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From:
Brenda F. Campbell, Interim Director


Division of Senior & Disability Services

Subject
Adult Protective Services Manual Revision

Attached are policy revisions for the Adult Protective Services Manual.

Chapter 3
Updated Chapter Summary.

1703.64
Revisions to the Risk Assessment policy provide instruction on assessing and documenting risk during the course of an investigation.  Since an assessment of risk is an integral part of every investigation, documentation shall be a part of the DA-7a.  


Exhibits A thru E are obsolete and shall be removed from this section.

1703.70
The title of the “Investigative Summary & Conclusion” policy has been changed to “Documentation of the Investigation.”  This policy has been updated to give a general outline of documentation necessary to complete the revised Investigative Summary section of the Protective Services Recording (DA-7a).  

Revisions to this policy also allow EDL cases to be reviewed by the regional designee in lieu of a supervisory review.  The regional designee shall provide feedback to the Worker and Supervisor.

Chapter 4
Updated Chapter Summary.

1704.20
The policy, “DA Protective Services”, has been changed to “DSDS Protective Services”.  Revisions have been made to allow for the opening of a PS only case without completing a DA-2 or establishing an LOC score.

1706.20
Revisions to the policy on Case Recording provide specific information on completing the Investigative Summary section of the DA-7a.
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1707.40
The DA-7a has been revised to allow for the documentation of up to three reports, to include a section for documenting the assessment of risk during an investigation, and to merge the Investigative Summary and Status of Nature Code sections.  Revised Form instructions are included.

The DA-7a is available as a Word template on the DHSS Intranet in the Forms Section of the online Protective Services Manual.  The template can be downloaded to the desktop for ease of use.  If the template is downloaded to the desktop, staff must be sure to download any subsequent revisions to the DA-7a.  Use the following procedure to download:

· Go to the online Protective Services Manual and click on Forms Index;

· Open the DA-7a;

· Click on ‘File/Save As’ and choose the drive and folder to save the template;

· Click ‘Save’ and close the document;

· Go to the My Document icon on the desktop and open the folder where the document is saved;

· Highlight the name of the document and right-click on it;

· Choose ‘Create Shortcut’; and,

· Drag the Shortcut icon to the desktop.

Several Protective Services Exhibits are also available online in the Protective Services Manual.  These include the following:

· Designation Letter (1702.80, Exhibit A)

· Information Request Letter (1703.20, Exhibit C)

· Police Report Request (1703.30, Exhibit B)

· Request to Appear (1703.50, Exhibit A)

· Provider Letter:  Request for Employee Information (1703.72, Exhibit B)

· Provider Letter:  Responding to Inquiry on Investigative Findings (1703.72, Exhibit C)

· Subpoena Cover Sheet (1703.80, Exhibit A)

Staff experiencing trouble downloading the DA-7a or other templates may contact OIS for assistance.  The configuration of individual personal computers may require some actions to be completed in a different manner.

ACTION REQUIRED

Please review the attached revisions, print, and file in the appropriate sections of your Adult Protective Services Manual.  If you have any questions, please contact Marta Fontaine at 573/526-3246 or by e-mail at Marta.Fontaine@dhss.mo.gov.

The attached policies revisions are effective upon receipt.
BFC/MF

Attachments

www.dhss.mo.gov

The Missouri Department of Health and Senior Services protects and promotes quality of life and health for all Missourians by developing and implementing programs and systems that provide: information and education, effective regulation and oversight, quality services, and surveillance of diseases and conditions.

AN EQUAL OPPORTUNITY / AFFIRMATIVE ACTION EMPLOYER: Services provided on a nondiscriminatory basis.
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