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STATE OF WASHINGTON

DEPARTMENT OF SOCIAL AND HEALTH SERVICES

Aging and Long-Term Support Administration

Residential Care Services
R019-069 - INFORMATION
September 20, 2019
	TO: 
	RCS Regional Administrators

RCS Field Managers

RCS Management Team

RCS Compliance Specialists

	FROM:
	Candace Goehring, Director

Residential Care Services

	 SUBJECT: 
	NEW STANDARD OPERATING PROCEDURES (SOP), CHAPTER 9 -  PUBLIC DISCLOSURE AND DISCOVERY (PDD) FOR ALL RCS STAFF 

	Purpose:
	To inform staff of the legal responsibilities of public disclosure and to provide a standardized process for answering information and record requests.

	Background:
	Any RCS staff could receive a request for information or records. SOP Chapter 9 contains current procedures that guide RCS staff on the process to follow for all inquiries for information or records and who to contact, while protecting confidential materials. 

	What’s new, changed, or

Clarified:
	The SOP outlines:
· Specific procedures on how to direct and/or answer requests.
· How to answer requests from the Attorney General.
· Attachments for quick access to laws, exemptions, retention schedules etc.
· Management Bulletins (MB) R04-027, R08-032, and R08-050 are incorporated in the Chapter and are rescinded.

	ACTION:
	RCS Staff will:

· Review the Public Disclosure and Discovery SOP.
· Implement the SOP procedures for all information and record requests.  

	Related 
REFERENCES:
	RCW Chapter 42.56

	ATTACHMENTS:   
	1. SOP Chapter 9: Public Disclosure and Discovery 

	CONTACTS:
	Jaclyn Ford, Regulatory Quality Improvement Program Manager,

(360) 725-2410
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