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Step 1: Determine the safety reason that the specific information 
             needs to be removed 

Step 2: Determine if the situation meets any of the below criteria: 

• The abuser is an employee; or 

• The abuser is a community partner and has access to but not limited to DHR, 
ACCESS, MMIS, ONE, TRACS, or EDMS. 

• The abuser is a member of the household and has access to case information; or 

• The survivor believes the abuser has the capabilities of hacking into our systems 
and retrieving case information.  

Note: Case note with the abuser name alone, does not mean an automatic 
deletion.  

Step 3: Save the information that you are requesting deletion of in a hard file 
             following the process outline in OPEN Chapter 5; Section 2: Application 

Step 4: Send an email to TADVS.Policy@dhsoha.state.or.us with the following 
             information and subject “Deletion Request”: 

 
Case Name:  

Case/Application Number:  

System(s) to delete from: (ONE, TRACS, EDMS, etc.): 

Specific case information to be deleted:  

Why the case information needs to be deleted (Be specific about the safety 
reason) the specific information needs to be removed):  

 

 

 
 

There are certain criteria for case info deletion and ODHS is required to keep records. 
It is rare that case notes or records may be deleted, and there must be a specific 
safety concern related to the information being requested to be removed, in order to 
delete a record/case note.  

Please follow the process below when you have determined that case information is 
unsafe to be documented in our systems. 
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TA-DVS Policy will reply with an approval or denial of the request, or more questions 
for gathering additional information, if needed. 

If approved, TA-DVS policy will work to get the information removed and will reply to 
the original worker who made the request when the action has been completed. 

 

 


