
Summaries of DHS Privacy Policies 

DHS-100-01 General Privacy 
This policy outlines general guidelines and expectations for 
collection, use and disclosure of confidential information and 
briefly summarizes each detailed policy. It differentiates 
expectations for clients/patients, participants, licensees and 
providers. The policy provides direction when requirements 
seem to be in conflict. Finally, it outlines the Notice of Privacy 
Practices. 
 
DHS-100-02 Client/Patient Privacy Rights 
This policy outlines the client or patient’s right to access their 
own information, by alternative means if warranted, with some 
exceptions. The policy also, describes a client or patient’s right 
to request restrictions or amendments to their information. 
The policy identifies the actions that DHS can take in response 
to those requests and the recourse that the individual has in 
light of those decisions. The policy describes the method for 
filing a complaint. The policy also explains the necessity of and 
the accounting procedure for disclosures of protected health 
information. 
 
DHS-100-03 Uses and Disclosures of Client/Patient or 
Participant Information 
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This policy specifies that client/patient or participant 
information can't be used or disclosed without their prior 
written authorization. There are a number of circumstances 
that are exceptions to the general rule outlined in this policy. 
Some examples of exceptions are: for treatment, payment and 
health care operations; when required by law or statute (cases 
of abuse or neglect; law enforcement; judicial or administrative 
proceedings); and activities of health oversight. The policy 
further outlines restrictions on re-disclosure of information 
and an individual's right to revoke authorizations. 
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DHS-100-04 Minimum Necessary Information 
This policy is designed to improve the privacy of confidential 
information by ensuring access to the minimum amount of 
information necessary to provide services and benefits to 
clients or patients. Reasonable efforts must be taken to limit 
disclosing only the amount of information necessary to 
accomplish the purpose for which the disclosure is sought. 
The same standard holds true when making requests for 
information from a third party. Role based access to 
information, which means access to enough information for 
DHS staff to carry out their duties, is also described in this 
policy. 
 
DHS-100-05 Administrative, Technical, and Physical 
Safeguards 
The policy describes reasonable steps to take in order to 
safeguard confidential information from any intentional or 
unintentional use or disclosure. Information to be safeguarded 
may be in any medium, including paper; electronic transmittal; 
oral conversation; and visual representation. The policy also 
provides tangible means for administrative safeguards to be 
implemented. 
 
DHS-100-06 Use and Disclosures for Research Purposes and 
Waivers 
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This policy outlines the specific requirements for using and 
disclosing client/patient or participant information with and 
without their written authorization. It outlines the approval 
process required by Institutional Review Boards or privacy 
boards, including documentation. Finally, the policy identifies 
studies and data analysis requirements as part of health care 
operations that allows DHS to conduct quality assurance 
activities and comply with reporting requirements. 
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DHS-100-07 De-Identification of Client/Patient Information 
and Use of Limited Data Sets 
This policy describes the requirements for de-identification of 
client/patient information so that the remaining information 
cannot reasonably be used to identify a particular person. The 
policy outlines the methods to be used and the information to 
be removed to ensure de-identification. The policy also 
describes the authority figure who will determine if the 
information has been rendered unidentifiable. 
 
DHS-100-08 DHS Business Associate Relationships 
This policy allows DHS to disclose protected health 
information to business partners with whom there is a written 
contract or memorandum of understanding, so that this 
partner (or "business associate") can carry out or assist in a 
function on behalf of DHS. DHS will impose certain security 
and reporting requirements on their associates. This policy 
involves Protected Health Information (PHI) only. 
 
DHS-100-09 Enforcement, Sanctions, and Penalties for 
Violation of Individual Privacy 
This policy outlines the responsibilities of DHS to enforce 
privacy safeguards; of supervisors to ensure employees are 
informed of privacy policies, and of employees to safeguard 
the privacy of clients/patients and individuals. The policy 
outlines penalties for policy violations as well as "knowing and 
willful" violations. The policy further outlines prohibition 
against coercion or retaliation, and describes protections for 
DHS employees or business associates who are whistle blowers 
and/or workforce crime victims. 

 - 3 - 

 


