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NOTICE OF REPORT TO THE CHILD ABUSE CENTRAL INDEX (CACI)

The Penal Code requires that all reports of abuse, severe neglect and exploitation that are investigated by a social worker and are found to be substantiated or inconclusive be reported to the Department of Justice.  The Department of Justice does not require notice of allegations of general neglect, or when an investigation in which the allegations are concluded as unfounded.  The law further requires our Department to notify the known or suspected child abuser when his or her name is reported to the Department of Justice.  

The Department of Justice will submit these names to the Child Abuse Central Index.  In addition, as a result of an appellate court decision DCFS has established a process for individuals who believe that DCFS has incorrectly reported them to the Department of Justice or that their name was listed on the Child Abuse Central Index in error.  These individuals may contact DCFS in writing and request that they have the opportunity to present their reasons for having the disposition of the allegation(s) changed and/or have their name removed form the Child Abuse Central Index.  

See Procedural Guide 0070-548.18, Notice of Report to the Child Abuse Central Index.
In the event it is determined that the original disposition of the allegations must be changed or that their name was listed on the Child Abuse Central Index in error the following procedures have been established to make the correction on CWS/CMS and to submit an updated SS 8583, Child Abuse Investigation Report, to the Department of Justice.

If the original allegation conclusion must be changed, procedures have been established to make the correction on CWS/CMS.  CACI will be updated by submitting an updated SS 8583, Child Abuse Investigation Report, to the DOJ.

In order to ensure consostancy in the completion of this task each office will designate a staff person to complete these steps The COA for each office shall be responsible for giving this designated person the necessary authority on CWS/CMS to perform these duties.
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If you have any questions regarding this release please 


e-mail your question to:


Policy@dcfs.co.la.ca.us

Clerical Handbook: http://198.51.213.151/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://198.51.213.151/Policy/Hndbook%20CWS/default.htm
FYI’s: http://dcfs.co.la.ca.us/Policy/FYI/TOCFYI.HTM
Once the designated staff person has changed the original allegation conclusion and (s)he has sent the updated SS 8583, Child Abuse Investigation Report, to the DOJ they will also forward a copy of the updated SS 8583 to the Review Agent.  The Review Agent will forward a copy of the SS 8583 along with the DCFS 5632 , Response Letter to Child Abuse Central Index Inquiries, to the Office of Public Inquiry.  Public Inquiry Staff will file both the DCFS 5632 and SS 8583 in the designated office file.

The following are procedures for completing this task for both closed referrals that resulted in no open case and for referrals that resulted in an open case.
How to Open a Closed Referral

Offices Need to Set Up:

1. Create an assignment unit in each office called “Edit Allegation Unit”

2. Designate individuals in office who will enter changes in CWS/CMS and edit allegations

3. Give each individual BOTH “Countywide Read-Write” and “Closed Referral/Case Update” privileges

4. In the “Edit Allegation Unit”, assign one individual with “Supervisor” authority and all other individuals with “Approval Authority”

Offices Need to Make Available:

Copy of original SS 8583, sent to DOJ, which generated the CACI report that is contested.

Referral Opening Rules:

A closed Referral can be re-opened IF no Case was created from the Referral.

A closed Referral cannot be re-opened if the Referral Response was “Evaluate Out” or if one or more Cases were created from the Referral.

*If a closed referral allegation needs to be edited in a referral that became a case, contact the Help Desk at (562) 345-6789 to request a data deletion.

Steps:

Find the closed Referral and verify that it can be opened

1.
Bring the closed Referral onto your screen. 

2.
Click on “Action Menu,” then select “Client Disposition.”

3.
In the “Select this Client” grid box, verify that no Client Disposition shows “Open New Case.”

Re-Open the Referral

4.
Open the first client disposition in the “Select this Client” grid box

5.
Write down on a separate piece of paper the original Closure Reason date; keep this date for 

re-closing the Referral.

6.
Change the “Closure Reason” drop-down menu to “None”

7.
Click “OK”

8.
Repeat for each child client.

Assign yourself to the Referral

9.
Go to the “Assignment” page

10.
Create a new assignment

11.
In the “Unit” drop-down menu, select “Edit Allegation Unit”

12.
In the “Caseload” drop-down menu, select the “In-Box Caseload”

Changing Allegation Conclusion

13.
Click on “Open Existing Allegation Notebook”

14.
Select the allegation where a change is needed and open it.

Select the “Conclusion” page

18.
Click “Action” menu and select “Edit Allegation Conclusion”

19.
In “Allegation Conclusion” drop-down field, select correct allegation conclusion.

20.
Repeat for each allegation that requires change.

Creating updated SS8583 – Child Abuse Investigation Report for DOJ

a) Click on “Create New Cross Report Notebook”

b) Fill in the “Date,” in the “Cross Report Type” drop down menu select “Child Abuse Investigation Report”

c) In the “Sent To” box, check “Department of Justice” and select “Department of Justice” in the drop down menu.

d) In the “Narrative Description” field, write “Modify allegation conclusion based on CACI grievance hearing”

e) Click on “File”, “Print Report”

f) In the Print Report window, Report Name field select “Child Abuse Investigation Report (SS 8583)

g) Click on “Print Preview” button

h) In the first dialogue box that appears, notice that the 3 buttons in the top right “Action Taken/Supplemental Information” box are available; select the correct button, either “Inconclusive” or “Unfounded”

i) Click “OK” at the bottom of the dialogue box

j) In the second dialogue box that appears, “Dialog 2”, in the top box “Active Investigation conducted per PC11169(a)?” select “yes”

k) In the “Suspects” box, click on and highlight the suspect’s name who has the changed allegation conclusion.

l) In the “Suspect given written notice per PC11169(B)?” box, answer either “Yes” or “No” depending on the circumstances for this allegation conclusion change, and put in the same date as on the original 8583 sent to DOJ

m) Click “OK” at the top of the dialogue box

n) Review the updated SS-8583 that appears on your screen for correctness.

o) Print 2 copies of the Updated SS-8583.  To 1 copy, attach the original 8583 and mail both to DOJ.  To the 2nd copy, make sure it’s filed in the Referral/Case for future reference.

If Needed- Adding New Allegation

After opening the Referral, assigning yourself to the referral, and completing other required steps

21.
Click the “Create New Allegation” button under the Allegation Notebook.

22.
On the “ID” page, select “Added by Investigator”

23.
Complete the “ID” page and “Conclusion” page with required information

If Needed- Creating New SS8583 – Child Abuse Investigation Report for DOJ based on New Allegation

a) Click on “Create New Cross Report Notebook”

b) Fill in the “Date,” in the “Cross Report Type” drop down menu select “Child Abuse Investigation Report”

c) In the “Sent To” box, check “Department of Justice” and select “Department of Justice” in the drop down menu.

d) In the “Narrative Description” field, write “New allegation discovered by referral investigation”

e) Click on “File”, “Print Report”

f) In the Print Report window, Report Name field select “Child Abuse Investigation Report (SS 8583)

g) Click on “Print Preview” button

h) In the first dialogue box that appears, complete the appropriate information

i) Click “OK” at the bottom of the dialogue box

j) In the second dialogue box that appears, “Dialog 2”, in the top box “Active Investigation conducted per PC11169(a)?” select either “yes”

k) In the “Suspects” box, click on and highlight the suspect’s name.  In the “Suspect given written notice per PC11169(B)?” box, answer either “Yes” and complete date notice was sent.
l) Click “OK” at the top of the dialogue box

m) Review the updated SS-8583 that appears on your screen for correctness.

n) Print 2 copies of the SS-8583.  To 1 copy, mail both to DOJ.  To the 2nd copy, make sure it’s filed in the Referral/Case for future reference.

Re-Closing the Referral

24. Close the Allegation Notebooks, which were opened and bring the Referral pages onto your screen.

25. Click on “Action” menu and select “Client Disposition” 

26. Double click on a “Select this Client” row in the grid-box

27. Select a “Closure Reason” from the drop-down menu

28. Enter the same “Closure Reason Date” of the originally closed Referral, the date you wrote down on a separate piece of paper. 

29. Click the “Approval” button and select “Pending Approval” in the Approval Status field. 

30. Double click on the same client again, click the “Approval” button and select “Approved” 

31. Repeat this for each client in the “Select this Client” grid-box

32. Save to Database

To Create an Updated SS8583 - Child Abuse Investigation Cross Report to DOJ from a Referral that cannot be opened  (Referrals that were promoted to a case and that case is either still open or closed)

1. Bring the closed referral containing the “Allegation Conclusion” that needs to be updated onto your screen.

2. Click on “File”, “Print Report”

3. In the Print Report window, Report Name field select “Child Abuse Investigation Report (SS 8583)

4. Click on “Print Preview” button

5. In the first dialogue box that appears, complete any new, appropriate information

6. Click “OK” at the bottom of the dialogue box

7. In the second dialogue box that appears, “Dialog 2”, in the top box “Active Investigation conducted per PC11169(a)?” select either “yes”

8. In the “Suspects” box, click on and highlight the suspect’s name who has the changed allegation conclusion.

9. In the “Suspect given written notice per PC11169(B)?” box, answer either “Yes” or “No” depending on the circumstances for this allegation conclusion change, and put in the same date as on the original 8583 sent to DOJ

10. Click “OK” at the top of the dialogue box

11. Review the SS-8583 document that appears on your screen. 

12. In the document section “A. INVESTIGATING AGENCY”, question “10. Action Taken”, uncheck whichever box is checked

13. In the question “10A. Supplemental Information”, check the correct check-box, either “Inconclusive” or “Unfounded” 

14. In the question “12. Comments”, update any further information that is needed

15. Print 2 copies of the Updated SS-8583.  To 1 copy, attach the original 8583 and mail both to DOJ.  To the 2nd copy, make sure it’s filed in the Referral/Case for future reference. 

NOTE:
These steps are temporary.  CWS/CMS will be updated to allow the closed Referral of an open case to be re-opened.  This CWS/CMS change is planned in the next CWS/CMS code drop.
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