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1.6.4 Additional Requirements

. . .
Documenting Staff Changes

Each provider must complete and submit a DARS2871, Contract Service Provider Staff Information Sheet within ten days to the CPCSC manager when
· the provider hires a new employee who will provide contract services to DBS consumers, or 

· there is a significant change in contract-related job duties for a provider’s employee or within a provider's facility. 

If a provider's employee who provided contract services to DBS consumers terminates employment, the provider must 

· notify the CPCSC manager no later than the employee's last day, and 

· ensure that the provider's new employee meets DBS criteria before he or she provides services to DBS consumers. 

The CPCSC manager forwards any staff change requests to the RPSS for approval. CPCSC retains copies of all requests in the DBS contract files. The RPSS informs the CPCSC manager of these changes as they occur.

. . .
