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AUTHORIZING EMPLOYEES TO SEND AND REQUEST CLOSED CASES AND DOCUMENTS TO AND FROM STORAGE
This is to provide instructions on how to add and delete employee names from the roster of DCFS employees who are authorized to send and request closed cases and administrative documents to and from storage.

DCFS case- and administrative files contain confidential information and are accessible by authorIzed staff only.  For that reason, DCFS provides the archive storage company a roster of employees who are authorized to send and request closed cases and administrative documents to and from storage.  The roster is maintained by the Bureau of Resources Administration, contact person Sara Flores, STC.

To add or delete authorized employee names from the roster, the Clerical Administrator or Section Head should send the employee name(s) by e-mail to Sara Flores.  Sara will update the roster and forward it to the archive storage company management, with a confirmation e-mail to the Clerical Administrator/Section Head.

If you need additional information, please contact Virpi Sidler, County Program Manager, by e-mail at or by calling (213) 351-5656.



Sara Flores’ e-mail address  floresc@dcfs.co.la.ca.us   (Updated 09/27/06)
Virpi Sidler’s e-mail address

virpi@dcfs.co.la.ca.us
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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
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