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PURPOSE

The Reporter Notification Letter (DA-350)  provides a uniform letter for notifying reporters that a report on a Home and Community Based Services (HCBS) participant has been received, involving the HCBS provider, and is currently under investigation (in accordance with State Statute 192.2475 (10), 192.2480 (8), 208.912 (10), and 208.915 (8), RSMo).  
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The Adult Protective & Community Worker (APCW) shall contact the reporter by phone within five (5) working days of receipt of the report to ensure the reporter is aware that the investigation has been initiated.   Within three (3) working days from the receipt of the report, if the APCW has a sufficient mailing address, the APCW shall complete and mail the Reporter Notification Letter (DA-350).  The completed letter shall be attached in Case Compass.
The reporter notification letter (DA-350) shall be sent to the reporter in all instances, even if telephone contact has been made, unless the reporter cites a safety concern and feels the written notification may place him or her at risk. In that case, the written notification requirement may be waived.
  The APCW will complete the letter as follows:
Ÿ DATE:  Enter the date the letter is prepared.

Ÿ TO:  Enter the reporter's name and address.

Ÿ REPORT NUMBER:  Enter the report number. 

Ÿ WORKER INFORMATION:  The APCW will sign and print their name, complete address, county, telephone number and fax number.
The DA-350 written notification is not required for hotline reports that do not involve HCBS participants and HCBS provider staff.  

     


            




Page 1 of 1   
                                                                                                                Effective:  12/14

