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1.5.5 Enrollment Process for All New Providers
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The DBS enrollment process can be started by DBS (to request a potential provider), or by a provider (to seek a contract with DBS).

The DBS regional program support specialist (RPSS), field director (FD), field specialist, and other program-support staff members work together to assess the region’s need for service providers, but the FD makes the final recommendation. If the prospective provider requests consideration for statewide services, the RPSS communicates with the appropriate field specialist for a statewide perspective. 
Gathering Preliminary Information

To determine if a potential provider can meet a need, the RPSS gathers preliminary information about the provider including
· the services to be provided;
· the counties to be served;
· qualifications (such as certifications, education, and relevant experience);
· the days and hours the provider is available; and 
· any special qualifications (such as foreign language).
Procedure for O&M or Diabetes Education Services
The RPSS delivers the preliminary information for a prospective new O&M and Diabetes Education provider to the manager of field specialists and the diabetes education field specialist. The specialist then
1. reviews information and contacts the potential provider to determine if the provider is qualified and philosophically compatible with DBS.
2. discusses services, and may ask the potential provider to attend DBS training.
3. informs the RPSS, FD, and CPSC contract specialist of the evaluation outcome.
The FD makes a final recommendation.
If the services are not needed (or the provider does not meet the regional needs), the RPSS informs the potential provider. The RPSS also notifies the appropriate field specialist or program lead for planning purposes. 
If the services are needed, the RPSS contacts the Consumer Procurement and Client Services Contracting (CPCSC) contract specialist. CPCSC publishes a Notice of Provider Enrollment (NPE) for consumer services in the designated region or throughout the state. 
New Provider Enrollment

RPSS 
1. contacts the prospective provider to communicate the processes and start enrollment by providing the
· link to the Electronic State Business Daily site,

DARS procurement standards and provider requirements,
· Notice of Provider Enrollment criteria,
· Vendor Maintenance and Direct Deposit and Substitute W-9 Form, which is located on the Provider Services page, 
· DARS2871, Contract Service Provider Staff Information Sheet, and
· DARS1305, Child Support Certification.
Prospective Provider 
2. completes the enrollment packet,
3. attaches all required documentation, and 

4. returns it to the RPSS for review. 

RPSS
5. conducts the appropriate vendor check. (If the provider is on the debarment list, notifies the provider that DARS cannot enter into a contract.)
6. reviews the enrollment packet and documentation using the NPE checklist, and requests any missing information or documents. 
7. after determining that the enrollment packet is complete and the prospective provider meets DBS minimum qualifications, forwards a copy of the W-9 to DARS CPCSC Provider Services for vendor set-up, and
8. forwards the enrollment packet to the CPCSC contract specialist. 

CPCSC Contract Specialist

9. based on the provider’s proposed services, sends the provider’s contact information to the appropriate program leads so they can schedule needed additional screening, testing, or training:
· for Assistive Technology Training, sends information to the Assistive Technology Unit (ATU) to schedule required trainer testing 

· for Assistive Technology Facility-Based Evaluation, sends information to the ATU to schedule required testing. DBS must also conduct an on-site visit to ensure compliance with equipment and facility requirements before a contract is awarded. 

· for Job Readiness and Job Placement, sends information to the VR field specialist. 

· for Supported Employment, sends information to the VR field specialist. 

· for Vocational and Work Adjustment, sends information to the VR field specialist. 

· for Vocational Evaluation, sends information to the Vocational Diagnostic Unit. 

· for Diabetes Self-Management Education, sends information to the manager of field specialists to schedule required training.
· for Orientation and Mobility, sends information to the DBS O&M field specialist to schedule required training.
· for Independent Living Skills, sends information to the independent living field specialist for required screening. 
10.  notifies the RPSS that the screening, testing, and training have been completed. (Required screening, testing, and training must be completed and approved by the field specialist or program lead before a contract is written.)Completion of Contract
1. The RPSS prepares the contract and submits it to the CPCSC contract specialist for review. Contract templates are located in the DBS folder of the Contract Management Toolbox .
2. The CPCSC contract specialist approves the contract and returns it to the RPSS.
3. The RPSS has the regional field director sign the contract and then mails a copy to the provider. 
4. The RPSS contacts the provider to set up a prework conference.
5. At the prework conference, the RPSS informs the provider of 
· the contents of the contract; and 

· applicable standards from the Standards Manual for Consumer Services Contract Providers including 
· Chapter 5: Services,
· Chapter 2: Monitoring Process, and
· Chapter 3: Rates. 
6. The RPSS emails the CPCSC contract specialist to confirm that the prework conference was conducted and includes the date of the conference. He or she then mails the original contract to CPCSC Procurement. 
After the contract is signed by both parties, the provider is allowed to solicit DBS staff members.

Note: The RPSS must maintain relevant documentation as identified in the Contracting Processes and Procedures Manual, Chapter 6: Consumer Contract Execution, 6.27 Procurement Record. 

