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Division of Senior and Disability Services


Adult Protective Services Policy Unit  

Subject:    Case Record Documentation
Missouri statute requires DSDS to conduct a “prompt and thorough” investigation (192.2415, RSMo). It is the responsibility of the Protective Service (PS) staff to ensure the electronic case record is clear, concise and complete in order to meet this requirement. Questions have been raised by staff regarding expectations, requirements, and guidelines regarding documentation in Case Compass. As a result, policy has been revised to provide further direction regarding how information shall be documented in Case Compass throughout an investigation. 
Documentation is an on-going process that must involve an accurate portrayal of circumstances. Information that is acquired, but not documented can lead to the situation not being accurately portrayed in the electronic case file. In situations where information is left out of the electronic case record, it is as if the event did not occur or the circumstance did not exist. Case Compass is the official client record of all actions taken regarding an Adult Protective Services report. All contacts shall be entered into Case Compass no later than 30 calendar days from the time the contact occurred.  
One of significant changes to the policy includes the requirement to complete a minimum of two Risk Assessments, one during initial contact with Eligible Adult and the second prior to concluding the investigation.  Additional risk assessments need to be completed if there are changes to the eligible adult’s level of risk during the course of the investigation.  This is an important change of practice to illustrate our involvement with the Eligible Adult by documenting the initial level of risk compared to level of risk determined at the conclusion of our case. This will help the worker determine the impact of service intervention efforts or document the attempts to assist the Eligible Adult.
An accurate reflection of circumstances of a case is important not only to ensure that the victim receives the appropriate intervention, but also due to possible involvement of the court and law enforcement. APS staff may be called upon to provide testimony in court under oath due to criminal prosecution, guardianship hearings and other court actions.

Additional feedback received from field staff assisted in the development of policy regarding documenting the following:
· Email Communications

· Supervisor Consultations
· Office of General Counsel (OGC) Consults
· Safety Concerns 
· Use of Mobile Devices

The second significant change to the documentation policy includes the elimination of 90 day extensions.  All investigations are to be completed on or before the 60th calendar day from the date the report was received by the division, unless extenuating circumstances occur.  The Adult Protective Community Supervisor (APCS) may grant permission for the delay based on appropriate documentation and legitimacy of the reason for request.  APS staff shall document that a delay was requested and a brief explanation explaining the reason for the delay in Recordings.  
Please note, further policy development is forthcoming on the utilization of assessment tools.
	NECESSARY ACTION:
1. Review this memorandum with all staff. 

2. Review revised APS Policy 1706.20: Case Record Documentation
3. All questions should be cleared through normal supervisory channels and directed to: Michelle Humphrey at Michelle.Leah.Humphrey@health.mo.gov or by calling

573-526-8502.
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APS Manual Revisions:
APS Policy 1706.20: Case Record Documentation – Revised and retitled 
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