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1. [bookmark: _Toc63934719]Overview 

An ODHHS Specialist contract award provides financial assistance that enables an organization to operate a program of services that benefits the clients of ODHHS, specifically persons who are deaf or hard of hearing for the ODHHS Resource Specialist programs and persons with a disability in accessing the telephone networks for the ODHHS STAP Outreach Specialist program. 

These standards ensure that: 
1.1. ODHHS maintains full compliance with applicable federal, state, and HHSC purchasing requirements throughout the procurement process; 
1.2. grantees receive accurate information about their obligations to meet: 
1.2.1 all applicable standards of conduct; and 
1.2.2 ODHHS performance expectations. 
1.3. ODHHS clients receive quality services; and 
1.4. funds are spent wisely and that each purchase paid for with public funds represents full value to the taxpayer. 

2. [bookmark: _Toc63934720]Management Requirements 

[bookmark: _Toc63934721]2.1	Overview

Contracts are awarded to an organization, not an individual. 

Grantee agrees to administer the project in accordance with Contract terms. 

[bookmark: _Toc63934722]2.2	Contract Compliance 

The Grantee shall: 
2.2.1 identify the specialist to be the main staff person for the corresponding services to be provided and establish a designated office for the specialist;
2.2.2 demonstrate neutrality and offer multiple options, where available and appropriate, when referring entities and clients to products and services such as assistive equipment, interpreter and captioning services, etc.; 
2.2.3 resolve any project-related complaint against the Grantee that has escalated to the specialist supervisor or higher within ten calendar days from receipt of complaint. Complaint may be referred to the Grantee by ODHHS. Complaints shall be reported to ODHHS within ten calendar days from receipt of complaint with the resolution or planned resolution, if complaint is unresolved, as part of sound management practices; 
2.2.4 develop and implement a client satisfaction plan within 30 calendar days from Contract award that shall include client feedback being sent directly to the ODHHS program contact from the client and may include utilizing the ODHHS Client Satisfaction Online Survey. The plan must be approved by ODHHS prior to implementation and include: 
2.2.4.1 the method in which clients will be asked to provide feedback about specialist services received, such as online or paper survey or other;
2.2.4.2 which clients will be asked to provide feedback; and
2.2.4.3 the method in which the Grantee will invite clients to provide feedback; 
2.2.4.4 how often each survey will be used; and 
2.2.5 attend, if provided, ODHHS program-specified trainings for specialists that will not exceed five continuous calendar days per each year of the Contract, to be held in Texas. Grantee will be paid only for the specialist to attend the entire training unless otherwise approved by ODHHS. Grantee will be given notice at least 30 calendar days in advance; 
2.2.6 attend, if provided, an ODHHS contract overview training for management that will not exceed two continuous calendar days to be held either in-person in Texas or via webinar. Grantee will be paid only for the specialist's supervisor and/or signature authority to attend the entire training unless otherwise approved by ODHHS. Grantee will be given notice at least 30 calendar days in advance; 
2.2.7 unless otherwise approved by ODHHS, use certified Communication Access Realtime Translation (CART) and sign language interpreter providers and comply with the ODHHS recommended levels of skill for interpreters; 
2.2.8 serve an entire service area unless otherwise approved by ODHHS. In the case of multiple ODHHS grantees within a service area, Grantee shall coordinate efforts to best serve the area;
2.2.9 ensure effective communication between the Grantee and clients, training audiences, and others served by the project, to include utilizing sign language interpreter and CART services or other auxiliary aids and services when needed; 
2.2.10 ensure a means for clients to contact the project's key staff during the Grantee's regular working hours; 
2.2.11 use the HHSC email address as the primary email for client communication, information, and services if ODHHS assigns an HHSC email address. Grantee shall check the email account regularly and respond to inquiries and requests in a timely manner; and 
2.2.12 in the event of a disaster or emergency impacting the service area assigned Grantee shall submit reports to ODHHS in a format approved by ODHHS upon request containing the impact to the Grantee and clients.
[bookmark: _Toc63934723]2.3	Notice of Criminal Activity and Disciplinary Actions

The Grantee shall immediately report in writing to the ODHHS program contact when Grantee learns of or has any reason to believe it, or any person with ownership, or controlling interest in Grantee, or their agent, employee, subcontractor, or volunteer, who is providing services under the Contract has:
2.3.1 engaged in any activity that could constitute a criminal offense equal to or greater than a Class A misdemeanor or grounds for disciplinary action by a state or federal regulatory authority; or
2.3.2 been placed on community supervision, received deferred adjudication, or been indicted for or convicted of a criminal offense relating to involvement in any financial matter, federal or state program or felony-sex crime.  

Grantee shall not permit any person who engaged, or was alleged to have engaged, in any activity subject to reporting under this section to perform direct client services, or have direct contact with clients, unless otherwise directed in writing by HHSC.

[bookmark: _Toc63934724]2.4	Assurance Regarding Confidential Information

Grantee shall ensure that:
2.4.1 “Authorized User” means a person:
2.4.1.1 who is authorized to create, receive, maintain, have access to, process, view, handle, examine, interpret, or analyze HHSC Confidential Information;
2.4.1.2 for whom Grantee warrants and represents has a demonstrable need to create, receive, maintain, use, disclose or have access to HHSC Confidential Information: and
2.4.1.3 who has agreed in writing to be bound by the disclosure and use limitations pertaining to the HHSC Confidential Information as required by the Contract.
2.4.2 Grantee represents and warrants that its Authorized Users each have a demonstrated need to know and have access to HHSC Confidential Information solely to the minimum extent necessary to accomplish the services pursuant to the Contract and further, that each has agreed in writing to be bound by the disclosure and use limitations pertaining to the HHSC Confidential Information contained in the Contract.
2.4.3 Grantee will only conduct secure transmission of HHSC Confidential Information whether in paper, oral or electronic form. A secure transmission of electronic HHSC Confidential Information in motion includes Secure File Transfer Protocol (“SFTP”) or Encryption at an appropriate level or otherwise protected as required by rule, regulation or law. HHSC Confidential Information at rest requires Encryption unless there is adequate administrative, technical, and physical security, or as otherwise protected as required by rule, regulation or law. All electronic data transfer and communications of HHSC Confidential Information will be through secure systems. Proof of system, media or device security and/or Encryption must be produced to HHSC no later than 48 hours after HHSC’s written request in response to a compliance investigation, audit or the discovery of an event or breach. Otherwise, requested production of such proof will be made as agreed upon by the parties. De-identification of HHSC Confidential Information is a means of security.

3. [bookmark: _Toc63934725]Need to Inform ODHHS 

The Grantee shall inform the ODHHS program contact within ten calendar days when the following conditions (not inclusive) occur: 
3.1 problems, delays, or adverse conditions which materially impair the Grantee's ability to meet the Contract objectives or timelines. This disclosure shall include a statement of: 
3.1.1. the action taken, or contemplated; and 
3.1.2. any assistance needed to resolve the situation. 
3.2 legal or financial difficulties (e.g., lawsuit, IRS involvement) that involve the Grantee or could affect the program; 
3.3 change in location or physical location for Contract-related work; or 
3.4 any changes in key Contract personnel. 

4. [bookmark: _Toc63934726]Publicity and Promotional Items 

The Grantee shall acknowledge ODHHS funding on all promotional items and printed and electronic materials (including email and social media) and in recorded or live media productions used by the ODHHS project for public awareness, public information, and public education, related to the ODHHS project. All public awareness and education materials shall include “Funded by HHSC Office of Deaf and Hard of Hearing Services” and shall include the ODHHS program name associated to the Contract. 

5. [bookmark: _Toc63934727]Specialized Assistive Devices and Software (SADS) 

Specialized Assistive Devices and Software is personal property: 
5.1 with a useful life of more than one year; 
5.2 with an acquisition cost of $150 or more per unit, but less than $5,000 per unit; 
5.3 that shall be based on the goals of the ODHHS program; and 
5.4 that shall be for the purposes of: 
5.4.1 the Resource Specialist programs for:
5.4.1.1 communication access such as assistive listening and alerting; and
5.4.1.2 demonstration, assessment, and/or short-term loans. 
5.4.2 the Specialized Telecommunications Assistance Program (STAP) for
5.4.2.1 communication access; or 
5.4.2.2 demonstration; and 
5.4.2.3 all devices purchased for demonstration purposes shall be authorized by a STAP voucher and shall not cost more than the voucher value. 
ODHHS retains residual title to any SADS that ODHHS funds or provides to the Grantee. 

Prior approval from ODHHS shall be obtained prior to the purchase of any SADS and prior to disposing of SADS. Requests for approval for SADS purchases shall be submitted via the online reporting system and shall include make, model, estimated unit cost, actual unit cost, other cost (shipping and handling), and justification for purchase in relation to Contract scope of work. 

SADS will be reimbursed at cost. 

6. [bookmark: _Toc63934728]Requesting Funds 

The Grantee shall request funds using the online ODHHS Contract Reporting application. 

Grantee is to request funds in advance of services provided or SADS purchased, and ODHHS must give prior approval of funds for the service month requested to ensure compensation. Services provided or SADS purchased without prior funding approval are not guaranteed to be approved for compensation for services provided. 

Funds requested less than 14 calendar days in advance are not guaranteed to be approved prior to services provided or SADS purchased. Funds shall only be used for the service month requested and approved and cannot be carried forward to any other service month. 

Unused funds for services not provided or not invoiced may be relinquished to ODHHS at the discretion of ODHHS one month following the end of the service month for which they were originally requested. Once funds are relinquished, any remaining expenditures for services provided or SADS purchases that have not been invoiced prior to funds being relinquished for that service month are not guaranteed to be compensated. 

Grantee will not be compensated more than the total amount of funds approved per service month and not more than the allowable fees for service or SADS reimbursement in accordance with ODHHS Standards 11.3, and 12.7. 

7. [bookmark: _Toc63934729]Monthly Program and Financial Reporting 

Program and financial information shall be submitted to ODHHS by the 7th day following each month of the Contract period and shall contain the reporting and financial information established by services provided in accordance with ODHHS Standards 11.3 and 12.7. Program and financial information shall be reported using the online ODHHS Contract Reporting application. Grantee shall have internet access. The link, user identification, and password will be provided to the Grantee. 

8. [bookmark: _Toc63934730]Approved Minimum Goals and Outcomes 

Grantee shall ensure services are provided at or above the level established for ODHHS approved minimum goals and outcomes. Grantee shall report on minimum goals and outcomes in accordance with ODHHS Standards, Section 7 Monthly Program and Financial Reporting. 

9. [bookmark: _Toc63934731]ODHHS Resource Specialist Program: Deaf and Hard of Hearing Technology Specialist (Technology Specialist) 

[bookmark: _Toc63934732]9.1	Purpose - Technology Specialist 

The purpose of the Deaf and Hard of Hearing Technology Specialist is to promote communication access and independence for persons who are deaf or hard of hearing through technology and managing hearing loss.  Technology Specialists:
9.1.1. provide assistive technology demonstration and assessment;
9.1.2. consult and train on communication strategies and managing hearing loss; and
9.1.3. make referrals to community resources.  
Only a grantee awarded a Technology Specialist contract shall comply with this section. 

9.2 [bookmark: _Toc63934733][bookmark: _Hlk51057224]Grantee Requirements - Technology Specialist 

9.2.1 The Grantee shall: 
9.2.1.1 [bookmark: _Hlk50975847]provide individualized technology and software demonstrations, assessments and recommendations to clients; 
9.2.1.2 provide services and trainings to clients on communication strategies, managing hearing loss, assistive technology and software, and available resources for persons who are deaf or hard of hearing. Topics may include:
9.2.1.2.1 CART and speech transcription software;
9.2.1.2.2 hearing aids and cochlear implants, various features, and basic tips for purchasing and using; and
9.2.1.2.3 recognizing and managing hearing loss and identifying solutions for improving communication and maintaining independence;
9.2.1.3 provide outreach and training and serve as a resource for information to the public, as needed, to raise awareness of hearing loss and available resources for persons who are deaf or hard of hearing. Topics may include:
9.2.1.3.1 assistive technology;
9.2.1.3.2 hearing loss awareness;
9.2.1.3.3 community resources for persons who are deaf or hard of hearing; 
9.2.1.3.4 sensitivity training and eliminating barriers to services; and
9.2.1.3.5 communication strategies to ensure effective communication;
9.2.1.4. ensure an appropriate and varied inventory of current technology geared towards communication access for demonstration purposes.
9.2.2 The Grantee may provide case management services to clients to facilitate access to services such as assist with paperwork or understanding correspondence from government or other community resources or to provide cultural mediation to clients to ensure access to and understanding of services. Case management services shall:
9.2.2.1 ensure clients maximize their ability to become become self-sufficient;
9.2.2.2 ensure clients take an active role;
9.2.2.3 be based on communication access; and
9.2.2.4 not involve making decisions for a client.
 
10. [bookmark: _Toc63934734]ODHHS Resource Specialist Program: Deaf and Hard of Hearing Access Specialist (Access Specialist) 

[bookmark: _Toc63934735]10.1	Purpose - Access Specialist 

The purpose of the Deaf and Hard of Hearing Access Specialist is to promote equal access and equal opportunity for persons who are deaf or hard of hearing. Access Specialists: 
10.1.1. advocate and teach self-advocacy skills to clients, to ensure effective communication in settings such as education, employment, in the community, and at home; 
10.1.2. consult and train clients and the public on issues related to culturally-competent service provision. This information may include federal and state mandates regarding communication access for services to be accessible and readily available to persons who are deaf or hard of hearing by removing attitudinal and communication barriers; and 
10.1.3. refer clients and the public to other community resources. 
Only a grantee awarded an Access Specialist contract shall comply with this section. 

[bookmark: _Toc63934736]10.2	Grantee Requirements - Access Specialist 

10.2.1 The Grantee shall:
10.2.1.1.	utilize a client-centered approach to provide advocacy services, empower clients to advocate for themselves, and provide information to enable clients to make informed decisions on actions to take;
10.2.1.2.	provide services and trainings to clients on self-advocacy skills and civil rights laws, such as the Americans with Disabilities Act, and available resources to:
10.2.1.2.1 enssure effective communication, including strategies and steps to express needs and gain self-confidence, make requests appropriately, and understand client responsibilities; 
10.2.1.2.2 promote equality and accessibility for persons who are deaf or hard of hearing; and
10.2.1.2.3 to assist with access to culturally-appropriate services;
10.2.1.3 provide outreach and training and serve as a resource for information to the public, as needed, to raise awareness of accessibility issues, available resources such as sign language interpreters and captioning services, and culturally-competent services for persons who are deaf or hard of hearing. Topics may include:
10.2.1.3.1 accessibility needs;
10.2.1.3.2 culturally-appropriate services;
10.2.1.3.3 an entity’s responsibilities to ensure equal access and equal opportunity;
10.2.1.3.4 community resources for persons who are deaf or hard of hearing; 
10.2.1.3.5 sensitivity training and eliminating barriers to services; and
10.2.1.3.6 communication strategies to ensure effective communication;
10.2.1.4 follow up on service referrals to provide assistance as needed, to ensure effective communication, as appropriate;ensure compliance with ODHHS Standards 10.3. 

10.2.2 The Grantee may:
10.2.2.1 provide case management services to clients to facilitate access to services such as assist with paperwork or understanding correspondence from government or other community resources or to provide cultural mediation to clients to ensure access to and understanding of services. Case management services shall:
10.2.2.1.1 ensure clients maximize their ability to become self-sufficient;
10.2.2.1.2 ensure clients take an active role;
10.2.2.1.3 be based on communication access; and 
not involve making decisions for a client;
10.2.2.2 assist ODHHS Last Resort Communication Services (LRCS) providers with advocacy efforts when requested by an LRCS provider; and 
10.2.2.3 provide education and information influencing a system-wide change for communication access for persons who are deaf or hard of hearing when the issue is not client specific, occurring during a disaster or emergency and approved by ODHHS. Systems can include government entities.

[bookmark: _Toc63934737]10.3	Advocacy Requirements - Access Specialist 

When the Grantee exchanges information with state agencies (including HHSC), public schools (K-12), or HHSC contractors and the entity does not agree to provide accommodations or auxiliary aids or services necessary for effective communication in compliance with state and federal mandates or the client disagrees with the decision made by the state agency, the Grantee shall inform the ODHHS program contact. The Grantee is not authorized to continue assisting the client with her/his advocacy needs, including assisting the client in filing a complaint, until the Grantee receives guidance from the ODHHS program contact.  

A complaint a client wishes to file shall not be filed by the Grantee unless the ODHHS Director gives prior written approval. Grantee may provide information such as where and how to file complaints only after all other options for resolving the disputes have been presented to the client. The Grantee may transcribe the client's complaint into written form if requested by the client. The Grantee shall add a statement that the client is receiving assistance from another individual to transcribe the complaint and state the reason, such as, “because (the client) is not proficient in reading and writing English.” A transcript written by the Grantee shall include the specialist's name on the transcript to indicate s/he has assisted in the writing of the transcript. 

11. [bookmark: _Toc63934738]ODHHS Resource Specialist Program: Deaf and Hard of Hearing Technology Specialists and Deaf and Hard of Hearing Access Specialists 

[bookmark: _Toc63934739]11.1	Program Restrictions - Technology Specialist and Access Specialist 

The Grantee shall ensure that the: 
11.1.1 Grantee not participate in Admission Review and Dismissal (ARD) meetings without prior written approval from the ODHHS Director; 
11.1.2 Grantee not file formal complaints to enforcing agencies on behalf of clients without prior written approval from the ODHHS Director; 
11.1.3 Grantee not serve as a consulting or expert witness without prior written approval from the ODHHS Director; 
11.1.4 Grantee not assume an entity's responsibility for providing interpreting or CART services for an entity's service provision responsibilities; and 
11.1.5 Deaf and Hard of Hearing Access Specialist Grantee not provide advocacy services outside the realm of ensuring effective communication. 

11.2 [bookmark: _Toc63934740]Service Definitions - Technology Specialist and Access Specialist 

11.2.1 client – a person who is deaf or hard of hearing. ODHHS specialists, Grantee’s employees, subcontractors, and persons who are hearing and receiving services on behalf of a person who is deaf or hard of hearing are not considered a client.
11.2.2  entity - employers, schools, service providers, government agencies, business and organizations
11.2.3 formal complaint - a complaint regarding discrimination filed with an enforcing agency, such as Equal Employment Opportunity Commission, US Department of Justice, HHSC Office of Civil Rights, Disability Rights Texas, and Texas Civil Rights Project. 
11.2.4 new client - a client without pending services when a new service request arises unless the only pending service is a formal complaint. A new client may be counted more than one time for the reporting month.
11.2.5 out of area - when the Grantee travels 30 miles or more from the specialist’s designated office to provide services to a new client, a training, or case management services and the Grantee has travelled to and arrived at the client meeting or training site, attends staff development training, or provides systems advocacy; 
11.2.6 [bookmark: _Hlk62832053]service - an activity in-scope to the Contract in compliance with ODHHS Standards 9 and 10. Brief referrals to other community resources alone are not considered a service.
11.2.7 training - a live presentation with the intent to educate and provide information to a large group and shall be:
11.2.7.1 substantive in content, not to be a brief introduction of Grantee services; and
11.2.7.2 advertised at least 2 calendar days in advance or have an entity’s invitation on file.

[bookmark: _Toc63934741]11.3	Fee for Service - Technology Specialist and Access Specialist 

Grantee will be compensated for services provided in compliance with the Contract based on the service level attained. A fee is paid not more than one time per month as follows: 

11.3.1 Administrative Fee – determined by the percent of all goals being met; 
11.3.2 Case Management Fee – determined by the number of hours of case management services provided in compliance with ODHHS Standards 9.2 and 10.2 Case management services provided to a client cannot be counted towards new clients served or clients trained.
11.3.3 Clients Served Fee - determined by the number of new clients served and clients trained; 
11.3.4 Entity Training Fee - determined by the number of trainings provided, cancelled in less than 24 hours due to unforeseen circumstances, or if no individual attends. Trainings shall be to entities with the intent to provide education and information on working with or serving persons who are deaf or hard of hearing. Multiple trainings provided on the same date and to the same entity shall be considered one training; 
11.3.5 [bookmark: _Hlk51229492][bookmark: _Hlk51234034]Out of Area Travel Fee - determined by the number of days the Grantee served a new client, had a training, provided case management, or provided systems advocacy out of area; 
11.3.6 Staff Development Fee – determined by the number of:
11.3.6.1 days the Grantee attended a staff development training out of area on topics related to the provision of services in compliance with ODHHS Standards 9.2 and 10.2, or
11.3.6.2 hours the Grantee attended trainings in compliance with ODHHS Standards 2.2;
11.3.7 Systems Advocacy Fee - determined by the number of hours of education and information to influence a system-wide change services were provided in compliance with ODHHS Standards 10.2.

Grantee will not be paid unless Grantee is in compliance with the Contract or until a plan to become in compliance is approved by the ODHHS program contact and implemented by the Grantee. 

[bookmark: _Toc63934742]11.4	Monthly Reporting Requirements - Technology Specialist and Access Specialist 
[bookmark: _Hlk51234637]
Reports shall contain the following program information: 
11.4.1 number of new clients served and clients trained;
11.4.2 number of trainings provided, including: 
11.4.2.1 training dates;
11.4.2.2 type of training (in-person or online, client or entity);
11.4.2.3 presenter name;
11.4.2.4 entity name;
11.4.2.5 number of entity training attendees; 
11.4.2.6 for online client trainings:  number of attendees who reside in the specialist’s assigned service area or who reside in another service area approved by ODHHS to serve;
11.4.2.7 training topics; 
11.4.2.8 number of hours, in 15-minute increments, for the portion of the training the Grantee presented; and
11.4.2.9 canceled or no-show entity trainings; and
11.4.3 county served for out of area services and trainings;
11.4.4 number of days of travel to serve a new client or train clients and provide case management or systems advocacy services out of area; 
11.4.5 number of clients served and number of hours worked in 15-minute increments under case management services and a brief summary of case management services provided;
11.4.6 number of hours of systems advocacy worked in 15-minute increments and summary of efforts made; 
11.4.7 overview of progress toward obtaining minimum goals set by the Contract, including an explanation for any goals not achieved and steps taken to achieve the goal in future months; 
11.4.8 staff development course titles and number of days attended out of area;
11.4.9 number of hours in 15-minute increments of training attended in compliance with ODHHS Standards 2.2; 
11.4.10 number of interventions made to state agencies, including a brief description (Access Specialist only); 
11.4.11 narrative of any special challenges faced or areas of concern in providing services; 
11.4.12 brief narrative of any activities performed in preparation for future major activities; and
11.4.13 any other information that ODHHS requires. 

[bookmark: _Toc63934743]11.5	Records - Technology Specialist and Access Specialist 

Grantee shall keep and maintain records sufficient to determine contract compliance. At a minimum supporting documentation shall include: 
11.5.1 client name (served and trained), contact information, if the client is deaf or hard of hearing, or a third-party validation when a minor’s name cannot be released;
11.5.2 original or system-generated electronic sign-in-sheets for client training or third-party validation when a minor’s name cannot be released that includes:
11.5.2.1 number of minors trained who are deaf;
11.5.2.2 number of minors trained who are hard of hearing; and
11.5.2.3 third-party contact information; 
11.5.3 services requested by a client and date requested; 
11.5.4 summary of client requested services provided to include service provision status as pending or resolved and date resolved; 
11.5.5 training type (in-person or online, client or entity);
11.5.6 training topics covered;
11.5.7 marketing materials that verify the training was advertised at least 2 calendar days in advance or an entity's invitation;
11.5.8 number of hours of training, case management, and systems advocacy provided;
11.5.9 dates of staff development and hours of ODHHS required training attended;
11.5.10 dates of travel, address where service was provided and training held, and number of miles of travel out of area;
11.5.11 validation from the entity of training provided and number of persons trained;
11.5.12 verification a training was cancelled or was an audience no-show; 
11.5.13 county client resides;
11.5.14 county the in-person training occurred; 
11.5.15 verification of clients invited to provide feedback about services received according to Grantee’s approved client satisfaction plan; and 
11.5.16 verification for SADS equipment purchased. 

12. [bookmark: _Toc63934744]Specialized Telecommunications Assistance Program Outreach and Training (STAP) 

[bookmark: _Toc63934745]12.1	Purpose - STAP 

The purpose of the Specialized Telecommunications Assistance Program Outreach and Training is to assist persons with disabilities, whose disability interferes with their ability to access the telephone networks, to obtain specialized telecommunications devices or services to facilitate access to the telephone networks. 

Only a grantee awarded a contract for STAP Outreach and Training services shall comply with this section. 

[bookmark: _Toc63934746]12.2	Grantee Requirements – STAP

The Grantee shall: 
12.2.1 establish a STAP Specialist as the staff person to provide services in accordance with the Contract and as the certifying entity on a STAP application; 
12.2.2 identify potentially eligible applicants of the program, assist them in the application process, appropriately certify qualified applicants and check applications for accuracy, thus reducing errors on the applications; 
12.2.3 provide information about specialized telecommunications devices and services and provide hands-on training regarding those devices and services. This process assists applicants who become clients in the selection of an appropriate assistance device to meet their individual needs; and 
12.2.4 serve all disability groups. 

[bookmark: _Toc63934747]12.3	Program Restrictions – STAP

The following are program restrictions: 
12.3.1 all devices purchased shall be pre-approved by ODHHS, be authorized by a STAP voucher and shall not cost more than the voucher value; 
12.3.2 STAP vendors are not eligible for program funds; 
12.3.3 applications obtained by a Grantee shall be sent to the ODHHS program contact at P.O. Box 12904: Mail Code 3027, Austin Texas 78711. Applications sent to a different address than that established by this Contract may not be considered applications certified under this Contract; and 
12.3.4 applications are considered certified for the month in which the latter of the applicant's or Grantee's application signature date. Applications certified for one month cannot be used for another month. 

[bookmark: _Toc63934748]12.4	Monthly Reporting Requirements – STAP

Reports are to contain the following program information: 
12.4.1 number of applications submitted by disability; 
12.4.2 number of equipment demonstrations to applicants certified by a different certifier; 
12.4.3 number of equipment setups; 
12.4.4 number of certifications of applicant inappropriately certified by a different certifier; 
12.4.5 number of client satisfaction surveys distributed; 
12.4.6 overview of progress toward obtaining minimum goals set by the Contract, including an explanation for any goals not met, and steps taken to meet the goal in future months; 
12.4.7 narrative of any special challenges faced or areas of concern in providing services; 
12.4.8 brief narrative of any activities performed in preparation for future major activities; 
12.4.9 a unique applicant identifier for each appropriately certified application; and 
12.4.10 any other information that ODHHS requires. 

[bookmark: _Toc63934749]12.5	Required Supporting Documentation – STAP

Grantee will be paid a fee per complete, accurate and appropriately certified application certified by the Grantee’s STAP Specialist. A complete application contains the required information requested on the application including applicant’s information and original signature, appropriate device selection in relation to the applicant's disability, accurate and complete disability description and certifier’s information and original signature, a valid proof of Texas residency and the STAP contract cover form signed by the applicant. Grantee shall provide a unique applicant identifier that contains the contract number for each application submitted. See Appendix A of the ODHHS Standards.  

Grantees are to submit to ODHHS supporting documentation for the month within ten-calendar days from the date the required monthly report is submitted. Applications shall apply to the month of service based on the later of the certifier's or applicant's signature date. Applications certified in one month cannot be used toward service of another month.

[bookmark: _Toc63934750]12.6	Duplicate Applications – STAP

Duplicate applications certified under this Contract shall not be reimbursed unless: 
12.6.1 applicant is applying under a qualified change of disability, or 
12.6.2 applicant must re-apply due to the applicant applying more than six months prior to his/her anniversary date. If an applicant’s anniversary date is more than six months from the date ODHHS receives the application, the applicant will receive a letter stating s/he will need to re-apply. The Grantee will be reimbursed one time for: 
12.6.2.1 certifying an application that is submitted more than 6 months prior to the applicant’s anniversary date. 
12.6.2.2 certifying an application that is submitted within the 6 months prior to anniversary date. 
12.6.3 any other application that is certified by the Grantee’s STAP Specialist that is a duplicate application from the Grantee shall not be reimbursed. 

[bookmark: _Toc63934751]12.7	Fees for Service – STAP

The following fees shall be established for services provided: 
12.7.1 Application Fee for a completed and appropriately certified application by the STAP Specialist. Fee includes time to demonstrate equipment. If an application submitted by the Grantee is not complete or appropriately certified, the Grantee will be notified through the online ODHHS Contract Reporting application. Grantee has fourteen calendar days from initial notification to submit the required information to be compensated for the application. 
12.7.2 Application Fee SGD for a completed and appropriately certified Speech Generating Device (“SGD”) application by the STAP Specialist who shall be a licensed Speech Language Pathologist. 
12.7.3 Re-applying Application Fee for an application resubmitted due to an application submitted more than 6 months prior to the anniversary date. 
12.7.4 Certification Fee for a completed certification for someone inappropriately certified by another certifying entity. 
12.7.5 Demonstration Fee for demonstration of equipment for an applicant certified by someone other than Grantee. 
12.7.6 Setup Fee for installation and setup of equipment for a voucher recipient that has exchanged a voucher for equipment. 
12.7.7 ODHHS Required Training Fee - when attending trainings in compliance with ODHHS Standards 2.2. Fee is per hour of training attended. 

[bookmark: _Toc63934752]12.8	Records - STAP

Records shall substantiate activities reported. Records shall include: 
12.8.1 copies of the STAP applications; 
12.8.2 copies of the STAP contract cover forms; 
12.8.3 copies of the STAP certification form; 
12.8.4 sign-in sheets including electronic sign-in-sheets for group trainings to include attendees name; 
12.8.5 documentation to verify client satisfaction surveys were given to clients according to Grantee’s approved plan; and 
12.8.6 verification for SADS equipment purchased. 

(Remainder of Page Intentionally Left Blank)




STAP Cover Form



____________________________________________________________________
Grantee and Contract Number


______________________________________________                ________________
                              STAP Specialist                                                      Applicant ID #


Part A -- Application Assistance
	I was assisted by the STAP Specialist in completing the application for a specialized device for the telephone.  The STAP Specialist provided information about the devices available under this program that will assist me in using the telephone.

	
Applicant Signature:                                                                     Date:




Part B -- Equipment Demonstration
	The STAP Specialist took the time to show me different devices available under the STAP for using the telephone.  I was able to try several devices to determine which device worked best for me.  

	
Applicant Signature:                                                                     Date:




Part C -- Equipment Setup
	The STAP Specialist setup the telephone or equipment I received with a STAP voucher and I was able to make a call using the equipment.  The Specialist explained how to use the equipment.  

	
Applicant Signature:                                                                     Date:
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