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DEPARTMENTAL VALUES

The Department continues to focus on three priority outcomes: improved safety for children, improved timelines to permanency, and reduced reliance on detention as the only method to assure safety for children. Providing instruction and guidelines for eligibility workers ensure that the foster care child meets the Adoptions Assistance Program (AAP) requirements of age and financial participation. This assists the department in their outcome of permanency.  

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new referrals and existing cases. 

OPERATIONAL IMPACT

The Adoptions Assistance Program (AAP) removes or reduces barriers that prevent the adoption of children who otherwise would remain in long-term foster care or legal guardianship. This program provides financial assistance to families who are willing and able to assume parental responsibility for children who are eligible for Adoption Assistance Program benefits. 

Our Department is responsible for determining eligibility to the  Adoption Assistance Program and for providing the financial assistance if our county would be responsible for making a payment under the Cal-WORKs program or Aid to Families with Dependent Children – Foster Care (AFDC-FC) if the child was not adopted. If the child has been voluntarily relinquished for adoption to a licensed private agency, the county where the parent who has physical custody resides when the relinquishment document is signed is responsible for determining AAP eligibility and for providing financial assistance. 

This Procedural Guide describes procedures for eligibility staff to follow prior to the finalization of adoption, including determining if the child meets AAP eligibility requirements; steps for setting up the adoptive placement on CWS/CMS, processing the AAP benefit amount; requesting Medi-Cal benefits; and the process for reassessment of eligibility. 

The AAP Intake Eligibility Worker is responsible for making the final determination that the foster care child meets the AAP requirements of age and financial participation. The Children’s Services Worker (CSW) documents or establishes that the conditions are met for the child to be eligible (See CWS Procedural Guide # 0200-511.05 for further information regarding CSW responsibilities). AAP conditions or requirements are: 

1. The child is under 18 years of age, or under 21 years of age and has a mental or physical handicap which warrants the continuation of assistance. 

2. The adoptive family is responsible for the child pursuant to the terms of an adoptive placement agreement or a final decree of adoption and has signed an adoption assistance agreement. 

3. The adoptive family is legally responsible for the support of the child and the child is receiving support from the adoptive parent. 

4. Prior to or at the time the adoption decree is issued by the court, the CSW and the prospective adoptive parent have signed an adoption assistance agreement that stipulates the need for and the amount of the Adoption Assistance Program benefits.  

5. The child received Adoption Assistance Program benefits with respect to a prior adoption and is again available for adoption because the prior adoption was dissolved and the parental rights of the adoptive parent(s) were terminated or because the child’s adoptive parent(s) died. 

Note: A birth parent whose parental rights have been terminated is not eligible to receive Adoption Assistance Program payments for his or her biological child. For further information see FYI issue 01- 46 dated 10/01.

Note:  As a courtesy to the CSW, on all actions requested via the DCFS 280 form, the assigned Eligibility Worker (EW) is requested to notify the Children’s Services Worker (CSW) via e-mail that the DCFS 280 or AAP 2 was assigned to them and again at the time of assignment completion.

Note: Public Law 110-351 gradually removes the path to Title IV-E AAP eligibility based on 1996 Aid to Families with Dependent Children (AFDC) income requirements. The “de-link” begins in Federal Fiscal Year (FFY) 2010 (Effective October 1, 2009 – September 30, 2010). A child defined in the new law as an “applicable child” will no longer need to meet the 1996 AFDC income requirements to be eligible for Title IV-E funding. One of the purposes of Public Law 110-351 is to increase the population of children eligible for Title IV-E funding. An “Applicable Child: is a child who: 

1. Meets the applicable age requirement anytime before the end of the FFY; or
2. A child who has been in foster care for at least 60 consecutive months; or,
3. Is a sibling of an “applicable child,” if both are placed in the same prospective adoptive home.

Starting in FFY 2010, AAP agreements entered into for children who turn age 16 or older before the end of the FFY will no longer need to meet the 1996 AFDC income requirements to be eligible for Title IV-E funding. In each subsequent FFY, the age of an “applicable child” decreases by two years and thus, more children will be eligible each year for federal funding. Beginning October 1, 2017, the “applicable child” eligibility criteria will apply to children of all ages. (For more information see ACL No 10-08, dated February 26, 2010) 

Note: All Notices of Action are child specific. A Notice of Action is completed when aid is granted or increased, denied, decreased, suspended, cancelled, discontinued, deferred payment or terminated. (A decrease shall include an overpayment adjustment and balancing). A Notice of Action will also be sent when the county demands repayment of an overpayment or when the county takes action after the claimant has conditionally withdrawn a request for a state hearing. (Further information may be reviewed in Section 35345, Article 8, Title 22, Sub chapter 7 of the Adoption Assistance Program/Aid for the Adoption of Children (AAP/AAC))
Note: Specialized Care Increment Rates (D and F) must have been approved within the last six-months (prior to the start of AAP) for the rate to continue. See CWS Procedural Guides 0900-522.11, Specialized Care Increment (SCI) – F-Rate, 0900-522.10, Specialized Care Increment (SCI) – D-Rate for further information. 

Note: The AAP benefit is a negotiated amount based upon needs of the child and the circumstances of the adoptive family. The CSW shall make a good faith effort to negotiate the AAP benefit with the adoptive parent(s). The CSW shall negotiate the amount of the AAP benefit and make the final determination of the amount. An income means test may not be used in determining the AAP benefit. 

Welfare and Institutions Code Section 16119(d)(2) states that “circumstances of the family” includes the family’s ability to incorporate the child into the household in relation to the lifestyle, standard of living, and to the overall capacity to meet the immediate and future plans and needs, including the education of the child. Welfare and Institutions Code Section 16121 states that the adoptive family shall be paid an amount of aid based on the child’s needs otherwise covered in AFDC-FC payments and the circumstances of the adopting parents but that shall not exceed the foster care maintenance payment that would have been paid based on the age related state-approved foster family home care rate, and any applicable specialized care increment, for a child placed in a licensed or approved family home. 

Note: If the child is a client of California Regional Center, rates will be based on Regional Center rates. For further information see CWS Procedural Guide 0900-511.12, Regional Center Rates for Dual Agency Children. California Regional Center clients who leave California shall continue to receive AAP benefits based on the Regional Center rate previously established or the applicable rate in the host state, whichever is higher, for which the child would otherwise be eligible. 

California Regional Centers also provide services through the Early Start Intervention Program. Infants and toddlers from birth to 36 months may be eligible for these early intervention services, if through documented evaluation and assessment, they meet one of the following criteria: have a developmental delay in either cognitive, communication, social or emotional, adaptive, or physical and motor development including vision and hearing; or have established risk conditions of known etiology, with a high probability of resulting in delayed development. (For further information see Procedural Guide E060-0570, Regional Center Rates for Dual Agency Children or CWS Procedural Guide 0900-511.12, Regional Center Rates for Dual Agency Children.)
Note: If an Intake AAP EW receives documentation indicating that the child has been placed and is funded in another program, the EW will forward the documentation to the Case Carrying Reassessment EW for processing. 

Note: Information on how to complete tasks using the AAP Web Application can be located at http://isd-prodnetext/AAP/.
Procedures

A. WHEN: A CHILD IS FREED FOR ADOPTION

When a child is freed for adoption, their identity is protected. To ensure this confidentiality, the child’s foster case, which was linked to the birth parent(s), is closed and a new case in the name of the child is opened with a new case number. However it is important that the documentation, which validates the original eligibility determination, is copied and included in the child’s new case. This ensures continuation of the original funding source.
AAP Freed Minor Unit Clerk Responsibilities

1. Receive the Termination of Parental Rights (TPR) packet from the Search, Attach, Assign and Merge Specialists (SAAMS) unit. 

2. Forward the TPR packet to the Eligibility Supervisor (ES) for assignment. 

AAP Freed Minor Eligibility Supervisor Responsibilities

1. Receive the TPR Packet from the Unit Clerk.
2. Verify case count of the Eligibility Worker’s (EW’s) from the unit’s case log (Excel log). 

3. Provide the Unit Clerk with assignment instruction of the case/cases on a rotational basis.

AAP Freed Minor Unit Clerk Responsibilities

1. Receive the TPR packet back from the ES and data enter case information into the unit control log.

2. Set up a Freed Minor case folder for the child. 

3. Give the case folder and TPR packet to the assigned AAP Freed Minor EW.

AAP Freed Minor Eligibility Worker Responsibilities

1. Receive and review the Freed Minor folder from the Unit Clerk. Folder contains the following:
a) Minute Order (TPR Minute Order), which states that the child has been freed from the parent(s);

b) AD 551A – Confirmation of Child Legally Freed;

c) AD 4333 – Acknowledgement and Confirmation of Receipt of Relinquishment Documents.

d) Copy of the Child Welfare Services/Case Management System (CWS/CMS) case notes from the foster care child case;

e) WCMIS Print-out that verifies that the new case number on the freed child case has been established;

f) Copy of the child’s birth certificate. 

2. If the reviewed TPR packet has incomplete, incorrect or missing forms, EW will contact the SAAMS unit to request the missing or corrected documentation/information/signatures. 
3. Confirm that there is an open foster care case on CWS/CMS for the Freed Minor. (Case may have come from a Non-CWD case (i.e. Kin-GAP). Freed minor case must be established on a Foster Care CWS/CMS case. 

a) If there is no open foster care case on CWS/CMS refer the TPR packet back to the SAAMS unit to open the foster care case. 

b) Set a control for return of the TPR packet within 3 work days. Escalate to the ES if the packet is not returned after 3 work days for further escalation. If not returned within 6 work days, back to the ES, follow escalation process.  (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).
Note: If there is an open foster care case, notify the Redetermination EW that the case has been TPR’d. In some cases the child may have been determined Non-Federal and is placed with a relative who is receiving CalWORKs for the child. Once the case has been TPR’d the relative would now be considered to be a NREFM and eligible for Non-Federal Foster Care. Notifying the Redetermination EW will give them advance notice that the relative caregiver may want to receive foster care and have CalWORKs terminated for the child. (Refer to FYI 11-12) 
4. Confirm that the start date of the Freed Minor case on CWS/CMS is consistent with the termination of parental rights date on the TPR Minute Order.

5. Confirm that an original eligibility determination has been completed for the child and that the funding source has been established. (Case notes from the Foster Care child case will provide information regarding the initial determination of eligibility, and any re-determinations completed thereafter). 
a) If it appears that an initial eligibility determination has never been completed, bring the case to the attention of the ES for follow-up action. 

AAP Freed Minor Eligibility Supervisor Responsibilities

1. Provide a secondary review to determine whether there has been an initial Foster Care determination of eligibility. 

2. If it appears that no determination has been made, contact the Technical Assistant Eligibility Supervisor (TA/ES) over the unit, who originally set-up the initial placement, and request that a referral be forwarded to the Foster Care Intake Unit. 

3. Annotate actions in the CWS/CMS case notes.

4. Return the case to the assigned Freed Minor Eligibility Worker.
AAP Freed Minor Eligibility Worker Responsibilities

1. If it is found that an initial eligibility determination for Foster Care has not been completed, set up a follow up reminder (DCFS 26-1) for 30 days to track the progress on the intake. 

a) At the end of the 30 days, review case notes on the Foster Care child case to determine if the Foster Care Intake was completed. 

i) If not completed, contact the Foster Care Intake EW or Intake ES to inquiry as to the progress on the case. 

ii) Set a control for an additional 15 days to monitor for completion of the initial determination. Follow up every 15 days to monitor progress.
iii) Refer the case for escalation to the Freed Minor ES if the Foster Care Intake has not been completed within 60 days of receipt of the case. (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).

iv) Annotate all information in the CWS/CMS case notes.

b) Once completed, ensure that the aid code on the Freed Child case is the same as the aid code from the initial eligibility determination. 

c) Print a copy of the current case notes from the Foster Care child case for insertion into the Freed Child case.

2. Assign EW file number on the new freed child case on CWS/CMS.

a) Access the CWS/CMS application. When the specific case is retrieved from the database CWS/CMS defaults to the green button (Case Management), then click the “assignment” page tab. Complete the actions to assign an EW file number as a secondary assignment. 

3. Review and print the following from CWS/CMS:

a) Intervention and Case Status – Click on the green button (Case Management), click on the ID tab and review the Intervention Reason and Case Status to ensure the case is set up on a foster care segment.  (If the case is on a Non-CWD segment, refer to instruction on page 6, #3, a) and b). 
b) Case notes – Click on the last notebook on the right side (document-case) and review the case notes to determine the past actions taken on the child’s case. 
c) ID Num page – Click on the blue button (Client Management), click on the first notebook (picture of multiple people), click on the child’s name and click on “ok” at the prompt. Open the ID Num tab and review the aid code, any start/stop dates and case number. 

i) Ensure that the aid code, dates, and numbers match the physical case. 

d) Placement History – Click on the red button (Placement Management), then existing Placement Notebook, which will open another screen showing a button that indicates “history.” Review any prior placements to ensure that they have been stopped. 
4. Print out the following:

a) Medi-Cal including:

i) Income Evidence Verification System (IEVS) (See Procedural Guide E100-0520 for further information);

ii) Review on the MEDS system the Title II and Title XVI screens; and the “QM, Q1, Q2 or Q3” screen which shows general information on the child. This is for review purposes only. Changes to the Medi-Cal system will be completed by the MAO Medi-Cal units located in the Glendora office
Note: Throughout this procedural guide, obtaining of MEDS print outs are for review purposes only. No changes will be made on the MEDS system except by the MAO or Centralized Medi-Cal Unit members located in the Glendora and Pasadena offices.  
5. Review the current Minute Order against the last Minute Order to determine if court recommendations or orders would have an affect on the eligibility status of the child. 
6. Generate from CWS/CMS a current FC 3:  
a) After opening the case on CWS/CMS, click on the blue (Client Management) notebook;

b) Click on the + below Client Document Notebook, on the last tab on the right (single person with a piece of paper), which will open a new window;

c) Click on “County” (LA County will automatically populate) and scroll down to the FC 3;

d) Complete the information on the FC 3 and print it out. 

7. Via e-mail advise the EW (if an active case) or ES (if the case is a “41) that a freed minor case has been created for the child. Provide them with the new case number and request a copy of the initial FC 3, the most recent FC 2, and the last SOC 158. 
a) If not received within five (5) business days, begin the escalation process. (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).
8. Verify that there is no duplication of the child on the MEDS system.

a) If there appears to be duplicate Medi-Cal cases complete the following action:

i) Send via fax or hand deliver to the Centralized Medi-Cal unit in Glendora a Duplicate CIN Form (locate under “Eligibility” forms on L.A. Kids). 
b) Confirm that there is an “A” or “W” verifier on the MEDS print-out.

i) If there is no “A” or “W” verifier take the following action: 
(1) If there is a pseudo number on MEDS, request a copy of the child’s Social Security Card from the Case Carrying Redetermination EW/ES and/or CSW/SCSW or request a copy of the SS5 (Request for a Social Security Number) which shows that a Social Security Card has been requested. Follow up to ensure a card has been processed and received as necessary.
9. Send a Medi-Cal referral to the Centralized Medi-Cal unit to update the Medi-Cal records to show the child on the new Freed Minor’s case number. 

Note: If the child’s aid code on the Medi-Cal case is “60”, do not request a change to the Freed Minor case number. The “60” indicates that the child is in receipt of SSI/SSP and we do not have the authority to override information on this type of Medi-Cal case. 

10. Review the Freed Minor Checklist to verify and confirm that all documents and documentation has been completed and is on file in the Freed Minor’s case. 
11. Annotate case notes on CWS/CMS indicating any actions taken. Keep a copy for the child’s case. 

12. Submit the Freed Minor case to the ES for review and approval.
AAP Freed Minor Eligibility Supervisor Responsibilities

1. Review the Freed Minor case. If the case has missing, incomplete or inaccurate information, return to the EW for correction or completion. 
2. Annotate Case Notes on CWS/CMS indicating that the case has been set up correctly, with all required forms intact. 

3. Once the case is complete, end date the secondary assignment file number of the Eligibility Worker on CWS/CMS. 

4. Save the changes/updates to the database.

5. Forward the case to the Unit Clerk. 

AAP Freed Minor Unit Clerk Responsibilities

1. Receive the case and make copies of the FC 3’s from the freed minor’s segment (Original FC 3 from Foster Care child case and from Freed Minor segment). 

2. Send the Freed Minor segment to the Centralized Clerical Unit in Glendora for forwarding to storage. 
3. Annotate in the Master Log the file number, name and location of the individual the case is being sent to. 

B. WHEN: A REFERRAL FOR INTAKE IS RECEIVED FROM A PRIVATE ADOPTION AGENCY (VOLUNTARY PLACEMENT (180 DAY MAXIMUM)) 
The expectant mother has contacted a Private Adoption Agency regarding permanent placement for her unborn child. Prior to requesting placement the mother has relinquished her rights to the child. 

AAP Intake Unit Clerk Responsibilities

1. Receive a referral packet containing the following forms:
a) Private Adoptions Agency Referral for AFDC-FC (no form number);
b) SOC 155 – Voluntary Placement Agreement;
c) SAWS I – Application for Cash Aid, Food Stamps, Medi-Cal/34 County CMSP;
d)  DCFS 853 - Affidavit from birth mother;
e) Hospital record of child’s birth;
f) FC 2 – Statement of Facts Supporting Eligibility for AFDC-Foster Care.
2. Consult with the ES to obtain the assigned EW file number (assigned in rotational order).
3. Data enter the assignment and file number into the Master Unit Log.
4. Print out and attached a copy of the child’s WCMIS record. 

5. Data enter case information into CWS/CMS, saving this information to the database. 
6. Forward the child’s intake packet to the assigned EW. 

AAP Intake Eligibility Worker Responsibilities

1. Receive and review the AAP packet (forms listed in #1 a - f above) to ensure completeness of information by the CSW and birth mother, with appropriate signatures. 
2. Ensure that the dates on the forms are in accordance with acceptable standards (matching dates on primary forms) 

3. Set up a child’s case folder. 

4. Contact the Adoptive Parents. (Information is located on the Private Adoption Agency Referral for AFDC-FC form).

a) Validate that the date of placement was the actual date that the child was placed in their home. 

b) Validate the home address and spelling of all information (Street name and city).
5. Complete a Medi-Cal referral faxing it to the Centralized Medi-Cal Unit. Follow up with the Medi-Cal Unit if the child’s Medi-Cal record has not been created within 48 work hours. Keep a copy in the child’s case. 
6. Access the CWS/CMS application. When the specific case is retrieved from the database CWS/CMS defaults to the green button (Case Management), then click the “assignment” page tab. Complete the actions to assign an EW file number (“AI## “Adoption Intake) as a secondary assignment. 

a) Under “Responsibility Description” type in “Intake 180 days Voluntary Placement”. 

7. Click on the blue (Client Management) Section, go to the 1st icon (Client Notebook), then click on the ID Num tab and data enter “40” in the aid code section. Ensure the start date is consistent with the date of placement. 
8. Click on red section (Placement Management).

a) Go to the Menu Bar and click on “Search”.  Once the search screen is viewable click on “Placement Facility”.

b) Once the “Placement Facility” screen is viewable, click the down arrow and bring up “Foster Family Agency Certified Home.”  

c) A new screen appears that allows the EW to click on “Substitute Care Provider” information.

d) Data enter the following information:

i) Substitute care providers first and last name;

ii) Providers Zip Code

e) Click “ok”. CWS/CMS will bring into focus information based on the criteria previously entered. Review the information to determine if this is the same caretaker as is listed on the Private Adoptions Agency Referral for AFDC-FC form.

i) If CWS/CMS does not bring up information matching the caregiver (including caregiver address), a completed RM200 must be faxed to the Resource Management Unit in the Glendora office. 

9. Once the Resource Management Unit indicates they have completed necessary actions to add the caregiver to CWS/CMS, open the case on CWS/CMS and review the case information.  

10. If all the information is correct, go to the red section (Placement Management), click on the “+” sign for the first house. A new screen appears with the child’s name. Click ok. 

a) Once ok is clicked, EW can complete the “ongoing” request section on CWS/CMS to set up the placement/payment. Data enter the following highlighted sections:

i) The date of removal from the mother (located from the Private Adoption Agency Referral for AFCD-FC form);
ii) The removal time (Always set up as “8:00 am”)
iii) Set up the first caretaker relationship to the child; indicating either “mother”, “birth” or “adoptive. (whichever is applicable)

iv) Set up “Relinquishment” as the primary reason for removal. 
11. Go to the red button (Placement), open the Placement folder, then click on the ID page and data enter the highlighted fields:

a) Start date (located from the Private Adoption Agency Referral for AFDC-FC form);

b) Agreement effective date is always the same as the start date;

c) Agency responsible: “LA Private Adoption Agency”;

d) Legal Authority for Placement, “Parent Agency Agreement”;

e) Effective date will be the same as the date the mother signed the SOC 155;
f) Click on “Care Provider Relationship to the Child” and set up “Non-relative Non-guardian”;

g) Click on CHDP program and set up the date which is found on the Private Adoption Agency referral for AFDC-FC form.

h) After completion of the above, click on the “ongoing request” tab. Click the ‘+’ button to add a row to the grid. 
i) Once table appears fill out the highlighted fields:

(1) Start date (the same as has been indicated on the Private Adoption Agency Referral for AFDC-FC form);

(2) Click on APPS Schedule/Level  and set up the A-2 payment level (FFA Treatment Placement);

12. Go to “Menu” bar and click on “action” then click on “approval”;

a) Click on “approve to database”.

b) Set up the approval as “pending”. 

c) Click “ok”. 

13. Go to the “green” (case management) section to create case notes. 

a) Go to the last notebook on the right, open and complete “case notes”.
b) Go to “file”, and then, “save" before exiting Microsoft Word. 

14. After completing all functions, go to “File” on the menu bar, then to “save” and save to the database. This action will prompt the exit out of CWS/CMS. 
15. Re-open CWS/CMS to generate the SOC 158A and placement history, thereafter close CWS/CMS. 

16. Set up and FAX the two approval letters to the Private Adoption Agency indicating both the start date of placement and the end date (180 days from the date of the signing of the SOC 155.) Keep a copy of the “ok” status confirmation from the FAX machine in the child’s case. 

17. Fill in the appropriate sections, completing the eligibility determination on the following forms: 

a) Non-Federal Foster Care Evaluation;

b) SAWS 1;

c) FC 2;

d) FC 3 (a copy will be given to the Unit Clerk to file for future use)
18. Search for the Medi-Cal record of the biological mother on MEDS. Review and print out the general information from the QM, Q1 or Q2 or Q3 screen, QT and QX screens and place in the child’s case file. 
19. Forward the case to the Eligibility Supervisor for review and approval.

AAP Intake Eligibility Supervisor Responsibilities

1. Review actions and documents completed by the EW on the child’s case. This includes accuracy of information, completeness of documentation and appropriate signatures. 
2. If accurate and complete, set up the approval action on CWS/CMS, saving the case to the database.

3. Return the case to the assigned EW.

AAP Intake Eligibility Worker Responsibilities

1. EW will set a control (DCFS 26-1) indicating the 140th day of the 180 day voluntary placement period. 
2. EW must receive a DCFS 489-2, Placement Termination of Foster Care, from the Private Adoption Agency, prior to the end of the 180 day control period. If not received by the 140th day, notify the Private Adoption Agency of the need to receive the requested document and continue to monitor for its receipt with a DCFS 26-1 to control for the additional 40 days. 
3. Once the DCFS 489-2 is received complete the following actions:

a) CWS/CMS case notes indicating the date of termination of foster care. 

4. Click on the blue (Client Management) Section, go to the 1st icon (Client Notebook), then click on the ID Num tab and data enter the following in the aid code section:

a) Set up a new aid code indicating aid code “31”, indicating that the out-of-home placement has terminated. (This date will be the same date as the placement end date indicated on the DCFS 489-2).
5. Click on the red section (Placement Management).

a) Click on the 1st Notebook, (picture of the single house (Placement)), focus on the current placement when the new screen appears and click ok.

b) Go to the Ongoing Request tab and stop the payment effective the same date as indicated on the DCFS 489-2. 

c) Go to “End Placement Episode” section and set up the end date, again the same as the stop date indicated on the DCFS 489-2. 

d) Click on “other” and data enter the end placement reason.

e) If the child is adoptively placed, type “Adoptive Placement Completed by” and the name of the Private Adoption Agency.”

f) Complete the section,” Placement episode termination reason section.” Open the table and select, “Private Adoption Agency” (Non-CWS). 

g) Data enter the “Placement Episode Termination Description.” 

i) If the child is adoptively placed type “Adoptive Placement Completed by” and the name of the Private Adoption Agency.”

h) Placement and Episode end date will be the same date as indicated on the DCFS 489-2. 

i) Complete case notes indicating the action taken. 
6. Notify the ES for completion of case notes prior to end dating the case on CWS/CMS. 

7. Once confirmed that the ES has completed case notes, end date the case on CWS/CMS.

a) Go to red section (Placement Notebook), click on “Action” from the Menu Bar. 

b) When the table is visible, click on “end the case”

c) This will bring up another table, click on “closure reason” and indicate “services provided by other agency”. 

d) Under “closure statement” type Adoptive Placement Completed and indicate the name of the Private Adoptive Agency. 

e) Go to “approval” and a new table will appear. 

f) Under Approval Status, click on “approval pending”

g) Click “ok”.

8. Save to the database. 

9. Submit the case to the ES for review and approval of actions. 
AAP Intake Eligibility Supervisor Responsibilities

1. Review actions taken by the EW and if correct initiate case notes and save to the database. 

2. In the event that there is error in the case, return to the assigned EW for correction, following up with review and approval actions once returned from correction. 

3. Forward the case to the Unit Clerk for referral to case storage/record retention. 

AAP Intake Unit Clerk Responsibilities

1. Receive the closed case and indicate the current status on the Unit Log.
2. Complete a miscellaneous transmittal, and forward the case to the library for submission to case storage/record retention.  

C. WHEN: AN AAP INTAKE REQUEST IS RECEIVED

Once the freed child’s case is separated; the AAP determination process begins at AAP Intake. 

AP Intake Unit Clerk Responsibilities
1. Receive the AAP packet(s) consisting of the following:
a) AAP 1 – Request for Adoption Assistance;
b) AAP 2 – AAP Payment Instruction

i) AAP 4 – Eligibility Certification (Revised form effective April 2010)

(1) Completion of questions IV and V by the AAP Intake Eligibility Worker upon request of the Adoptions CSW. This will happen prior to the submission of the AAP Intake packet)
c) AD 4320 – Adoption Assistance Agreement;
d) A 23 – Request for Notice of Placement (for regular cases only); 
e) May include verification of rates (Rates schedule document) for Host County Rates, SOC 836, 837, and 835 (if applicable) for Supplemental Regional Center Rates. 

2. Staple the documents into their individual packets.

3. Advise the ES on the number of assignments received. 

AAP Intake Eligibility Supervisor Responsibilities

1. Review the unit log and determine the types of request for each assignment (initial, deferred, (Intake Regular, Independent and Post Adoption Services), or denials, and the number of assignments to be given to each EW, (based on assignment rotation).

2. Provide instruction to the Unit Clerk on assignment of the AAP packets.

AAP Intake Unit Clerk Responsibilities

1. Unit clerk will log the assignment onto the Unit Control Log.

2. Set up a transmittal for each assignment; place it on the top of each stapled packet.
3. Forward the packets to the designated EW. 

FOR REGULAR AAP INTAKE CASES

AAP Intake Eligibility Worker Responsibilities
Terminating a Foster Care Case

1. Receive the DCFS 280 requesting a stop in the foster care payment and placement. (To be completed within 24 – 48 work hours of receipt of DCFS 280).
2. Review the DCFS 280 and any attached documents to ensure accuracy and clarity of requested action, including appropriate signature(s).
a) If information is not complete or signatures are missing, notify the CSW by e-mail or telephone of the problem and the need for correction. 

b) Set a 5 (five) work day control for return of corrected documentation. 

c) Begin escalation process if not returned after the 5th work day (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).

3. Send the CSW, via e-mail, notice of receipt of the assignment.  
4. Access the CWS/CMS application. When the specific case is retrieved from the database CWS/CMS defaults to the green button (Case Management), then click the “assignment” page tab. Complete the actions to assign your EW file number (“AI## “Adoption Intake) as a secondary assignment. Under “Responsibility Description” type in “AAP Intake.” 
5. Review and print the following: 

a) The MEDS “QM” or “Q1” or “Q2” or “Q3” screen showing general information on the child. 
Note: If the minor is in receipt of CalWORKs, the EW must send a DCFS 2426 to the DPSS CalWORKs and Medi-Cal EW advising them that the child is in receipt of AAP. 
6. Review case notes. 

7. Access APPS and/or CWS/CMS Lite and obtain a print-out of the payment history for review.
8. Review the information in the Adoption Module. If the child’s name, address, Adoptive Parent information is incorrect, immediately advise the Adoption CSW to ensure necessary corrections are taken (CSW will coordinate the changes with the Adoptions SAAMS Unit).
9. After correction(s) are made by the CSW, continue to process the stop on the Foster Care case. Confirm the corrections by checking the Adoption Module to confirm data accuracy. 

10. Stop the Foster Care Payment (if necessary) 

Note: There are instances when the start date for AAP will reflect a date prior to the termination of the foster care. To ensure there is no duplicate payment, the EW must align the start date of AAP to begin the first day following the termination of foster care. 
In some cases the AD4320 will reflect a higher rate than that which has already been paid on foster care (i.e. “D” rate which requires attached documentation). The foster care grant must be adjusted to reflect the payment amount retro to the date the AD 4320 was signed. The AAP ES will send a copy of the AAP 2 to the Foster Care Hotline, which in turn forwards to the Payment Resolution Unit, to make a retro adjustment to the foster care grant.
a) Click on red (Placement Management Section).

i) Click on the 1st Notebook, (picture of the single house) (Placement)), select the current placement when the new screen appears and click ok. 

ii) Go to the End Placement Episode tab and data enter the following:
(1) Notice to remove date – this is the same date as the start of the AAP placement. 

(2) Placement Change Reason (Adoption Agreement Signed);
(3) Placement End Date (this will be the same date as the start of the AAP Placement Date). 

11. Click on the blue (Client Management) Section, go to the 1st icon (Client Notebook), then click on the ID Num tab and data enter the following in the aid code section: 

a) Stop the aid code which indicates out-of-home placement. (this date will be  the same date as the placement end date)

b) Set up a new aid code indicating aid code “41” non-paid placement status. (The date will be the day following the placement end date).
12. Record actions on CWS/CMS case notes

13. Save all actions to the database. 

Processing the AAP Case
Note: If the child was receiving SSI prior to the creation of the freed child case, or at the time of a name change, advise the CSW of the need for the adoptive parent to contact the Social Security Administration for the change in name on the ongoing minor’s SSI and to request a new Social Security Card in the child’s name.  
(Reminder, if the child’s aid code on the Medi-Cal case is “60”, do not request a change to the case number. The “60” indicates that the child is in receipt of SSI/SSP and we do not have the authority to override information on this type of Medi-Cal case. )
1. As the case contents are being created or gathered, EW will set up the green case folder in the case model format (case check list). 
2. Contact the Adoptive parent(s), (number has been provided by the CSW) to verify their address. 

a) If the address given is different than that on the A23, advise the adoptive parent(s) that they must contact the CSW to complete a new A23 with the correct address. (For regular cases only) Set a control (DCFS 26-1) for 5 work days to control for return of the corrected A23. If not received after 5 work days, begin the escalation process (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)). 
b) Send the CSW, via e-mail, a notice that the adoptive parent(s) have a new address and that they have been advised to contact the CSW regarding this matter. 

3. Open CWS/CMS:

a) Click on the blue (Client Management) Section, go to the 1st icon (Client Notebook), then click on the ID Num tab and data enter the following: 

i) Change the aid code to reflect AAP to either “03” (federal) or “04” (non-federal).
(1) An FC 8 must be obtained from CWS/CMS if the case is federal. The FC 8 can be generated from the Client Management Section by setting up a new form from file, then “Print Report”; go to Adoption Section. Choose FC 8 and print out the form. 
ii) Go to the AFDC-FC tab and insert the stop foster care date on the line entitled, “Eligibility for AFDC was terminated on” and insert the termination reason code, “Child is no longer in foster care.” 

iii) Go to the “AAP Eligibility” tab and under “Reasons for AAP Eligibility” enter information that is applicable from the A23 form (I.e. ethnicity, age of 3 years or older, etc.) 

b) Validate the TPR information:

i) Remaining in the blue Client Management section, click on the 6th icon from the left (Open Existing Family Information),
ii) Click on the Parental Rights tab and confirm that the Parental Rights Termination date on the parent(s) is indicated in CWS/CMS. 

(1) The TPR date is used on the DCFS 1758 to notify the Child Support Division of the effective date to discontinue child support. 
c) Click on red section (Placement Management).

i) Click on the 1st Notebook, (picture of the single house (Placement)), focus on the current placement when the new screen appears and click ok. 

ii) Go to the End Placement Episode tab and data enter the following:

(1) Notice to remove date – this is the same date as the start of the AAP placement. 

(2) Placement Change Reason (Adoption Agreement Signed);

(3) Placement End Date (this will be the same date as the start of the AAP Placement Date).

iii) Go to the third notebook (Open Existing Adoptive Placement), select the current adoptive placement and click ok. 

Note: Adoptive placement will not be on CWS/CMS if it was through a Voluntary Placement or through a Private Adoption Agency or Independent Adoption. This will be treated as an initial start up AAP. (See page 16, section C, Independent Adoption and page 28, section D for Start Up Cases)

iv) Review the AAP module information. If there is a discrepancy, notify the CSW/SCSW via e-mail or telephone of the necessity for correction action. 
(1) Set up a reminder for follow up. 

v) Click on the AAP Agreement tab and data enter the following:
(1) Agreement Type;
(2) Start Date;
(3) End Date;
(4) Benefit Basis;
(5) AFDC-FC Payment if child was in Foster Care;
(6) Basic Care Amount; and
(7) SCI (if any). 

Note: For Deferred Agreement, under “Agreement Type” and “Benefit Basis” select “deferred Medi-Cal only”. 

d) Click on the green (Case Management) Section; go to the icon on the right side (Document-case) and when the new screen appears click on Case Notes. Annotate any actions you have taken. 
e) Save to database.

4. Complete, print and file in the AAP child folder the following:
a) AAP Check List;
b) Case Notes;

c) APPS or CWS Lite for payment history;
d) May include verification of rates (Rates schedule document) for Host County Rates, SOC 836, 837, and 835 (if applicable) for Supplemental Regional Center Rates. 

e) AAP 2 – Payment Instructions;

f) AAP 4 – Eligibility Certification; 
g) MC 250A – Medi-Cal application – to be sent to the MAO Medi-Cal Unit in Glendora;

h) DCFS 1758 – Child Support Referral – to terminate any child support that the biological parents may still be submitting;

i) DCFS 489-2 – Termination of Placement Agreement (Not applicable for Medical/Non-Foster Care placements).
j) NA 791 – Notice of Action. 
Note: If the child is placed out-of-state, this requires ICAMA to ensure Medical coverage per that state’s requirements. ICAMA documents must be faxed to Sacramento with a copy to the Adoptive Parents, a copy to the residing State Representative and a copy will remain in the AAP case folder. 

5. Include in the AAP case copies of the FC 3 – Redetermination of Foster Care Eligibility from the Foster Care child case, which reflects the original foster care funding source determination and a copy of the FC 3 from the Freed Minor segment.
6. Copy each of the following for forwarding to the appropriate agency/department. 
a) MC 250 – copy to the MAO Medi-Cal Unit;

b) DCFS 1758 – copy to the Child Support Division.
7. Copies of the following documents will be mailed out to the Adoptive Parent(s) and previous Foster Caregiver/Facility once the case is reviewed and approved by the ES. 

a) NA 791 –Notice of Action – AAP Approval to the Adoptive Parent(s);
b) DCFS 489 -2 – Termination of Placement Agreement - to the Previous Foster Caregiver/Facility.
8. Documents from #6 and #7 will be attached to the top of the AAP case for review and signatures by the ES. 

9. Send an e-mail to the case carrying Intake or Redetermination EW notifying them that the Foster Care has been stopped and AAP has started. Their case is to be closed and sent to case storage/record retention. 
10. Send an e-mail to the CSW indicating that the assignment has been completed and attach a copy of the NOA. 
11. Set up a task reminder (DCFS 26-1) to control for the following: 

a) End Date Change: 

i) AAP End Date for a Regional Center (Dual Agency Child). The end date is the last day of the month that the minor turns age 3. 

(1) To avoid disruption of the AAP payment request an amended AD 4320 indicating the “basic rate” effective the first day of the following month that the minor turns 3 years old. 

ii) 18 years old: The end date is the last day of the month when the minor turns age 18. A Notice of Action will be sent 60 days in advance advising that AAP will stop when the child turns age 18. 
12. The following day access the AAP Web Application and take the following actions:

a)  Confirm that all AAP information is correct;

i) Adoptive name of the child;

ii) Birth name of child;

iii) Child’s date of birth;

iv) Child’s Social Security Number;

v) AAP start and reassessment date;

vi) Ethnicity;

vii) Language of the child/family.
b) Search for the vendor number of the Adoptive parent(s)
i) If there is no vendor number found, complete a vendor number request and refer to the Resource Management Unit in the Glendora office.
ii) If the information is not the same, contact the clerical support unit via e-mail for assistance in changing the vendor information. 

iii) If there is a vendor number, confirm that the case information is the same as is indicated on the A 23. 

iv) Once all information is correct take the steps to attach the vendor to the child.

v)  Save to the database.

c) Check the adoptive parent information to confirm that it is correct. 

i) Name(s);

ii) Address;
iii) Telephone number(s);

iv) Social Security Number(s) (if known);

v) Ethnicity;

vi) Language;

vii) Data enter any additional information that is known and not already on the system. 

d) Save information to the database if there are any changes. 

e) Set up the agreement information including:

i) Rate level;

ii) Age level;

iii) AAP amount:

f) Save to database.

g) Annotate that all information has been verified and is accurate in the “comments” section. 
h) Set up for approval action by the ES. 
13. Submit the case to the ES for approval. 

AAP Intake Eligibility Supervisor Responsibilities

1. ES will review the case for completeness and accuracy, including all documentation originally submitted by the CSW. Review the following on CWS/CMS and on the AAP Web Application. 
2. If there is an error it will be returned to the EW for correction or referred back to the CSW for necessary action.

3. If all information is correct take the following steps;

a) On CWS/CMS:

i) End date the Intake AAP EW file number and the Foster Care Library file number;

ii) Set up the AAP Library file number.
iii) Document actions in CWS/CMS case notes;
iv) Save to the database.
b) On the AAP Web Application:

i) Confirm all data entered fields;

ii) If all information is correct, complete approval actions.

iii) If information is not correct, refer the case back to EW for correction and reject the approval of the case on the AAP Web Application.

iv) Annotate in the “comments” section the actions taken. 

v) Complete the approval actions

vi) Save to the database. 

c) Sign the AAP 2 and AAP Intake Check List;

4. Refer the case to the Unit Clerk. 

AAP Intake Unit Clerk Responsibilities

1. Receive the case from the ES and mail out the documents attached to the front of the case to the previous foster parent/facility and the Adoptive parent(s). 

2. Create two (2) transmittals:

a) One transmittal will go to the MAO unit in Glendora with the MC 250A to initiate or change Medi-Cal.

b) One transmittal will go to the Child Support Division with the DCFS 1758. 

3. Case will be forwarded to the AAP case carrying Eligibility Worker. 
For Disrupted Regular AAP Only – Adoption has not been finalized. 
Examples of a Disrupted AAP would be:

1. Disrupted TPR (birth parents contest the legal action(s));
2. Adoptive parent does not wish to finalize the adoption;
1. Death or disability of the adoptive parent which would preclude the finalization of  the adoption. 
3. Allegations against the adoptive parent. 

AAP Intake Unit Clerk Responsibilities

1. Receive the AAP packet(s) consisting of the following:

a) AAP 1 – Request for Adoption Assistance – need only if it is a new adoptive parent.
b) AAP 2 - AAP Payment Instruction

c) AAP 4 – Eligibility Certification
i) Completion of questions IV and V by the AAP Intake Eligibility Worker upon request of the Adoptions CSW. This will happen prior to the submission of the AAP Intake Packet.
d) AD 4320 – Adoption Assistance Agreement

e) A 23 – Request for Notice of Placement – need only if it is a new adoptive parent.

f) May include verification of rates (Rates schedule document) for Host County Rates, SOC 836, 837, and 835 (if applicable) for Supplemental Regional Center Rates. 

2. Staple the documents into their individual packets.

3. Advise the ES on the number of assignments received. 

AAP Intake Eligibility Supervisor Responsibilities

1. ES reviews the unit log and makes an assignment decision.

2. Print out AAP payment history.

3. Provide instruction to the Unit Clerk on assignment of the AAP packets.

AAP Unit Clerk Responsibilities

1. Unit clerk will log the assignment into the Unit Control Log.

2. Set up a transmittal for each assignment, places it on the top of each stapled packet.

3. Forward the packets to the designated EW. 
AAP Eligibility Worker Responsibilities
1. Review CWS/CMS to determine whether the case is still in the adoption module or has already been set up on a foster care segment. 

a) If the case is still set up in the adoption module, EW will notify the CSW that the case must be referred to the SAAMS Unit to stop the AAP module. 
2.  Request a copy of the FC 3 from the Unit Clerk, previously given them to file on page 14, # 17, d. 
Note: After the AAP module has been stopped the CSW will submit a foster care placement packet to the Technical Assistant Unit.

Stopping a Previous AAP Payment
Note: There are cases where the child has been removed from the AAP caregiver and placed back into foster care. Upon review if the AAP payment remains ongoing, notify via e-mail the CSW to initiate a termination of the AAP Payment. The Reassessment EW would be responsible for stopping the AAP Payment. 
After the previous AAP placement/payment has stopped see page 18, Section “For Regular AAP Intake Cases” to complete processing the new AAP case.
D. Independent Adoptions

The original adoption was finalized and there has been a disruption. Case is not on CWS/CMS
Child has already been relinquished from the biological parent(s). The type of referrals coming from the Independent Adoption is the following:

1. Biological parent(s) have selected the adoptive parent(s);

2. Adoptive parent may have died;

3. Adoptive parent may wish to terminate the Adoption

4. Children are in receipt of SSI/SSP. 
AAP Intake Unit Clerk Responsibilities

1. Receive the AAP packet(s) consisting of the following:

a) AAP 1 – Request for Adoption Assistance;
b) AAP 2 - AAP Payment Instruction;
c) AAP 4 – Eligibility Certification;
i) Completion of questions IV and V by the AAP Intake Eligibility Worker upon request of the Adoptions CSW. This will happen prior to the submission of the AAP Intake Packet.
d) AD 4320 – Adoption Assistance Agreement;
e) May also include verification of rates (Rates schedule document) for Host County Rates, SOC 836, 837, and 835 (if applicable) for Supplemental Regional Center Rates. 

2. Staple the documents into their individual packets.

3. Advise the ES on the number of assignments received. 

AAP Intake Eligibility Supervisor Responsibilities

1. Review the unit log and make an assignment decision
3. Print out AAP payment history.

2. Provide instruction to the Unit Clerk on assignment of the AAP packets.

AAP Unit Clerk Responsibilities

1. Data enter the assignment onto the Unit Control Log.

2. Set up a transmittal for each assignment, places it on the top of each stapled packet.

3. Forward the packet(s) to the designated EW. 
AAP Intake Eligibility Worker Responsibilities
1. Review the DCFS 280 and any attached documents to ensure accuracy and clarity of requested action, including appropriate signature(s). 
a) If information is not complete or signatures are missing, notify the CSW by e-mail or telephone of the problem and the need for correction. 

b) Set a 5 (five) work day control for return of corrected documentation. 

c) Begin the escalation process if not returned after 5 (five) work days (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).
2. Send the CSW, via e-mail, notice of receipt of the assignment. 

3. Print and review the following:
a) MEDS QM, Q1, Q2 or Q3 screens to obtain general information on the child.)
Stopping a Previous AAP Payment and or Placement 
Note: Upon review if the AAP payment remains ongoing, notify via e-mail the CSW to initiate a termination of the AAP Payment.
Processing the New AAP Case 
1. As the case contents are being created or gathered, EW will set-up the green case folder in the case model format (case check list). 

2. Contact the Adoptive parents, (number has been provided by the CSW) to verify their address. 

a) If the Adoptive parent gives you an address different than the information having been sent by the CSW, send the CSW, via e-mail, a notice that the adoptive parent(s) have a new address and that they have been advised to contact the CSW regarding this matter. 

3. Complete and print out the following:

a) AAP Check List;

b) AAP 2 – Payment Instructions;

c) MC 250A – Medi-Cal application – to be sent to the MAO Medi-Cal Unit in Glendora;

d) NA 791 – Notice of Action.
Note: If the child is placed out-of-state, this requires ICAMA to ensure Medical coverage per that state’s requirements. ICAMA documents must be faxed to Sacramento with a copy to the Adoptive Parents, a copy to the residing State Representative and a copy will remain in the AAP case folder. 

4. Copy each of the following for forwarding to the appropriate agency/department. 

a) MC 250A– copy to MAO Medi-Cal Unit.
5. Copies of the following documents will be mailed out to the Adoptive Parent(s) once the case is reviewed and approved by the ES. 
a) NA 791 – Notice of Action – AAP Approval to the Adoptive Parent(s).
6. Documents from #5 and #6 will be attached to the top of the AAP case for review and signatures by the ES. 

7. Send an e-mail to the CSW indicating that the assignment has been completed and fax to the CSW a copy of the NA 791 indicating that the assignment has been completed. 

8. Add the AAP case to the AAP Web Application. Input the following information:
i) Adoptive name of the child;

ii) Birth name of child;

iii) Child’s date of birth;

iv) Child’s Social Security Number;

v) AAP start and reassessment date;

vi) Ethnicity;

vii) Language of the child/family.

i) Search for the vendor number of the Adoptive parent(s)

i) If there is no vendor number found, complete a vendor number request and forward to the Resource Management unit in the Glendora office.
(1) If vendor number not set up within 5 work days, begin the escalation process. 

ii) If the information is not the same, contact the clerical support unit via e-mail for assistance in changing the vendor information. 

iii) If there is a vendor number confirm that the case information is the same as is in the AAP Packet.  

iv) Once all information is correct take the steps to attach the vendor to the child.

v)  Save to the database.

j) Check the adoptive parent information to add the following information: 

i) Name(s);

ii) Address;

iii) Telephone number(s);

iv) Social Security Number(s) (if known);

v) Ethnicity;

vi) Language;

vii) Data enter any additional information that is known and not already on the system. 

k) Save information to the database if there are any changes. 

l) Set up the agreement information including:

i) Start and end date:

ii) Benefit basis;

iii) Agreement type;

iv) Rate level;

v) Age level;

vi) AAP amount:

m) Save to database.

n) Annotate that all information has been verified and is accurate in the “comments” section. 

o) Set up for approval action by the ES. 

9. Refer the completed case to the AAP Intake ES for review.

AAP Intake Eligibility Supervisor Responsibilities

1. ES will review the case for completeness and accuracy. 

2. If there is error it will be returned to the EW for correction or referred back to the CSW for necessary action.
3. On the AAP Web Application:

a) Confirm all data entered fields;

b) If all information is correct, complete approval actions.

c) If information is not correct, refer the case back to EW for correction and reject the approval of the case on the AAP Web Application.

d) Annotate in the “comments” section the actions taken. 

e) Complete the approval actions

f) Save to the database. 

4. If all information is correct take the following steps:

a) Sign the AAP 2 and AAP Intake Check List;

5. Refer the case to the Unit Clerk. 

AAP Intake Unit Clerk Responsibilities

1. Receive the case from the ES. 

2. Create a transmittal:

a) The transmittal will go to the MAO Unit in Glendora with the MC 250A to initiate or change Medi-Cal.

3. Mail NA 791 to the New Adoptive Parent(s), notifying them of approval of AAP. 

4. Case will be forwarded to the AAP case carrying Eligibility Worker. 
E. For Post Adoptions Services - Start-up Cases Only
Start Up Cases

1. Child has already been relinquished from the biological parent(s). 

2. Referral may have originated from a Private Agency;

3. In most cases the child is not known on CWS/CMS or received AAP.
4. Eligibility Determination is always Non-Federal. 
5. In most of the Start-Up cases, the minor is under age 6 months. 
AAP Intake Unit Clerk Responsibilities

1. Receive the AAP packet(s) consisting of the following:
a) AAP 1 – Request for Adoption Assistance;
b) AAP 2 – AAP Payment Instructions;
c) AAP 4 – Eligibility Certification; 
i) Completion of questions IV and V by the AAP Intake Eligibility Worker upon request of the Adoptions CSW. This will happen prior to the submission of the AAP Intake Packet.
d) AD 4320 – Adoption Assistance Agreement;
e) May also include verification of rates (Rates schedule document) for Host County Rates, SOC 836, 837, and 835 (if applicable) for Supplemental Regional Center Rates. 

2. Staple the documents into their individual packets.

3. Advise the ES on the number of assignments received. 

AAP Intake Eligibility Supervisor Responsibilities

1. Review the unit log and makes an assignment decision

2. Provide instruction to the Unit Clerk on assignment of the AAP packets.

AAP Unit Clerk Responsibilities

1. Data enter the assignment onto the Unit Control Log.
2. Set up a transmittal for each assignment, places it on the top of each stapled packet.

3. Forward the packet(s) to the designated EW. 

AAP Intake Eligibility Worker Responsibilities
1. Review the DCFS 280 and any attached documents to ensure accuracy and clarity of requested action, including appropriate signature(s). 

a) If information is not complete or signatures are missing, notify the CSW by e-mail or telephone of the problem and the need for correction. 

b) Set a 5 day control for return of corrected documentation. 

c) Begin escalation process if not returned by the 6th work day (To review the escalation process, see Procedural Guide # E030-0520, Redetermination of AFDC-FC Eligibility, page 4, section (d) (i – iv)).

2. Send the CSW, via e-mail, notice of receipt of the assignment.
Processing the AAP Case

1. As the case contents are being created or gathered, EW will set up the green case folder in the case model format (case check list). 

2. Contact the Adoptive parents, (number has been provided by the CSW) to verify their address. 

a) If the Adoptive parent gives you an address different than the information having been sent by the CSW, send the CSW, via e-mail, a notice that the adoptive parent(s) have a new address and that they have been advised to contact the CSW regarding this matter. 

3. Complete and print out the following:

a) AAP Check List;

b) Initiate a second AAP 2, if the CSW submitted an original AAP 2 which had an error that required correction;
i) Notify the CSW, via e-mail, of the error and the corrective action taken;
c) MC 250A – Medi-Cal application – to be sent to the MAO Medi-Cal Unit in Glendora;

d) NA 791 – Notice of Action;

e) FC 3.
Note: If the child is placed out-of-state, this requires ICAMA to ensure Medical coverage per that state’s requirements. ICAMA documents must be faxed to Sacramento with a copy to the Adoptive Parents, a copy to the residing State Representative and a copy will remain in the AAP case folder. 

4. Copy each of the following for forwarding to the appropriate agency/department. 

a) MC 250A– copy to the MAO Medi-Cal Unit in Glendora;

5. Copies of the following documents will be mailed out to the Adoptive Parent(s) once the case is reviewed by the ES. 

a) NA 791 Notice of Action – AAP Approval to the Adoptive Parent(s);

6. Documents from #4 and #5 will be attached to the top of the AAP case for review and approval by the ES. 

7. Send an e-mail to the CSW indicating that the assignment has been completed and attach a copy of the NOA. 
8. Add the AAP case to the AAP Web Application. Input the following information:

i) Adoptive name of the child;

ii) Birth name of child;

iii) Child’s date of birth;

iv) Child’s Social Security Number;

v) AAP start and reassessment date;

vi) Ethnicity;

vii) Language of the child/family.

a) Search for the vendor number of the Adoptive parent(s)

i) If there is no vendor number found, complete a vendor number request and refer it to the Resource Management unit in the Glendora office.
(1) If vendor number not set up within 5 work days, begin the escalation process. 

ii) If the information is not the same, contact the clerical support unit via e-mail for assistance in changing the vendor information. 

iii) If there is a vendor number confirm that the case information is the same as is in the AAP Packet.  

iv) Once all information is correct take the steps to attach the vendor to the child.

v)  Save to the database.

b) Check the adoptive parent information to add the following information: 

i) Name(s);

ii) Address;

iii) Telephone number(s);

iv) Social Security Number(s) (if known);

v) Ethnicity;

vi) Language;

vii) Data enter any additional information that is known and not already on the system. 

c) Save information to the database if there are any changes. 

d) Set up the agreement information including:

i) Start and end date:

ii) Benefit basis;

iii) Agreement type;

iv) Rate level;

v) Age level;

vi) AAP amount:

e) Save to database.

f) Annotate that all information has been verified and is accurate in the “comments” section. 

g) Set up for approval action by the ES. 
9. Submit the case to the ES for approval. 

10. Refer the completed case to the AAP Intake ES for review.

AAP Intake Eligibility Supervisor Responsibilities

1. ES will review the case for completeness and accuracy. 

2. If there is an error it will be returned to the EW for correction or referred back to the CSW for necessary action.

3. On the AAP Web Application:

a) Confirm all data entered fields;

b) If all information is correct, complete approval actions.

c) If information is not correct, refer the case back to EW for correction and reject the approval of the case on the AAP Web Application.

d) Annotate in the “comments” section the actions taken. 

e) Complete the approval actions

f) Save to the database. 

4. If all information is correct take the following steps:

a) Sign the AAP 2 and AAP Intake Check List;

5. Refer the case to the Unit Clerk. 

AAP Intake Unit Clerk Responsibilities

1. Receive the case from the ES. 

2. Create a transmittal:

a) The transmittal will go to the MAO Unit in Glendora with the MC 250A to initiate or change Medi-Cal.

3. Mail NA 791 to the New Adoptive Parent(s), notifying them of approval of AAP. 

4. Case will be forwarded to the AAP case carrying Eligibility Worker. 

Note: There are instances when a child will receive three case numbers. The first is assigned when a child is originally placed in foster care. The second case number is assigned when the child is freed (TPR), thereby creating a case that is independent from the mother’s case (prior to TPR). The determination of eligibility, while already established on the original case, will be carried over to the new child case. Documentation which validates the original eligibility determination will be copied and saved in the new child case. A third case number is assigned when adoption is finalized and a child is removed from the adoptive placement and placed back into foster care (i.e. failed adoption). A new foster care eligibility determination is necessary.
Note: If a child was released from the adoptive parent due to a TPR, the adoptive parent is no longer eligible for ongoing AAP.  If the child is eventually replaced back into the former adoptive parent’s home for potential re-adoption, this will require a new AAP intake. (See page 16, section C for instruction on an initial AAP). 

If the child was never released from the adoptive parent through a TPR, but was placed back into foster care, a reduced AAP amount (basic foster care), would continue to go to the adoptive parent, even though foster care is being paid. If the child is replaced back into the adoptive parent’s home, the Reassessment EW would complete the necessary actions to set up the AAP placement/payment. 

Note: If an Intake AAP EW receives documentation indicating that the child has been placed in another program, and funded by that program, the EW will forward the documentation to the Case Carrying Reassessment EW for processing. 

Stopping a Previous AAP Payment 
Note: There are cases where the child has been removed from the AAP caregiver and placed back into foster care. Upon review if the AAP payment remains ongoing, notify via e-mail the CSW to initiate a termination of the AAP Payment. The Reassessment EW would be responsible for stopping the AAP Payment. 

Processing the AAP Restart (refer to Section C on page 16)
Note: All County Letter No. 10-08 provides information and instruction on the effect of the 2009/10 Budget Act, Assembly Bill (AB) X4 4 (Chapter 4, Statutes of 2009). A provision of this bill terminates the age-related increases for the Adoption Assistance Program (AAP) payments, effective January 1, 2010. 

Initial AAP agreements signed on or after January 1, 2010 will no longer be eligible to receive an AAP age-related increase. However, a family may request an AAP benefit increase at any time, based on the reassessment of the child’s needs and the circumstances of the family. 

Initial AAP agreements signed prior to January 1, 2010 will still be eligible to receive the AAP age-related increase upon request. 

OVERVIEW OF STATUTES/REGULATIONS

FYI 01-46:
Birth Parent Information Regarding Foster Care Payments or Adoption Assistance Program Payments for his or her Biological Child

FYI 02-34
Adoption Assistance Program (AAP) Payments for Federally Eligible Children Receiving Supplemental Security Income (SSI)

FYI 07-02
Informing the Foster Family Agency (FFA) of Adoptive Placement

FYI 07-05
CWS/CMS Procedures for Referrals on Previously Adopted Children

FYI 09-06
The Correct Completion of AAP Documents
ACL 02-02

Changes in Adoption Assistance Program Regulations

ACL 02-56
Dolores Yarbrough v. Rita Saenz and California Department of Social Services

ACL 03-29
Adoption Assistance Program Eligibility and Receipt of, or Eligibility for, Supplemental Security Income

ACL 03-60
Regional Center Consumers

ACL 07-14
Errata – Correction to All County Letter (ACL) No. 07-14 Changes to Title IV-E Foster Care and Adoption Assistance Program (AA) Activities that are eligible for Federal Financial Participation (FF)) as the Result of the Deficit Reduction Act (DRA) of 2005

ACL 07-14
Changes to Title IV-E Foster Care and Adoption Assistance Program (AAP) Activities that are Eligible for Federal Financial Participation (FFP) as the Result of the Deficit Reduction Act (DRA) of 2005

ACL 08-01
Aid to Families with Dependent Children-Foster Care, Kinship Guardianship Assistance Payment Program and Adoption Assistance Program Rates

ACL 08-17
Dual Agency Care Rates for Children with Developmental Disabilities Who Receive Aid to Families with Dependent Children-Foster Care or Adoption Assistance Program Benefits

ACL 08-40
Private Adoption Agency Reimbursement Program (PAARP) Funding Increase Claiming Guidelines

ACL 08-49
Adoption Provisions of the Adam Walsh Child Protection and Safety Act of 2006

ACL 08-54
Instructions Regarding the Supplement to the Rate Paid on Behalf of a Dual Agency Child

ACL 08-49E
Errata – Correction to All County Letter (ACL) 08-49 (Adoption Provisions of the Adam Walsh Child Protection and Safety Act of 2006)

ACL 09-10
Hague Convention on Intercountry Adoption (HCIA); Intercountry Adoption Act of 1000 (IAA); Title 22 Code of Federal regulations (CFR) Parts 96, 97, 98, 99; Senate Bill (SB) 703 (Chapter 583, Statutes of 2007)

ACL 09-15
Implementation of Assembly Bill (AB) 1512 (Torrico, Chapter 467, Statutes of 2007); Clarification and Instructions for Disenrollment of Children in Foster Care from the County Organized Health System and Medi-Cal Change of Address Procedures for Children in Foster Care and Adoption Assistance Programs
ACL 09-28
Indian Child Welfare Act and Adoptions – Forms, Processes, and Standards

ACL 09-45
Aid to Families with Dependent Children-Foster Care (AFDC-FC), Kinship Guardianship Assistance Payment Program and Adoption Assistance Program

ACL 09-45E
Errata - Aid to Families with Dependent Children-Foster Care (AFDC-FC), Kinship Guardianship Assistance Payment Program and Adoption Assistance Program

ACL 09-51
California’s Adoption Assistance Program and Title IV-E Federal Mandates

ACL 09-67
Implementation of the Readoption Provisions for Intercountry Adoptions
ACL 10-08
Adoption Assistance Program

ACIN 1-47-05
Unavailability of Verifying Official Documents for Adoption

CDSS Manual Letter No. AD-0101, Dated September 18, 2001 - Sections 35001, 35179, 35211, 35325, 35333, 35334, 35337, and 35343

CDSS Manual Letter No. AD-05-01, Dated July 29, 2005 – Sections 35011 and 35215

ACYF-CB-PI-09-10, Issuance Date: August 26, 2009 – Changes to the Title IV-E Adoption Assistance Program – Foster Connections to Success and Increasing Adoptions Act of 2008 (Public Law 110-351) 

California – DSS – Manual – AD: Manual Letter No. AD-98-01 – Title 22, Division 2, Chapter 3, Adoption Program Regulations.

California – DSS – Manual – CWS: Manual Letter No. CWS-01-01, Chapter 31-400 Placement

California – DSS – Manual – EAS: Manual Letter No. EAS 98-03, Chapter 45-400 EA-ANEC Program

California – DSS – Manual – EAS: Manual Letter No. EAS 98-03, Chapter 45-800 Adoptions Assistance Program (AAP) 

California – DSS – Manual – EAS: Manual Letter No. EAS 98-03, Chapter 46-100 State Supplementary Payment (SSP) Program

Welfare and Institutions Code Section 16115-16124 – Adoptions Assistance Program

Welfare and Institutions Code Sections 16120 and 16121
Senate Bill No 84, Chapter 177
LINKS

California Code
http://www.leginfo.ca.gov/calaw.html
Division 31 Reg.
http://www.cdss.ca.gov/ord/PG309.htm

Division 45 Reg.
http://www.dss.cahwnet.gov/ord/entres/getinfo/pdf/eas12b.pdf

Title 22 Reg.

http://www.dss.cahwnet.gov/ord/PG295.htm

State Forms

http://www.dss.cahwnet.gov/cdssweb/FormsandPu_274.htm

http://WWW.dss.cahwnet.gov/lettersnotices/entres/getinfo/ac108/08-54.pdf  Instructions Regarding the Supplement to the Rate Paid on Behalf of a Dual Agency Child

http://www.cdss.ca.gov/lettersnotices/entres/getinfo/ac108/08/17.pdf  Instructions Regarding the Dual Agency Rate

RELATED POLICIES

CWS Handbook 

0200-509.40
Terminating an Adoptive Placement

0200-511.05 
Initiating Adoption Assistance Program and Medi-Cal Benefits
0900-511.12


Regional Center Foster Rates for Dual Agency Children

0900-511.20


Adoption Fees

0900-511.21


Adoption Fee Determination Guide

0900-522.10


Specialized Care Increment (SCI) – D-Rate
0900-522.11


Specialized Care Increment (SCI) – F-Rate

0900-523.10
Supplemental Security Income (SSI) for Children with Disabilities

Foster Care Eligibility Handbook

E030-0520
Redetermination of AFDC-FC Eligibility
E060-0520
Payment Issuance
E060-0570
Regional Center Rates for Dual Agency Children
E080-0580
Medi-Cal Benefits

E090-0530
Child Support Reimbursement

E090-0570
Teen Parents in Foster Care

E090-0590
Foster Care Placement/Replacement

E090-0600
Compromise of Child Support

E100-0510.11
CWS/CMS Budget Actions

E100-0520
Income Evidence Verification System (IEVS)

FORM(S) REQUIRED

A 23
Request for Notice of Placement

ABCDM 228
Applicant’s Authorization for Release of Information

AAP 1
Request for Adoption Assistance Program Benefit

AAP 2
Payment Instructions Adoptions Assistance Program
AAP 4
Eligibility Certification – Adoption Assistance Program

AD 90/AD 551A
Confirmation of Child Legally Freed

AD 4320
Adoption Assistance Agreement

AD 4333
Acknowledgement and Confirmation of Receipt of Relinquishment Documents

CW 51
Notification to Child Support Services Department (CSSD) RE: Compromise of Child Support/Good Cause (re) Determination

DCFS 26-1
Task Reminder
DCFS 151
General Relief – Ineligible for Foster Care

DCFS 230
Request for Birth Certificate

DCFS 280
Technical Assistance Action Request

DCFS 65A
Confirmation of Child Legally Freed 

DCFS 489-2
Termination of Placement Agreement

DCFS 853
Affidavit

DCFS 1725.1
School Verification

DCFS 1725.5
School Verification Instructions

DCFS 1758
Notice of Action Affecting Child Support

DCFS 2322
Letter to Schedule an Interview Appointment

DCFS 2426
Parent Contact Letter

DCFS 2384
Two Way Gram

DCFS 5125
Notice of Referral to the Los Angeles Child Support Services Department with Attachment

DCFS 5420
Declaration of Relative Status

DHS 6155
Health Insurance Questionnaire

FC 2
Application for Public Assistance Foster Care

FC 3
Determination of Federal AFDC-FC Eligibility

FC 3A
(Supplement) (11/04) AFDC-FG/U Worksheet

FC 4
Program Choice Indicator
FC 8
Federal Eligibility Certification for Adoption Assistance Program
ICPC 100A
Interstate Compact Placement Request

ICPC 100B
Interstate Compact Report on Child’s Placement Status

MC 210
Application for Medical Assistance

MC 250A
Application and Redetermination Statement of Facts for an     Individual who is Over 18 and Under 21, and Who Was in Foster Care Placement on His or Her 18th Birthday

NA 791 
Notice of Action 

NOA 290 – Denial
Notice of Action of Denial

NOA 290 – Rate Change
Notice of Action of Rate Change

NOA 290 – Termination
Notice of Action of Termination

SAWS 1
Application for Cash Aid, Food Stamps, and/or Medi-Cal/State CMSP

SOC 158
Foster Child’s Data record and AFDC-FC Certification

SOC 836, 837 and 835 
Request for Supplemental Regional Center Rate

SS5
Request for Social Security Card
E0500560 (Rev. 11/11)                                                                                                       Page 43 of 43

