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CRIMINAL CLEARANCE TRACKING SYSTEM (CCTS) IMPLEMENTATION
This is to announce the implementation of Phase I of the new Criminal Clearance Tracking System (CCTS) starting May 15, 2006. The CCTS is a confidential, comprehensive web-based application that automates the current manual tracking of Live Scan, California Law Enforcement Telecommunications System (CLETS) and Child Abuse Central Index (CACI) activity.  The system will be implemented office by office and regional staff will be notified when to start using the system.  The system also contains an on-line video providing instructions on the use of the system.



The system increases child safety by expediting the clearance process for caregivers, pre-populating Child Welfare Services/Case Management System (CWS/CMS) child and case information on request. This will reduce data entry and decrease duplication of clearances requested by staff by providing a central database for requests and results to reside. It will also automatically e-mail notifications of results to staff, therefore significantly reducing clerical staff’s workload.

The CCTS will be implemented in various phases. In Phase I, the SCSWs and the CSWs can create and print out Live Scan, CLETS and CACI forms in CWS/CMS and in LA Kids (see pages 3 through 7 for instructions and forms).  The system also automates the receipt of Live Scan results from the Department of Justice (DOJ). Features of the system will include automatically e-mailing notifications to the SCSW/CSW when an applicant has been Live Scanned and when DOJ Live Scan results have been posted to the system. Staff will be able to access CCTS to view/print results from their Microsoft Office Outlook Inbox and/or by directly logging in to CCTS.

Future enhancements to CCTS anticipated in August/September 2006 will provide:

· Right Fax technology to allow direct faxing of all criminal clearance request forms by supervisors to DOJ and the Live Scan technicians;

· Consolidation and integration of clearance forms into one screen request form within CCTS; and

· Provide fully automated results for all criminal clearances.
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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
NOTE:
It is very important when completing Criminal Clearance forms to provide the correct CSW file number and CWS/CMS referral number (if the child(ren) is in a referral or if child(ren) in a case, the Case State ID number.  Missing or incorrect information will delay the technician's data entry process and prevent the system from directing email notifications/results to the CSWs/SCSWs.

Access to the system

CSWs and their SCSWs can access the system via the link provided in the e-mail notifications or via LA Kids to view Live Scan results.  Dependency Investigators and Adoption Workers with secondary assignments can also access results relating to their cases.  Kinship Support Division Staff workers and supervisors will have access of all requests and results for the purpose of performing assessment of homes.  

Use of this system is restricted to authorize staff.  User ID’s and passwords will be provided to users in implementation training.   For all other users needing access to the system, please contact your COA to request access.

BIS has loaded CCTS with the standard DCFS e-mail addresses, which is "(CWS/CMS User ID)@dcfs.co.la.ca.us", to enable the automatic e-mailing functionality in the CCTS system.  If your e-mail address does not follow the standard DCFS format or for any system/technical problems please contact the DCFS IT Service Desk at (562) 345-6789.
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CACI, CLETS & Live Scan forms  available in word.doc forms format on LA Kids

1. Sign on to LA Kids

2. Go to the Forms List (accessed from the menu list on the left of the screen)

3. On forms page open on or all of the following:

· CACI - BCIA 4084 Facsimile Inquire for Child Abuse Central Index Check  (CACI) 

· Live Scan - DCFS 5600-Live Scan Criminal History Request

· CLETS -DCFS 5600-A Criminal History CLETS/NCIC III Request
· No Longer Interested Notification -  BCII 8302

4. To fill out the forms:

· Click the cursor inside of the gray boxes in each field area.

· Use upper case X for the check boxes

· Type normally in all the text fields.

5. Print and submit the request to supervisor for approval.

6. Submit approved request to the office Live Scan Technician for processing.

CACI, CLETS and Live Scan forms are available on the CWS/CMS 

These are in the format of a word.doc that automatically populates with information regarding the child and the CSW for the child case that is currently open.

1. Open the child case.

2. Select the green Case Management Button

3. Click on the plus ( + ) button under the Document Case Icon

4. Select LA County from the Reports Menu Window.

5. Once the list of Report Templates is generated, scroll through the list of reports to find:

· # 17 – the CACI Request Form

· # 70 – the Live Scan Request Form

· # 71 – the CLETS Request From
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6. Click OK to open the Selected Form.

7. When the forms are opened from within a Case within the CWS/CMS there are fields in each form that are automatically filled in.  

NOTE: The auto-fill fields are highlighted in yellow in the following images of the forms.

8. To fill out the forms:

· Click the cursor inside of the gray boxes in each field area.

· Use upper case X for the check boxes

· Type normally in all the text fields.

9. Print and submit the request to supervisor for approval.

10. Submit approved request to the office Live Scan Technician for processing.
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CACI Request Form opened from inside CWS/CMS
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CLETS / NCIC III Request Form opened from inside CWS/CMS
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Live Scan Request Form opened from inside CWS/CMS
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NO LONGER INTERESTED NOTIFICATION Form from LAKids
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