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Confidential Information

Department of Economic Security (DES)/Division of Developmental Disabilities (DDD)
adheres to statutory, administrative rule, and Departmental requirements that all personally
identifiable information obtained, and records prepared during the course of application and
provision of services concerning any applicant, claimant, recipient, employer or member is
to be considered confidential and privileged, unless otherwise provided by law.

This confidentiality includes members or persons involved in dependency actions, case
closure of parental right actions or in any protective services action.

Confidentiality Officer

Each District Program Manager (DPM) must designate, in writing, a person as confidentiality
officer and provide the name of the designee to the Assistant Director and District staff.

The confidentiality officer shall completely administer and supervise the use of all personally
identifiable information including storage, disclosure, retention, and destruction of this
information in accordance with departmental procedures of the DES and the Department of
Library, Archives and Public Records.

Confidentiality officers or their designee(s) must ensure that members/responsible persons
are notified of their rights of confidentiality regarding the disclosure of personally
identifiable information such as name, Social Security Number (SSN), ASSISTS or Arizona
Health Care Costs Containment System (AHCCCS) I.D. This notification must occur at the
time of eligibility closure and during subsequent Individual Support Plans (ISPs). Rights of
confidentiality include:

A. The right to inspect/review their own records without unnecessary delay (within 45
days) with the understanding that they may not be denied access to such records;

B. The right to be informed of the procedures for inspecting, reviewing, and obtaining
copies of their records;

C. The right to receive one copy of their medical record free of charge annually;

D. The right to be informed of a description of circumstances whereby, for legitimate
cause, the agency may deny a request for copies of a case record, even though the
record may be reviewed;

E. The right to a listing of types and locations of records maintained and the
titles/addresses of the officials responsible for such records;
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F. The right to a policy regarding written consent for release of information shall insure

that personally identifiable information shall not be released outside the DES/DDD
without the written and dated consent of the responsible person except as required
by federal law, State statute, court order, or in the event that the health or safety of
the member is in jeopardy;

G. Subpoenas are not court orders. Notify the Office of Compliance and Review (OCR)
immediately upon receipt of a subpoena for records and forward the subpoena to
that office via interoffice mail to Site Code 016F;

H. The right to file complaints;
L The right to seek correction of records; and
J. Should the agency refuse to amend the records, the member or the responsible

person shall have the right to a hearing. Should the hearing find favor with the
agency, the member or the responsible person shall have the right to insert in the
record a statement or explanation.

Consent forms must be time limited and maintained in the central case record. Those
consent forms taken during intake expire in 90 days. Subsequent releases are valid for
only up to six months. The person signing the consent must have the capacity to
understand the nature of the consent. The consent must be voluntary and signed without
coercion.

6001-A Confidentiality
Page 2 of 2





