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 FORMCHECKBOX 
  New Policy Release

 FORMCHECKBOX 
  Revision of Existing Procedural Guide


This procedural guide reflects tasks associated with a newly created unit for the Adoption Assistance Program.    

Cancels and replaces: None -
DEPARTMENTAL VALUES

This procedural guide reflects the Department’s priority outcomes of improved safety for children and improved timelines to permanency 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. 
WHAT CASES ARE AFFECTED

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

Upon authorization by a Children’s Services Worker (CSW) of a negotiated AAP rate, the Revenue Enhancement Division provides financial assistance for children, if our county would have been responsible for making a payment under the Cal-WORKs program, or Aid to Families with Dependent Children – Foster Care (AFDC-FC), had the child not been 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. 


GENERAL INFORMATION

The AAP benefit is a negotiated amount based upon needs of the child and the circumstances of the adoptive family. The Children’s Services Worker (CSW) shall negotiate the amount of the AAP benefit and make the final determination of the amount. An income means test is not to be used in determining the AAP benefit. 

Specialized Care Increment Rates (SCI) (“D” and “F”) must have been approved and received within the last six-months, prior to the finalization of the adoption, for the rate to continue. See CWS Procedural Guides 0900-522.11, Specialized Care Increment (SCI) – F-Rate, and/or 0900-522.10, Specialized Care Increment (SCI) – D-Rate for further information. 
An SCI authorization for the P2 rate will be forwarded by the AAP Reassessment Eligibility Worker (EW) and completed by the assigned AAP Payment Resolution EW. If there is a request for the P2 rate at time of intake, the AAP Intake EW will complete the assignment (See Procedural Guide E050-0560 Adoption Assistance Program - AAP - Freed Child and AAP Intake). A SOC 836 and SOC 837 must be in the child’s case to process the P2 rate. The language in the Notice of Action will indicate rate information that is written into the SOC 836 and SOC 837 instructions.  
If the child is a client of California Regional Center, rates will be based on Regional Center rates. (For all Regional Center Rate requests, paid using AAP funds, the referral will go to the AAP Payment Resolution Unit for completion) For further information see CWS Procedural Guide 0900-511.12, Regional Center Rates for Dual Agency Children, or All County Letter (ACL) No. 10-16. California Regional Center clients who leave California shall be able to 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.

If the child is paid the Early Start rate amount of $898.00 it is imperative that the case is flagged as this rate ends the month that the child turns three years of age. 
Payment for the out-of-home placement should not exceed the maximum state-approved foster care facility rate for which the child is placed. Any changes in the amount of AAP require a new agreement and the concurrence of the adoptive parent(s). The AAP benefit increase to the state-approved foster care family rate must be reflected in a new AAP agreement for the limited duration of the child’s out-of-home placement. The adoptive parent(s) may request the financially responsible public agency to pay the facility directly using the child’s eligible AAP funds, or the adoptive parents may request the AAP check continue to be sent to them to pay the facility. This should be discussed and mutually agreed upon with the Adoptive parent(s). 

Upon return to the adoptive parent(s) home, a new AAP agreement must be signed reflecting the AAP benefit amount. This is not to exceed the state-approved foster family home rate, eligible Special Care Increment (SCI) rate or dual agency rate and any applicable supplemental rate. The inability of the family and the responsible public agency to agree on the amount of AAP may result in a Notice of Action and subsequent hearing on the matter. (Title 22 CCR section 35333 (g)).
When an entity such as a regional center, county welfare department, or other program pays for the child’s out-of-home placement cost, the adoptive parent(s) may continue to receive AAP at the state approved basic foster family home rate or their actual share of cost for their child’s support, whichever is greater. The adoptive parent(s) maximum share of cost is the state approved foster family home rate, eligible SCI rate or dual agency rate, and any applicable supplemental rate the child would have received had they remained in foster care. 

With any requested change on the child’s AAP Web case, the AAP Payment Resolution EW will ensure that the aid code on the Medi-Cal system is consistent with the aid code on the AAP Web system.  Discrepancies in the MEDS system must be brought to the attention of the Centralized Medi-Cal Unit for correction. 

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. 

As of January 1, 2010 families entering into new AAP Agreements are no longer eligible for age-related increases; only families who were receiving AAP prior to that time are eligible. In addition, a family who signed their initial AAP agreement prior to 01/01/10 and now wants an age-related increase must call the Post Adoptive Services (PAS) unit to request it; the increase is not automatic. Any rate increases for families signing after 01/01/10 must be related to medical diagnosis and needs per the “D” or “F” rate policy, not the child’s age. 

All Notices of Action are child specific. A Notice of Action is completed by the individual taking the action 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))

The AAP Payment Resolution Unit has EW’s assigned to specific tasks which are completed on APPS (Automated Provider Payment System) such as, but not limited to, name change, address change, payment suspension, and reissue of cancelled warrants

For further information regarding AAP Eligibility Functions review Procedural 

Guides E050-0560, Adoption Assistance Program - AAP - Freed Child and AAP Intake and E050-0562, Adoption Assistance Program - AAP - Post Adoption. 

AAP PAYMENT RESOLUTION UNIT RESPONSIBILITIES

Note: When there is mention of a “grant period” it refers to a negotiated funding period. This period will not exceed two (2) years but may be less, dependent on changes in the child’s circumstances. The AAP Payment Resolution Unit will complete assignments that cover multiple grant periods, such as retroactive payments of multiple years; payment issues covered under a single grant period will be completed by the Reassessment EW. 

The responsibilities of the Payment Resolution Unit include (but are not limited to), researching, reconciling, correcting and lifting payment suspensions; the reissuance of AAP warrants; updating of vendor changes on the AAP Web Application, i.e. name change, address change, phone number, etc., researching duplicate AAP vendors and case numbers; rate increases or decreases, overlapping grant periods and budgeting, manual budgets, obtaining new vendor numbers, payment problems and processing retroactive payments involving more than one AAP payment grant period and other related tasks. 

a) Instructions for completing tasks using the AAP Web Application can be located at http://isd-prodnetext/AAP/. Fourteen case studies are set up in the AAP Web Application. The EW can complete any of the 14 types of assignments by following the instructions and samples that pertain to the type of assignment they have been given. 
A. General Work Flow:

The work flow as set up under “A” is applicable to all assignments given to the AAP Payment Resolution Unit. The general work flow from section “A” will not be included with each type of task.  

Note: Below indicates common tasks, however they are not exclusive to the workload the AAP Payment Resolution Unit will complete. Due to occasional systemic problems, or human error, there will be additional assignments and tasks to correct problems. This will be limited to identifying, correcting and confirming the necessary action to ensure correct payment is made on behalf of the child. 

Note: If the case has been suspended, and an assignment is forwarded to the AAP Reassessment Unit, they in turn will forward the assignment to the AAP Payment Resolution Unit for completion. 

AAP Payment Resolution Unit Clerk

1. Receive a request for correction or change;
a. Ensure the assigned EW is logged in the Unit Control Log, along with other pertinent information. 

b. Forward the assignment to the assigned AAP Payment Resolution EW.

c. If a Miscellaneous Transmittal was attached to the request, sign and date the transmittal, returning one copy to the sender. 

2. Upon return of a completed assignment/case from the AAP Payment Resolution ES:
a. Log assignment into the Unit Control Log, indicating that the assignment has been completed and whether the case has been returned to an assigned EW or forwarded to GRM for storage.

b. Any attached documentation is to be forwarded to the appropriate section or staff person. 

1)  If attached to the case is a “Request to Update APPS/Re-issue AAP Warrant” form, retain a copy of the request form for a period of three (3) months, discarding at the end of the 3rd month in the appropriate departmental manner. 

c. Forward the documentation/case as appropriate.
AAP Payment Resolution EW Responsibilities

1. Receive and review the assignment.

2. Determine the accuracy of the information and what is needed to complete the assignment.

a. Advise the sender via e-mail or phone that you have received the assignment. If there is missing or inaccurate information/documentation/signatures, advise them of the omission and the need for correction or additional information/signatures in order to complete the assignment. 

b. Advise the AAP Payment Resolution Eligibility Supervisor (ES) about the problem and set a control for follow up. If not received in 2 work days escalate to the AAP Payment Resolution ES. (To review the escalation process, see Policy # E030-0520, Redetermination of AFDC-FC Eligibility, page 8, Section (d) (i – iv)).

3. When you receive an assignment that has all necessary documentation and signatures, take appropriate case and corrective action to complete assignment.
4. Contact the sender via e-mail or by telephone to advise them once the assignment is complete and approved by the ES.
5. Forward the completed assignment to the AAP Payment Resolution ES for review and approval. 

AAP Payment Resolution ES Responsibilities

1. Review the assignment to ensure accuracy and completeness. 

a. If the assignment is incomplete or incorrect, return to the sending EW for correction. Set a control for return of corrected assignment. 

2. Upon receipt of a correct completed assignment, take appropriate approval action including signing and dating the transmittal indicating that the assignment has been completed or forwarding a copy of the grid to BIS for processing.
3. Forward the case to the Unit Clerk.
B. AAP Payment Resolutions EW’s may receive requests for change from the following sources. 

1. AAP 2, AAP 3, and Case Narrative History from the PAS (Post Adoption Services) Children’s Services Worker requesting a change or action;

2. The “Update APPS/Re-Issue AAP (Adoption Assistance Payment) Warrants” form, which provides complete details on the type of problem and the need for correction.

3. Appeals Hearing Specialists;

4. Referral from AAP Reassessment EW.

C. Assignment Types

AAP Payment Resolution EW Responsibilities
For the following assignment types, the assigned EW will log into the AAP Web      Application and follow the applicable Case Study: 
Note: Temporarily, Case Studies 11 - 14 are not as yet uploaded to the AAP Web Application. Payment Resolution ES and EW’s have been given a physical copy of the instructions for completing assignments associated to Case Studies 11 - 14 and should refer to them as needed until they are added to the AAP Web Application.
1. Processing a retroactive payment utilizing the cancel feature of the AAP Web Application (Case study 1)
2. Processing a retroactive payment rate increase (Case study 2)
3. Processing a multiple retroactive payment rate increase/decrease (Case study 3)
4. Processing a retroactive payment for a rate increase and extension to age 21 (Case study 4)
5. Processing a retroactive standard ARM rate increase payment (Case study 5)

6. Processing a retroactive age-related increase and reassessment (Case study 6)

7. Processing a retroactive out-of-home care payment rate increase (Case study 7)

8. Correcting a grant/reassessment end date (Case study 8)

9. Amending Adoptive Parent’s payee designation (APPS Name, Address or Phone Number Update) (Case study 9)

10. Requesting a re-issue warrant (Case study 10)
11. Payment problems due to warrant cancellations (Case study 11)

12. Fixing overlapping placement dates and moving payments to avoid duplicate payments (Case study 12) 
13. Correcting placement suspension for a vendor paid in error (Case study 13)
14. Correcting duplicate vendor numbers assigned to a vendor (Case study 14)
AAP Payment Resolution ES Responsibilities

1. Follow “General Work Flow” instructions for ES as indicated on page 5, however, if attached to the assignment/case is a “Request to Update APPS/Re-issue AAP   Warrant” form, after reviewing for accuracy, initial at the bottom of the form. This indicates that the supervisor has reviewed and concurs with accuracy and completion of the assignment.

2. Forward the “Request to Update APPS/Re-issue AAP Warrant” form to the Unit Clerk. 

D. Additional Assignment Types Not Covered by a Case Study:
1. When: For a Rate Increase/Decrease for a Specialized Rate or a Regional Center Rate (for more than one grant period (If for only one grant period, AAP Reassessment EW will complete request)  
AAP Payment Resolution EW Responsibilities

1. Review the case and the assignment;

2. The AAP documents should include an AAP2, AAP3 and narrative from PAS. 

a. If there is error on the AAP 2, a new one with correct information must be generated by the AAP Payment Resolution EW. 

b. Notify the CSW, via e-mail of the error/mistake in the submitted initial/original AAP2 and the corrective action taken by the AAP Payment Resolution Unit EW. 

3. AAP 2 will be filed in the child’s case. 

a. Determine if the rate requested is consistent with the rate amount set by the State of California;

b. Open the AAP Web Application to complete the necessary action as requested by the CSW.

1) End date the previous agreement;

2) Initiate a new agreement;

c. Initiate the NA 791 (two copies to the adoptive parent, 1 copy to the Regional or PAS CSW  (if requested) , 1 copy is retained for the physical case);

d. Annotate case notes on the Web Activity page. 

e. Keep the original documents in the child’s case per Assignment Work Order check list;

f. Send the CSW an e-mail to them advising that the assignment has been completed and ask them if they want a copy of the Notice of Action. If they do, forward a copy to them for their records. 

g. Submit the case and assignment to the AAP Reassessment ES for review and signature. 

AAP Reassessment ES Responsibilities

1. When completed accurately, sign the AAP2 if needed, Initial NA 791, and the Check List; and sign and date the attached transmittal indicating that the assignment has been completed, forwarding the case to the AAP Payment Resolution Unit Clerk.

OVERVIEW OF STATUTES/REGULATIONS

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 03-60
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 08-17
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 08-54
Instructions Regarding the Supplement to the Rate Paid on Behalf of a Dual Agency Child

ACL 10-08
Adoption Assistance Program

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

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

Foster Care Eligibility Handbook

E050-0560
Adoption Assistance Program - AAP - Freed Child and Intake

E050-0562
Adoption Assistance Program - AAP - Post Adoption

E060-0520
Payment Issuance

E060-0570
Rate Change Request for Regional Center ARM (Alternative Residential Model) Rates and Dual Agency Rates

E080-0580
Medi-Cal Benefits

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

AAP2
Payment Instructions Adoptions Assistance Program

AAP3
Reassessment Information Adoption Assistance Program

AAP 4
Eligibility Certification – Adoption Assistance Program

AD 90/AD 551A
Confirmation of Child Legally Freed
AD4320
Adoption Assistance Agreement

AD 4333
Acknowledgement and Confirmation of Receipt of Relinquishment Documents
DCFS 26-1
Task Reminder
AAP 2
Technical Assistance Action Request
DCFS 65A
Confirmation of Child Legally Freed 
DCFS 853
Affidavit
ICAMA 6.01
Notice of Medicaid Eligibility/Case Activation
NA 791 
Notice of Action 
SOC 836, 837 and 835 
Request for Supplemental Regional Center Rate
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