	FOR YOUR INFORMATION



	FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI
FYI

	

	
	Issue
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	YOUTH DETAINED AT LARGE ORDER

This FYI replaces FYI 12-09, Youth Detained at Large Order, issued on 05/07/12.  The FYI was released with incorrect instructions.  This FYI provides the corrected instructions.

It has come to the Department’s attention that some CSWs have been opening cases in CWS/CMS when the Court has issued a detention order for a youth who is currently at large and the CSWs has not made an initial face-to-face contact.  Due to CWS/CMS requirements, CSWs are currently forced to fabricate a completed face-to-face contact with a client in order to select the Open New Case client disposition for a detained-at-large youth.

In order to avoid the fabrication of a completed contact, CSWs should take the following steps.

1. Conclude the allegation(s) as inconclusive for the youth detained at large.

2. Enter a client disposition for youth detained at large of “Contact Attempted, Can’t Locate”. 
3. After referral is closed, open a case without a referral for the youth detained at large (see instructions that begin on following page).
See “How To Open a Case “Instructions on the following pages.
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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 

Eligibility Handbook: http://lacdcfs.org/Policy/Hndbook%20FCE/TableofContents.htm
Child Welfare Services Handbook: http://lacdcfs.org/Policy/Hndbook%20CWS/default.htm

FYI’s: http://lacdcfs.org/Policy/FYI/TOCFYI.htm
1) Perform a Client Search for the person for whom you want to open the case and open the Client Abstract.
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2) Click on the Referral History page to make sure you have the correct client (you should see the referral you recently closed in the list).  Click on the appropriate row and you can see the client disposition(s) for the referral you recently closed.
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3) Click on the Create New Case Folder button (in order to do this, you must either have Supervisor authority, Assignment/Transfer authority, or Non-CWD privilege).
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4) You will be presented with a list of clients for whom you can open a case (these clients are less than 19 years of age and are not in a currently open case or referral).  Click on the row that contains the name of the client for whom you want to open the case.  Then click on the OK button.
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Please note:  if your client’s name does not appear on the list, that means your client is either at least 19 years of age or is currently in an open case or referral.  Do not click on the New button as this will create a brand new client in CWS/CMS.

5) The message below will appear; click Yes to proceed.  
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6) Once you click yes, the new Case Focus Child’s client notebook will appear.  Behind it will be the new Case notebook (you can see it below as Case # 0208-2829-8635-2020076).  Verify the client notebook is for your child.  If not, Exit without Saving as you must have clicked on the wrong client before creating the case.
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7) If the client notebook is for your client, close the client notebook and look at the new Case notebook ID page which indicates the mandatory fields highlighted in yellow.
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8) Enter the Case Name, the appropriate Intervention Reason(s) and the Case Status on the ID page of the Case notebook as these are mandatory fields. The Case Start Date defaulted to the date you created the new case.  You can change the Case Start Date at any time before saving to database.
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9) Go to Svc Component page, click on ‘+’ sign to add a row and select the appropriate Svc Component for the child as this is mandatory.
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10) Go to Assignment page, click on ‘+’ sign to add a row and make a Primary Assignment if one does not already exist or is not correct.  A Primary Assignment is mandatory before saving to database.
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11)  Save to Database.
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