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H07-074– Procedure
December 4, 2007 
	TO: 
	Home and Community Services (HCS) Division Regional Administrators 

	FROM:
	Bill Moss, Director,  Home and Community Services Division

	SUBJECT: 
	THE APS ABUSE REGISTRY

	Purpose:
	This MB provides the APS Abuse Registry procedural information needed to enable the APS regional staff/Legal Benefits Attorney (LBA) designated in each region to begin to enter information and respond to public disclosure requests. 

	Background:
	The APS Chapter of the Long-Term Care Manual, issued 5/29/2007, contained information about the APS Abuse Registry and directed regional APS staff to begin entering information into the registry tool (see pages 95 & 96 of the Word version).   However, because the chapter did not provide sufficient procedural information, data entry has remained at headquarters. 

	What’s new, changed, or

Clarified
	· The procedures in the Placing the Perpetrator on the APS Abuse Registry section of the APS Chapter of the Long-Term Care Manual are clarified. 

· The regions will now enter their own final findings into the APS Abuse Registry. 

	ACTION:
	Effective immediately: 
· The attached Placing the Perpetrator on the APS Abuse Registry replaces the section of the same name on pages 95 & 96 in the 5/29/2007 APS Chapter of the Long-Term Care manual. 

· The APS Program Managers, APS Supervisors and APS LBAs are provided with direct access to the APS Abuse Registry.

· Each region will designate the APS Program Manager, APS Supervisor and/or LBA responsible for the timely and accurate entering and maintaining of regional final findings in the APS Abuse Registry.

	Related 
REFERENCES:
	APS Chapter of the Long-Term Care Manual (Chapter 6)

	ATTACHMENT(S):   
	Section of APS Chapter - Placing the Perpetrator on the APS Abuse Registry:
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	CONTACT(S):
	Lori Melchiori, APS Program Manager

(360) 725-2531

melchl@dshs.wa.gov
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Placing the Perpetrator on The APS Abuse Registry


The department will maintain a registry of final findings and, upon request of any person, may disclose the identity of a person or entity with a final finding of abandonment, abuse, financial exploitation or neglect.


· The substantiated, initial finding becomes a final finding:


· If the alleged perpetrator did not contact the Office of Administrative Hearings to request an administrative hearing within 30 calendar days of notification of the substantiated, initial finding; or


· When the ALJ dismisses the hearing following default or withdrawal by the alleged perpetrator; or 


· When the ALJ issues an initial order upholding the substantiated finding and the alleged perpetrator fails to file a request for review of the ALJ's initial decision with the department's board of appeals (BOA) consistent with the procedures contained in Chapter 34.05 RCW and Chapter 388-02 WAC; or


· When the board of appeals issues a final order upholding the substantiated finding when a request for review to the department's BOA is made consistent with the procedures contained in Chapter 34.05 RCW and Chapter 388-02 WAC.
 

· When the finding is final, designated regional staff will:


· Enter the individual or entity into the APS Abuse Registry; and

· Make a note in the APSAS SER stating that the name of the perpetrator has been added to the Abuse Registry. 

· The APS Abuse Registry entries for individuals with a date of birth identifier will upload to BCCU nightly for inclusion in DSHS-affiliated background check results. Only the Name fields and Date of Birth transmit to the BCCU.

· Designated regional staff will ensure the information in APSAS and the Abuse Registry match one another and will update entries in either system as needed to maintain currency and accuracy.  

Steps to Add a Name to the APS Abuse Registry

Note:  Designated APS program manager, APS supervisor, and/or LBA in each region will be provided access to the APS Abuse Registry by HQ APS IT staff. 

Step 1: Log-in using your APSAS User ID and password.

Step 2: The “Search” screen is automatically displayed after log-in.  Before adding a name, always use this tool to determine if an individual or entity has previously been entered into the Abuse Registry.

a. Enter search criteria information in one or more of the fields (Note: The system will automatically display names that are similar to, or may sound like, the name you entered. For a broader search, enter less search criteria information.); 

b. Click the “Search” button; 


c. Potential search responses: 


· “No Abuse Registry Items Found” or 


· A list of all records matching some or all of the search criteria will be displayed. Click the “ID” number beside the name to open an individual registry record and determine if this record is a previous entry for the same individual or entity.  

· Look at the “Abuse Registry Status” field to determine the Abuse Registry/BCCU status of the information:

		Status

		Meaning

		Is this a publically disclosable final finding?



		BCCU Submit

		This name and date of birth are currently on the APS abuse registry and at BCCU.

		Yes






		BCCU Retract

		This record (name & DOB) is not currently on the Abuse Registry or at BCCU. It was previously submitted but has been removed. 

		No



		BCCU Resubmit

		This name and DOB are on the abuse registry and at BCCU. This status code is used to resubmit the record following use of the “BCCU Retract” status code.

		Yes



		Entity Finding

		This is a final finding, but it is not at BCCU because BCCU only includes individual findings. 

		Yes



		NO DOB

		APS unable to locate a Date of Birth for this individual.  This name is on the APS Abuse Registry, but cannot be submitted to BCCU without that piece of identifying information. 

		Yes



		Previously Submitted

		This name and DOB were previously submitted to BCCU in conjunction with a different APS case. This final finding is on the APS Abuse Registry, but this status code prevents the transmission of a duplicate name and DOB record to BCCU. 

		Yes



		Data Error – review

		There is a problem with the information. A record with this status code will not be transmitted to BCCU. 

		No





Step 3: Click “Return to Search” to go back to the main Search page. 

a. Use the “Clear Search Criteria” button to erase the previous criteria in preparation for a new search; or 

Step 4: Click “Add New Item” to add an entry to the APS Abuse Registry.


a. Enter as much information as is known into all of the displayed fields;

b. Leave the field blank if the information is unknown;

c. Do not enter dates. The date fields will auto-populate;

· Name: Enter the full proper name in the Abuse Registry. For example, enter the given name Joseph even if the AP goes by Joe; enter Katherine even if she goes by Kathy.  Enter the truncated name in the “alias” field in APSAS to indicate that the AP goes by Joe rather than Joseph. 

· DOB: Enter the full date of birth using the format 2 digit month, 2 digit day, 4 digit year all separated by a slash = xx/xx/xxxx 


· SS#: Use the format xxx-xx-xxxx

· Select the correct “Abuse Registry Status” field:


· BCCU Submit = use this for an individual AP if the registry “search” did not result in a previous entry with this same name and DOB. This code will send this name, DOB and optional SS# to the BCCU;

· BCCU Resubmit = use this to replace a “BCCU Retract” code. It resends an entry to BCCU;

· Entity Finding = use this anytime the AP is an entity;

· NO DOB = use this when APS is unable to locate a DOB for the AP;

· Previously Submitted = use this for an individual AP when the registry “search” did result in a previous entry with this same name and DOB combination. This code will prevent transmission of this duplicate information to BCCU. 

Step 5: Click “Update Abuse Registry” to create the APS Abuse Registry record in the system. 

· The registry tool automatically compares key pieces of information with the perpetrator screen information in APSAS. 

· A courtesy warning message will inform you of missing information or when the spelling of the name does not match the information in APSAS. Make any necessary changes to the Abuse Registry entry (or to APSAS) and click “Update Abuse Registry” to store your changes (Note: Ignore the error warning related to the period or lack of a period for a middle initial.) The warning message does not prevent the name and DOB from transmitting to BCCU.

· If a “Data error – review” message appears in the “Abuse Registry Status” field there is a serious error in the information. This record is prevented from transmitting to BCCU.  The most common reasons for this message are: The disposition in the identified APSAS case does not contain a “substantiated” finding; The incorrect case number was entered into the Abuse Registry (so none of the information matches between the abuse registry and APSAS); 

· The data has been successfully added and a new record created in the APS Abuse Registry when this message appears at the top of the page “New Abuse Registry ID [a number automatically assigned by the system] added” 

Multiple Entries:  Involving Alias Information, Multiple Cases or an Individual Previously Entered into the Abuse Registry

· Each alias requires a unique registry entry (e.g., for multiple dates of birth, multiple social security numbers; multiple names or combinations of names). Note: A common nickname or shortened form of a proper name is not considered an alias and does not require multiple entries in the APS Abuse Registry. Enter the full name in the Abuse Registry. For example, enter the given name Joseph even if the AP goes by Joe; enter Katherine even if she goes by Kathy.  Enter the truncated name in the “alias” field in APSAS to indicate that the AP goes by Joe rather than Joseph. 

· BCCU will not accept the exact same registry information a second time for an individual. However, BCCU will accept a second record if it contains alias information (because it isn’t an exact duplicate of the previous submission).


· If the finding is final for more than one Case ID, each case must have its own Abuse Registry entry. For example if grandson financially exploited grandfather and grandmother – there are two case IDs and each must be entered separately into the Abuse Registry.


Step 1: Follow the directions above to search the registry and find a previous record for this individual in the APS Abuse Registry - or if no previous record exists then enter the first record in the APS Abuse Registry with:


· The “Name Status” field indicating “Investigated name” (this name, DOB and SS# in this registry entry must exactly match what is in APSAS); and

· The “Abuse Registry Status” field as “BCCU Submit”

· Click “Update Abuse Registry” to submit this information into the Registry. An “Abuse Registry ID” number at the top of the page verifies that the record has been accepted. 

Step 2: Select “Copy this entry” to avoid retyping all the information for the second entry. 

· If there is a previous date in the “Date Provided to BCCU” field that came  with the record when you selected “Copy this entry”, you need to change it to the date you are making the current entry;


· Also, delete any irrelevant text in the “Notes” field that automatically transferred over from the original Abuse Registry record when you selected “Copy this entry”.

Step 3: To make the second registry entry, change the field(s) that contain the alias piece(s) of information and modify the other fields as follows:

· If only the APSAS case ID is different (there is no difference in the name or birth date or social security number), change it and:


· Leave the “Name Status” field as “Investigated name”; and 

· Change the “Abuse Registry Status” field to “Previously Submitted.” 

· If only the name is different, change it and: 

· Change the “Name Status” field to “Alias name”;  


· Leave the “Abuse Registry Status” field as “BCCU Submit”;

· Always make a note in the “Notes” box indicating the other name(s) used by this person. The “aka: (insert name)“ note alerts anyone looking at the registry record that the individual is known by APS to use another name and it provides a cross reference to the other APS Registry Record(s) for that individual.  Remember to also add the “aka” note to the original “Investigated name” APS Registry Record.

· If only the birth date is different, change it and:

· Change the “Name Status” field to “Alias name”; and 


· Leave the “Abuse Registry Status” field as “BCCU Submit”. 


· If only the social security number is different, change it and:

· Change the “Name Status” field to “Alias name”; and 


· Leave the “Abuse Registry Status” field as “BCCU Submit”. 


Removing (or Resubmitting) a Registry Entry 

In the following limited circumstances an entry (name/finding) will be removed from the registry:

· If the judicial review does not uphold the APS finding, change the “Abuse Registry Status” code to “BCCU Retract.”  The record for that finding (name and DOB combination) will be removed from BCCU during the next transmission between the APS Abuse Registry and BCCU.  Remember to also retract any other APS Abuse Registry records associated with that finding (e.g., alias names or multiple APSAS case IDs).  Change the APSAS disposition screen and make a note in the APSAS case SER to document these changes; 


· If the AP requests an administrative hearing after the finding became final for failure to request a timely hearing, remove the name from the APS Abuse Registry pending the decision by the judge to dismiss or accept the AP’s request by changing the “Abuse Registry Status” code to “BCCU Retract.” If the untimely request is dismissed or if the APS finding is upheld, place the name/finding back onto the APS Abuse Registry by calling up the record and changing the “Abuse Registry Status” to “BCCU Resubmit”.  Make a note in the APSAS case SER to document this change. 

· If the finding became final after the judge issued an order of dismissal following withdrawl or default by the AP, and if the AP requests reinstatement of the hearing, then leave the name on the registry until it is determined whether the hearing to challenge the APS finding will proceed. If so, retract the name from the registry. Resubmit the name if APS prevails (e.g., the hearing is subsequently dismissed or the APS finding is upheld).  Make a note in the APSAS case SER to document each of these changes. 


Responding to Requests for Registry Information 

 APS does not maintain nor distribute “a list” of people on the registry, but if asked, APS will confirm whether a specific individual has been placed on the APS Abuse Registry.  


Follow these steps to respond to a specific request to disclose whether an individual is on the registry:


· Obtain the name and date of birth of the subject of the search from the person making the inquiry. It is preferable to get this information in writing to minimize the possibility of error;

· Search the APS Abuse Registry;


· Tell the requestor the APS Abuse Registry dates back to October 2003 and includes only APS final findings of abuse, abandonment, neglect, and financial exploitation since that time; and respond according to the results: 


· When there is no match  (no one has that name and DOB), inform the requestor: I am confirming that there is no one with that name and DOB listed on the APS Abuse Registry at this time. 

· When there is a partial match, inform the requestor that the APS Abuse Registry has an individual with that name, but we cannot confirm at this time whether it is the same person. Examples of a partial match include:

· Name spelled slightly differently, same DOB;


· Name spelled the same, DOB doesn’t match;


· Name spelled the same, but APS records do not have a DOB or other identifying information.

· When there is an exact match of the name and DOB, inform the requestor: I am confirming that an individual with that name and DOB is listed on the APS Abuse Registry at this time.

· In response to follow-up questions by the requestor:


· If the requestor is a DSHS/AAA employee with a need to know, APS may provide a copy of the Outcome Report or other pertinent case record information.  

· If the request was a public disclosure request, the only additional information you may provide in response to a follow-up question by the requestor is:

· The victim was a “vulnerable adult”;


· The date that the final finding was added to the APS Abuse Registry/BCCU;

· The final finding type of mistreatment - abuse, abandonment, neglect, financial exploitation;

· The AP was provided the opportunity to request an administrative hearing to challenge the finding;

· If the finding became final after a hearing you can offer to provide a copy of the OAH/BOA decision and judge’s order.


