Services
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11. Contract Documents

The Contract Documents tab consists of three categories and was not available in QVADS. The availability of
these categories are dependent on when the contract is in the amendment process.

1. The first category “Proposed Amendment Documents” contains documents in PDF format that are

proposed amendments to the current contracts. This category is only available when the contract is
in the amendment process.

2. The second area “Current Contract Documents” contains documents in PDF format that are
currently used in the contract.

3. The third area “View of summary of changes” contains a summary of all of the amended changes

made to the contract. This category is only available when the contract is in the amendment
process.

A visual representation of the Contract Documents tab is shown in Image 33 located below.

Image 33 — Contract Documents
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