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	NEW PROCEDURES FOR REQUESTING PROBATION RECORDS
This is to advise staff that effective immediately, when requesting information from the Probation Department regarding an adult client, staff are now required to complete the DCFS 4389-1, Declaration In Support of Access to Probation Records.  This process has been put in place at the request of the Probation Department to ensure that requests for these records are being made pursuant to Sections 11105 (b)(18) and 13300 (b)(16) of the Penal Code (PC), and Section 16504.5 of the Welfare and Institutions Code.
Requests for records can ONLY be made for the following reasons:
· To conduct an investigation pursuant to PC Section 11166.3 or an investigation involving a child in which the child is alleged to come within the jurisdiction of the juvenile court under Section WIC 300.
· To assess the appropriateness and safety of placing a child who has been detained or is a dependent of the court, in the home of a relative assessed pursuant to WIC Sections 309 or 361.4, or in the home of a non-relative extended family member assessed as described in Section 362.7 WIC during an emergency situation.
· To attempt to locate a parent or guardian pursuant to WIC Section 311 of a child who is the subject of dependency court proceedings.
The staff requesting the information will complete the DCFS 4389-1 and fax (from the designated office fax number) the form to the Probation Department.  Probation staff will conduct a search of their records and will document the results of their search on the DCFS 4389-1 and fax it back to the requestor.
Designated Probation Deparment fax number  (818) 901-2874
Policy will be revised in the near future.

The DCFS 4389-1, Declaration In Support of Access to Probation Records, can be found on the Forms Page of LA Kids.
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If you have any questions regarding this release please 


e-mail your question to:

Policy@dcfs.lacounty.gov  |


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
Designated office fax lines
Service Bureau 1
	Office 
	Fax Number

	Adoptions
	(626) 395-0323

	Belvedere
	(323) 869-0922

	Santa Fe Springs
	(562) 946-7462

	South County
	(562) 429-5840

	Torrance
	(310) 222-5544

	YDS
	(213) 427-6105


Service Bureau 2
	Office 
	Fax Number

	Child Protection Hotline
	(213) 639-1346

	ERCP
	(213) 738-8373

	Compton
	(310) 604-5152

	Wateridge
	(323) 290-3169

	Vermont Corridor
	(323) 789-5669

	West L.A.
	(323) 954-5944


Service Bureau 3
	Office 
	Fax Number

	Pasadena/ American Indian Unit/ Asian Pacific Unit
	(626) 397-9169

	Glendora
	(626) 691-0216

	Metro North
	(213) 351-2466                                       (213) 639-1344

	Pomona
	(909) 868-1316

	El Monte
	(626) 433-1202


Service Bureau 4
	Office 
	
	
	Fax Number
	
	

	Lancaster
	
	(661) 723-8538

	Santa Clarita
	
	(661) 257-5008

	West San Fernando Valley (Chatsworth)
	(818) 775-0292

	Palmdale
	(661) 265-6071

	San Fernando Valley (Chatsworth)
	(818) 775-0292
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	County of Los Angeles

DEPARTMENT OF CHILDREN AND FAMILY SERVICES
425 Shatto Place, Los Angeles, California  90020

(213) 351-5602

	PATRICIA S. PLOEHN, LCSW

Director


Date:
DECLARATION IN SUPPORT OF ACCESS TO

PROBATION RECORDS (PC §§ 11105 & 13300; WIC§ 16504.5)

To whom it may concern,

Pursuant to Sections 11105 (b)(18) and 13300 (b)(16) of the Penal Code (PC), and Section 16504.5 of the Welfare and Institutions Code (WIC), the Department of Children and Family Services (DCFS) requests that the Probation Department provide summary criminal history information as defined in Sections 11105 (a) and 13300 (a) of the Penal Code.

The information is requested for the following purpose(s):

 FORMCHECKBOX 

To conduct an investigation pursuant to PC Section 11166.3 or an investigation involving a child in which the child is alleged to come within the jurisdiction of the juvenile court under Section 300 WIC.

 FORMCHECKBOX 

To assess the appropriateness and safety of placing a child who has been detained or is a dependent of the court, in the home of a relative assessed pursuant to WIC Sections 309 or 361.4, or in the home of a non-relative extended family member assessed as described in WIC Section 362.7 during an emergency situation. 

 FORMCHECKBOX 

To attempt to locate a parent or guardian pursuant to WIC Section 311 of a child who is the subject of dependency court proceedings.

We are requesting you provide summary criminal history information regarding the following subject:

	Adult’s Name: Last, First
	DOB
	Child’s Name: Last, First
	Child’s DOB
	State ID Number

	     
	     
	     
	     
	     


Probation Response:

	DPO Name
	Area Office
	Telephone No.
	NO Record

	     
	     
	     
	 FORMCHECKBOX 


	Subject’s Probation ID Number (X-number)
	

	AKA’s:      

	Other information:       


Acknowledgement of Release Requirements and Responsibilities:

 FORMCHECKBOX 
 I understand that all information will be faxed to a secure fax at DCFS from the approved list. 

 FORMCHECKBOX 
 I declare under penalty of perjury that I am employed by the Los Angeles Department of Children and Family Services and I am authorized by law, under Section 272 WIC, to receive Criminal Offender Record Information (CORI) pursuant to case investigations assigned to me by my employer, the Department of Children and Family Services.
 FORMCHECKBOX 
 I understand that all information included in this request will be verified through Problite records review. Requests for an individual’s criminal record information that are not recorded in the Problite system will not be released to the requesting party. Requests for information will be limited to only those parties named in the investigation referral record. 

 FORMCHECKBOX 
 I understand that pursuant to Section 16504.5(c) WIC, “Any law enforcement officer or person authorized by this section to receive the information who obtains the information in the record and knowingly provides the information to a person not authorized by law to receive the information is guilty of a misdemeanor as specified in Section 11142 PC.”

	Requestor’s Name (Print)
	Requestor’s Title
	Requestor’s Employee No.

	     
	     
	     

	Requestor’s Signature
	Requestor’s Work Location
	Date of Request

	
	
	     

	Requestor’s Supervisor Name (Print)
	Supervisor’s Signature
	Date of Approval

	     
	     
	     

	Requestor’s Telephone No.
	Supervisor’s Telephone No.
	Secured Fax No.

	     
	     
	     


Designated Probation Deparment fax number (818) 901-2874
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