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H04-022 – Policy / Procedure
April 2, 2004

	TO: 
	HCS Regional Administrators

APS Program Staff

Legal Benefits Advisors/Attorneys

	FROM:
	Penny Black, Director, Home and Community Services Division

	SUBJECT: 
	APS NOTIFICATION LETTERS 

	Purpose:
	This MB provides APS with revised and new notification letters.    

	Background:
	APS provides an alleged perpetrator and specific agency employers with written notification of substantiated findings of abuse, abandonment, neglect and financial exploitation. The notification letters required modification to include the new right of all alleged perpetrators to request a hearing to challenge an APS substantiated finding.


	What’s new, changed, or

Clarified

 
	Changed

· Revised:   Alleged Perpetrator Notification letter template 

· Revised:   Agency/Program Notification (optional letter)

New 

· New:   Entity Notification letter template

· New:   Request for Adult Protective Services Hearing form

· New:   Finding Change Notification letter template

Clarified

The documents attached to this MB replace all of the previous substantiated finding notification letters used by APS.

	ACTION:
	Effectively immediately.  

To provide notification of a substantiated finding to the Alleged Perpetrator (AP)

1. Use the appropriate template to create a notification letter to mail to the alleged perpetrator (attachments #1 and/or #2); and

2. Enclose a Request for Adult Protective Services Hearing form (attachment #3) with the substantiated finding notification letter to the alleged perpetrator.

a. Insert this information into the Request for APS Hearing form where indicated: 

· The address and fax of the OAH field office (from attachment #4) serving the APS office that made the substantiated finding.  Insert the same address and fax in both the notification letter and the hearing request form;

· The APSAS Case ID number(s) (not the report ID);

· The location of the APS office sending the notification letter. 

To provide notification of a substantiated finding to the Agency/Program for whom the AP is employed, contracted or volunteers

Use attachment #5 to create the notification letter.    
To provide notification that APS has changed a substantiated finding

If the AP was notified of a substantiated finding and APS subsequently determines a preponderance of the evidence does not support a decision to substantiate the allegation, and a hearing has not been held to challenge the original finding, then APS will:

a. Change the disposition in APSAS;

b. Make an SER entry noting the change and reason for the change (e.g., investigation reopened, mitigating evidence provided);

c. Use attachment #6 to create a Finding Change Notification letter;

d. Send the letter to the AP certified mail/return receipt requested and regular mail; 

e. Provide a courtesy copy (c) of the letter to anyone APS provided notification of the original  substantiated finding; and 

f. File a copy of the letter in the APS Case Record.   

To notify an AP that the APS investigation did not substantiate the allegation against them

Continue to use the current Chapter 6, Appendix “I” letter template to create a letter to send to alleged perpetrators who requests documentation that the allegations were not substantiated against them.  

	Related 
REFERENCES:
	RCW 74.34 Abuse of Vulnerable Adults
WAC 388-71-0116; WAC 388-71- 0150
Long-Term Care Manual, Chapter 6

	ATTACHMENT(S):   
	#1  Letter Template: Alleged Perpetrator Notification 

#2  Letter Template: Entity Notification 

#3  Form: Request for Adult Protective Services Hearing 

#4  List of Office of Administrative Hearings’ Field Office Addresses
#5  Letter Template: Agency/Program Notification
#6  Letter Template: Finding Change Notification

	CONTACT(S):
	Lori Melchiori, APS Program Manager

360-725-2531 or melchl@dshs.wa.gov 


























