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DEPARTMENTAL VISION AND MISSION

This procedural guide supports the Department’s Mission of improved child safety, and access to effective and caring services.
WHAT CASES ARE AFFECTED

This is applicable to all cases where a child is placed in out-of-home care. 
OPERATIONAL IMPACT

All children placed in out-of-home care are affected if the vendor information is not correct. The correct vendor information is necessary to ensure that Foster Care (FC), Kin-GAP (KG) and Adoptions Assistance Program (AAP) payments are sent to the correct vendor/address in a timely and consistent manner. These benefits are used by the caregiver to meet the basic necessities of the child, such as food, clothing, shelter, education and healthcare not covered by Medi-CAL benefits. 

Procedures

The Resource Management Unit has developed a check and balance process to ensure accuracy in production. The unit members review each others work on a daily basis and annotate their review findings in the Quality Control document. The Quality Control document will be used as a tool to check and validate the accuracy of the work processed by clerical staff from the previous work day.

Reviewing Vendor Clerk Responsibilities
1. Receive or create the following documents/report:

a) Exception Listing Report (DBB15701-Exceptions 03);
Note: The DBB 15701 - Exceptions 03 report is controlled by the Foster Care (FC) Vendor Clerk (This report covers all programs in foster care with the exception of Adoptions Assistance Payment (AAP).
b) E-mails from Eligibility Workers or clerical staff; or
c) Hand delivered request for change from Eligibility Workers or clerical staff.

2. Review the above to ensure that the corrections have been completed and are reflected across the various computer systems in use by the department. This includes the AAP Web, Automated Provider Payment System (APPS), and Child Welfare System/Case Management Services (CWS/CMS).

3. If there is no error found, enter the following information into the Quality Control document:

a) Reviewed by (your name);

b) Date (date reviewed);

c) Action required (none).

d) Staple the Quality Control documents to the documents reviewed and then return them to the sending EW or clerk  for filing.

3. If there are errors found, complete the Quality Control document by completing the following fields:
a) Case (number and case);

b) Vendor (name and number);

c) Caregiver (name);

d) Placement address;

e) Payment mailing address;

f) Reviewed by (your name);
g) Date (date reviewed);

h) Indicate that the documentation is being returned for corrective action. 
4. Print a copy of the page and highlight or indicate where the error was found from AAP Web, APPS or CWS/CMS. Staple it to the Quality Control document, along with any additional documents reviewed, and return it to the sending EW or Clerk for correction. 

a. The requesting EW or Clerk will make the necessary corrections and return the packet to the Reviewing Vendor Clerk, attaching a print out indicating the corrected action. 

5. Verify that the error was corrected and annotate this on the Quality Control document, indicating the date when the correction was completed. 
6. If the error was not corrected, follow the instruction in number 4, returning it to the sending EW or Clerk. If not returned corrected within 2 business days, escalate to the Clerical Supervision for follow up.
7. After review and verification that all corrections have been taken, forward the Quality Control document and any attached documentation to the sending EW or Clerk for filing.  
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