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GENERAL LETTER NO. 16-G-31 

ISSUED BY: Bureau of Child Welfare and Community Services,  
Division of Adult, Children and Family Services 

SUBJECT: Employees’ Manual, Title 16, Chapter G, DEPENDENT ADULT 
PROTECTIVE SERVICES, pages 80, 90 through 93, 99, 103, and 105, 
revised. 

Summary 

Chapter 16-G is revised to: 

♦ Remove references to obsolete form 470-0612, Request for Dependent Adult Abuse 
Registry Information.  Form 470-0612 is merged with form 470-0643, Request for 
Child and Dependent Adult Abuse Information. 

♦ Remove references to obsolete form 470-4531, Authorization for Release of 
Dependent Adult Abuse Information.  Form 470-4531 is merged with form 
470-3301, Authorization for Release of Child and Dependent Adult Abuse 
Information. 

Effective Date 

February 1, 2016 

Material Superseded 

This material replaces the following pages from Employees’ Manual, Title 16, Chapter 
G: 

Page Date 

80 July 9, 2010 
90, 91 September 25, 2009 
92 July 9, 2010 
93, 99 September 25, 2009 
103 October 14, 2011 
105 September 25, 2009 

Additional Information 

Refer questions about this general letter to your area service administrator. 
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Case Records 

This section includes policies on: 

♦ Evaluation and assessment case records 
♦ Sealing and expungement of reports 

Evaluation and Assessment Case Records 

Legal reference: Iowa Code Sections 235B.3 and 235B.9; 441 IAC 176.6(235B) 

Evaluation and assessment case records may contain the following documents and 
information, depending on how many are available in SODA and how many you 
have on hard copies: 

♦ Suspected Dependent Adult Abuse Report, 470-2441, or other written report 
from a mandatory reporter. 

♦ Dependent Adult Abuse Services Intake, 470-0657. 

♦ Dependent Adult Abuse Evaluation or Assessment Report, 470-0688. 

♦ Dependent Adult Abuse Report Request for Extension, 470-0627, if applicable. 

♦ Adult Protective Notification, 470-2444. 

♦ Request for Child and Dependent Adult Abuse Information, 470-0643, if 
applicable. 

♦ Any other correspondence and other materials relating to the evaluation or 
assessment. 

Every document attached to the report becomes part of the report and must be 
included when the report is disseminated to people who have access to that 
report.  Attach documents to the report only when the entire document includes 
information directly related to the abuse allegation. 

Include information from physicians, psychiatrists, psychologists, and law 
enforcement agencies only if necessary to support the findings of the report.  Do 
not include information that is not related to the abuse allegation.   
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Indicate the distribution as you normally would and type “Contact Notation” for the 
subject.  Remember to include the name of the caller, the caller’s phone number, 
what the caller’s relationship is to the Department, and a summary of the 
discussion.  Include specific questions and your responses. 

When a reporter asks questions you believe are best answered by central office 
staff, ask the reporter to call the DHS public information officer (515-281-4848) to 
locate the person most appropriate to answer the questions. 

The information officer will make sure the reporter is called by the appropriate 
person, saving you time in tracking down people.  Examples of calls you might 
refer are: 

♦ Questions about historical background on policy. 
♦ Details of legislative actions in particular areas. 
♦ The “ins and outs” of the rulemaking process. 
♦ Requests for statewide data. 

Requests for Dependent Adult Abuse Information 

Legal reference: Iowa Code Section 235B.7; 441 IAC 176.10(235B) 

Any person may request dependent adult abuse information.  Only specific 
persons have authorized access to this information.  (See Authorized Access.) 

Written requests for dependent adult abuse information are submitted to the local 
office of the Department and the Central Abuse Registry on form 470-0643, 
Request for Child and Dependent Adult Abuse Information.  Furnish a copy of form 
470-0643 to the requester.  Assist the requester in completing the form. 

Verify the identity of the person making the request.  Upon verification of the 
identity, transmit form 470-0643 to the Central Abuse Registry, unless the service 
area staff have authority to grant or deny the request.  See Requests for 
Information from Local Office for a description of local office authority. 

Requests may be made by telephone to the Central Abuse Registry when the 
person making the request believes that information is needed immediately and 
can provide information sufficient to demonstrate authorized access.  Oral 
requests must be followed within 72 hours by a written request to the Central 
Abuse Registry on form 470-0643. 
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The Registry will approve the request if authorized access is demonstrated and will 
specify the information that may be released.  See Authorized Access for policies 
governing the Registry’s decision.  The Registry returns form 470-0643 to the local 
office.  Access is limited to the information authorized. 

When releasing dependent adult abuse information to someone who has access 
under Iowa Code section 235.6, you may withhold the name of the person who 
reported the abuse if you believe the disclosure of that person’s identity would be 
detrimental to the person who made the report. 

Method of Release 

Legal reference: Iowa Code Section 235B.7(3); 441 IAC 176.10(4) 

The Central Abuse Registry will notify you of the decision made on a request.  
Inform the person making the request of the decision.  If the request was 
approved, release to the person the information specified on form 470-0643, 
Request for Child and Dependent Adult Abuse Information. 

File the completed form 470-0643 with the Registry when the dependent 
adult abuse information is released, except when the release is to: 

♦ An employee of the Department as necessary to the performance of the 
employee’s official duties. 

♦ The county attorney. 

♦ The attorney representing the Department. 

♦ Someone requesting information included in form 470-0688, Dependent 
Adult Abuse Evaluation or Assessment Report, for an assessment (reports 
of confirmed, not registered abuse and abuse resulting from the 
dependent adult’s acts or omissions).  The Registry does not have access 
to this information. 

In these cases, the service area manager or designee has authority to 
determine access.  Complete form 470-0643, Request for Child and 
Dependent Adult Abuse Information, and file it with the local office where the 
dependent adult’s case file is maintained.   
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Requests for Information from Local Office 

The service area manager or designee shall approve dissemination of 
dependent adult abuse evaluation information (reports when there is a 
person other than the dependent adult responsible for the abuse) to: 

♦ Subjects of a dependent adult abuse evaluation report, which include the 
dependent adult, an attorney, or guardian for the dependent adult, the 
guardian’s attorney, the person responsible for the abuse, and the person 
responsible for the abuse’s attorney. 

♦ Persons involved in an evaluation, which may include health practitioners, 
mental health professionals, DHS, or DIA evaluators, law enforcement 
officials assisting in the evaluation, a multidisciplinary team, and the 
mandatory reporter in a specific case. 

♦ Judicial and administrative proceedings, including county attorneys, the 
district court (with finding that information is necessary), court or 
administrative hearings for an appeal to correct or expunge information, a 
court or administrative agency making an unemployment compensation 
determination for a person who is a subject of a dependent adult abuse 
report, and expert witnesses in a trial. 

♦ Providers of care, including persons or agencies responsible for care or 
supervision, DHS employees who need the information to carry out their 
duties, and health care facility administrators or designees. 

Dependent adult abuse information released by service area manager or 
designee approval may be limited to necessary information only (disposition 
data).  “Necessary information” may be expanded to include the entire 
dependent adult abuse report. 

When releasing dependent adult abuse information to someone who has 
access under Iowa Code section 235B.6, you may withhold the name of the 
person who reported the abuse if you believe the disclosure of that person’s 
identity would be detrimental to the person who made the report of abuse. 

For requests of information: 

♦ Furnish a copy of form 470-0643 to the requester. 
♦ Assist the requester in completing the form. 
♦ Record your verification of the identity of the requester on the form. 
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NOTE:  Department employees are not required to complete form 470-0643 to 
receive dependent adult abuse information. 

If authorized access is demonstrated, the service area manager or designee 
shall approve the request and specify the information that may be released.  
If the manager or designee approves the request, the manager or designee 
submits form 470-0643 to the Registry and arranges to provide the specified 
information to the requester. 

Assessment Reports  

Legal reference: Iowa Code section 235B.3(1) 

Access to assessment report information is limited to the following persons: 

♦ Subject and their attorneys. 

♦ Persons involved in the assessment, with the exception of a health 
practitioner or mental health professional and licensing authority for a 
facility. 

♦ Department or contract personnel for performance of official duties. 

♦ Justice Department for restitution and compensation claims. 

♦ Attorney representing the Department. 

♦ Employee or agent of the Department responsible for certifying, licensing 
or approving a facility, agency, program or individual providing care to a 
dependent adult. 

Assessment reports include reports where the abuse is the result of actions of 
the dependent adult and reports that are confirmed, not registered.  
Assessments are not placed on the Central Abuse Registry.  See Sealing and 
Expungement of Reports. 

Because these records are kept in the local office, all requests for information 
on assessment reports are forwarded to the local office where the 
assessment report was completed. 

Information contained in assessment reports is handled in the same manner 
as information in a service case record.  Additional release of any assessment 
report information is contingent on the authorization of release of information 
by the dependent adult or the dependent adult’s guardian.  For additional 
information, see 1-C, RELEASE WITH SUBJECT’S AUTHORIZATION.  Form 
470-3301, Authorization for Release of Child and Dependent Adult Abuse 
Information, is required and only disposition data can be provided. 

http://dhs.iowa.gov/sites/default/files/1-C.pdf
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Judicial and Administrative Proceedings 

Legal reference: Iowa Code Section 235B.6(2)(d) and 441 IAC 176.10(3) 

The local office approves release of founded dependent adult abuse 
evaluation information to: 

♦ The county attorney.  (Form 470-0643, Request for Child and Dependent 
Adult Abuse Information, is not required.) 

♦ The district court, upon a finding by the court that the information is 
necessary for resolution of an issue arising in any phase of a case 
involving dependent adult abuse or a district court involved in an 
adjudication or disposition of a dependent adult named in a report. 

♦ To a court or administrative agency hearing an appeal for correction of 
dependent adult abuse information.  (Form 470-0643, Request for Child 
and Dependent Adult Abuse Information, is not required.) 

♦ To an expert witness or a witness who testifies at any stage of an appeal 
necessary for correction of dependent adult abuse information. 

♦ To a court or administrative agency making an unemployment 
compensation determination. 

County attorneys also have access to unfounded dependent adult abuse 
information.  County attorneys do not need authorization for access.  In all 
court proceedings, dependent adult abuse information must be released only 
upon an order of the court or when the county attorney issues a subpoena. 

If you are subpoenaed to provide information in a district court proceeding, 
you must provide the information only when specifically directed by the court 
to do so.  Notify the Central Abuse Registry of any release of dependent adult 
abuse information directed by a district court. 

You, your supervisor, and the attorney representing the Department must 
decide whether testimony from an expert witness is necessary during any 
stage of an appeal.  When it is decided to call an expert witness, follow the 
local office request procedure. 
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When releasing dependent adult abuse information to someone who has 
access under Iowa Code section 235.6, you may withhold the name of the 
person who reported the abuse if you believe the disclosure of that person’s 
identity would be detrimental to the person who made the report.  

Registry and other Department personnel and the long-term care resident’s 
advocate also have access to unfounded dependent adult abuse information 
when necessary in the performance of their duties.  Department personnel do 
not need to complete form 470-0643, Request for Child and Dependent Adult 
Abuse Information, to access dependent adult abuse information. 

Researchers receive only that information necessary to implement the 
research design.  No details identifying any subject of an evaluation or 
assessment are released to a researcher unless they are essential to the 
research.  All individually identified information must be removed from any 
intermediate or final research report. 

Information released to the Department of Justice for purposes of 
establishing eligibility for payment of victim’s assistance shall be limited to 
the existence of a report and the referral date of the report. 

When you receive requests for information from another state, send the 
requester form 470-0643.  Upon return of the completed form, verify the 
requester’s identity by telephone contact and then forward the request to the 
Central Registry. 

When necessary, this process can be expedited by referring the requester 
directly to the Central Abuse Registry.  The Central Registry will verify the 
requester’s identity by telephone contact and will release necessary 
information to the other state by telephone.  Written dependent adult abuse 
information may be forwarded to the requesting state with a form 470-0643 
attached for return to the Central Registry. 

Background Checks in Facilities and Waiver Agencies 

Legal reference: Iowa Code Section 235B.6(2)(c) and 235B.6(2)(e) 

The administrator or the administrator’s designee in a health care facility or a 
medical assistance home- and community-based services waiver agency may 
request dependent adult abuse information directly from the Central Registry for 
the purpose of hiring staff or continued employment of staff.  The Registry will 
disseminate the information to the administrator or the administrator’s designee. 



Title 16:  Individual & Family Support & Protective Services Page 105 

Iowa Department of Human Services Employees’ Manual 

Chapter G:  Dependent Adult Protective Services Release of Dependent Adult… 
Revised January 29, 2016 Background Checks for Employers Without Other Access 

The administrator of the agency requesting the background check and the 
prospective employee must complete and sign form 470-3301, Authorization for 
Release of Child and Dependent Adult Abuse Information.  The employer then 
mails or faxes the form to the Central Abuse Registry, which completes the form 
and mails or faxes it back to the employer. 

The only information the employer will receive is whether or not the Central Abuse 
Registry contains dependent adult abuse information concerning the prospective 
employee. 

Record Check Evaluations 

Legal reference: Iowa Code sections 135C.33 and 249A.29; 441 Iowa 
Administrative Code 119 

Persons named as being responsible for abuse in a founded dependent adult abuse 
report may be evaluated to determine suitability for continued employment as an 
employee for any agency providing care to an adult or child. 

For health care facilities, agencies, and programs for adults, it is up to the 
employer to determine if the person named as being responsible for dependent 
adult abuse would be suitable for the position.  The employer may request a 
record check evaluation from the Department to determine employability.  Central 
Abuse Registry personnel conduct the record check evaluations.  

Redissemination 

Legal reference: Iowa Code Section 235B.8 

Redissemination of dependent adult abuse information is prohibited and is cause 
for civil and criminal penalties.  Exception:  Redissemination is permitted when: 

♦ The redissemination is for official purposes in connection with prescribed duties 
or in the case of a health practitioner, pursuant to professional responsibilities. 

♦ The person to whom such information is redisseminated would have 
independent access to the same information as outlined in Authorized Access. 

Make a written record of the redissemination, including the name of the recipient 
and the date and purpose of the redissemination.  Forward the written record, in 
memo form, to the Registry within 30 days of the redissemination. 




