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CWS/CMS PROCEDURES FOR REFERRALS ON 

PREVIOUSLY ADOPTED CHILDREN
This is to advise staff the State issued an All County Information Notice (ACIN) # I-37-04 setting forth “CWS/CMS Procedures for Referrals on Previously Adopted Children”.  

The State issued the ACIN due to the problems counties were having with inappropriate documentation of previously adopted children that have a CWS/CMS history who come back into the system on a new referral.  The inappropriate documentation can occur within three processes: 1) searching for persons listed on a referral; 2) attaching a client to a case or referral; and 3) merging clients.

When a new referral on a previously adopted child is made, a new Client Notebook must be created for the adopted child.  This new client shall be attached to the new referral.  This new Client Notebook will bear the child’s adopted name and will be related to the child’s adopted family.  This Client Notebook shall not be associated to the pre-adoptive client and his/her birth family.  This new client shall not be merged with the pre-adoptive client- even if the pre-adoptive and post-adoptive clients’ names are the same.  These names match frequently since many adoptive parents do not change the name of the child they have adopted.

Inappropriate merges of clients can result in breaches of confidentiality related to clients that were previously adopted.  Additionally, it takes an inordinate amount of time to “un-merge” two clients that have been inappropriately merged.  It is crucial to keep in mind that CWS/CMS looks at an individual as being one client before their adoption finalizes and as a new child client if the adopted child comes back into the system due to a new referral after their adoption has finalized.


[image: image1.png]



[image: image3.png]=

CALiFor\P-





If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.co.la.ca.us

Clerical Handbook: http://lacdcfs.org/Policy/Hndbook%20Clerical/Default.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
The Existing Procedural Guide 0050-502.10, Child Protection Hotline (CPH): Basic Responsibilities, dated 11/20/2002, includes procedures related to searching for and attaching of clients to referrals.  This Procedural Guide will be revised in the very near future.  Until that time the following are new procedures for a referral regarding previously adopted child.

What follows is relevant procedure with clarifications and modifications to it in bold Italics.

WHEN THE CPH CREATES A REFERRAL

1) Complete the Client Notebook for all:…

c) children in the family, including if appropriate and available, the name and     

address of the school.  It is important that child clients whose abstracts have Parental Rights Termination information be further scrutinized before attaching them to a referral.  Does the client have a finalized adoption? This can be found on the Case History tab of the Client’s Abstract.  Click on the case row(s) for the child and see what is in the Case Closure Reason field.  If the Case Closure Reason is Adoption Finalized, the client has a finalized adoption and the client shall not be attached to the new referral. 

You shall either:

1) Create a new client notebook for the post-adoptive child client If they do not already exist in CWS/CMS as a result of a previous post-adoptive referral; or

2) If they already exist in CWS/CMS as a result of a previous post-adoptive referral, attach that post-adoptive client to the new referral. 

For any newly created post-adoptive client, indicate they were previously adopted in the Previously Adopted field on the Demographics page of their new client notebook.    

The Existing Procedural Guide C300-051, Search, Attach, Assign, and Merge Specialist (SAAMS) Clerk Responsibilities, dated 03/16/2005, articulates procedures related to searching for, attaching, and merging clients.  This Procedural Guide will be revised in the very near future.  Until that time the following are new procedures for a referral regarding previously adopted child.

What follows are relevant procedures with clarifications and modifications to them in bold Italics.

A. WHEN A REFERRAL IS RECEIVED FOR CLEARANCE

    1.  Search WCMIS and Single Index for each person listed on the referral.  

a) When a closed record is found, reactivate the existing WCMIS State ID number.  Only reactivate if the closed record does not pertain to a person who has a finalized adoption (this can be verified in CWS/CMS).  A child with a finalized adoption shall be given a new State ID number with the Case Name being that of their adoptive mother.  Inappropriate re-activations tend to occur when the search is performed with the adopted child’s birth name or when the child’s name does not change as a result of the adoption.
2. Search CWS/CMS for each person listed on the referral.

a) When a duplicate client is identified, perform a client merge.  Just because the name and birth date match for two clients, it does not necessarily mean they are duplicate clients.  It is important that the Client Abstracts for each client be scrutinized.  If one of the two clients have Parental Rights Termination information on the Client Abstract ID page, you should check to see if the client has a finalized adoption. This can be found on the Case History tab of the Client’s Abstract.  Click on the case row(s) for the child and see what is in the Case Closure Reason field.  If the Case Closure Reason is Adoption Finalized, the client has a finalized adoption and shall not be merged with another client.
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