Procedural Guide

C600-0300
CLERICAL PROCESS WHEN NOTIFIED OF A CERTIFIED OR DECERTIFIED HOME WITHIN A 
FOSTER FAMILY AGENCY (FFA)
Date Issued: 06/21/12
 FORMCHECKBOX 
  New Policy Release

 FORMCHECKBOX 
  Revision of Existing Procedural Guide dated: 

This is a new Procedural Guide. 
Cancels: None
DEPARTMENTAL VALUES

This Procedural Guide supports the Department’s efforts to ensure child safety. 

WHAT CASES ARE AFFECTED

All initial placements and replacements for a child placed in a certified foster home under an FFA.
OPERATIONAL IMPACT
At the time the Department of Children and Family Services (DCFS) is notified that a FFA has certified or decertified a foster home within its agency, Revenue Enhancement Clerical Staff is tasked with specific tasks that must be completed in the Child Welfare Services/Case Management System (CWS/CMS) and APPS (Automated Provider Payment System). This information reflects the current status of certified foster homes attached to a specific FFA. 

This procedural guide ensures that clerical staff have instruction to assist them in setting up or correcting necessary data in the above two systems and documents that a child placed in the certified home, under a FFA, meets State and federal eligibility requirements of an appropriate placement setting (see the Eligibility and Assistance Standards (EAS) sections 45-100 through 45-300). 
Procedures

A. WHEN:
DCFS IS NOTIFIED A FOSTER HOME HAS BEEN CERTIFIED 


BY A FOSTER FAMILY AGENCY (FFA)
Resource Management Clerk   

1. Receive by fax or e-mail from the TA/EW or the Foster Family Agency the following:

a) The Resource Management 200 form (RM 200);
b) The Certificate of Approval (LIC229);

c) The Foster Family Agency Certified Home form (LIC 9185) or a copy of the Certificate of Approval (LIC229). 
2. Complete a search on CWS/CMS to determine if the home is known on the system.  If home is known to CWS/CMS, the clerk will update the home with any new information.  (If the home had been with another FFA then a decertification and new certification will need to be completed.)
3. If the home is unknown and new to CWS/CMS, the clerk creates the home with the caretaker information by completing the following in the Resource Management - Placement Home section of CWS/CMS:
a) ID page;
b) Substitute Care Provider;
c) Comments page;
d) LA Payee page.  
NOTE:
The Clerk will contact the Foster Family Agency if CWS/CMS indicates that this specific home is under another FFA. This will require the agency to decertify the foster home from the current FFA with a certification to the new FFA. 

Completing the “Operated by and the License Number” section on the ID page attaches the foster home to the Foster Family Agency (FFA).
B. WHEN:
DCFS IS NOTIFIED THAT A FOSTER HOME IS DECERTIFIED BY AN 



FFA
Resource Management Clerk
1. Receive via e-mail or fax from the Foster Family Agency, the Decertification Notice on the Foster Family Agency’s letterhead or the Foster Family Agency Certified Home form (LIC9185)

2. Search and locate the home on CWS/CMS.  
a) On the ID page the capacity is changed to “0” and the residence is changed to “unknown” on the Substitute Care Provider page.
b) Complete the “Comments” page indicating the action taken.  Indicate the reason that the home is being decertified. (This may include both voluntary and involuntary reasons.)
c) A hold will be placed on the “hold status” page and the clerk will provide the reason, “Licensee Request”. 

d) Save information to the Database. 
C. WHEN:
DCFS IS NOTIFIED A CERTIFIED FOSTER HOME IS MOVED TO 




ANOTHER FFA
NOTE:
Follow instructions under section B then under section A to complete the 



Decertification than Certification process. 

RELATED POLICIES

For further information regarding placement/replacement in an FFA see Procedural Guide E090-0590, Foster Care Placement/Replacement
FORM(S) REQUIRED 
LIC 229, Certificate of Approval

LIC 9185, Foster Family Agency Certified Home

RM 200, Resource Management 200
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