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Revision made: This is a complete rewrite of the 04/06/06 procedural guide.  With release of this revision the Procedural Guide Title has been changed, current regulations are cited and reflected in this policy, audit recommendations are included in the procedural processes, language is consistent with current terminology and the format has been updated. 
Cancels: E080-0520, Address Change Foster Family Agency/Relative/Foster Parent dated, 04/06/06
DEPARTMENTAL VISION AND MISSION

This procedural guide supports the Department’s Vision and Mission of children thriving in safe families and in supportive communities while ensuring improved child safety, and access to effective and caring services.

WHAT CASES ARE AFFECTED

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

This procedural guide provides clear instruction on procedures for an address change when the child/Non-Minor Dependent is placed in a Group Home, Foster Family Agency (FFA) Certified Home, or in the home of a Relative, Non-Related Extended Family Member (NREFM), Non-Related Legal Guardian (NRLG), or a Supervised Independent Living Placement (SILP).  
The Payment Resolution EW, Case Carrying EW and the clerical/eligibility staff in the Resource Management Unit have specific tasks that must be completed and/or followed up to ensure the timely and accurate processing of an address change. This prevents or minimizes overpayment/underpayment issues and funding errors while ensuring ongoing payment to meet the needs of the child (ren) placed in their facility or home.   
Procedures

Note: Address change instructions for Kin-GAP and AAP are included in procedural guides directly related to tasks completed by EW’s in the Kin-GAP and AAP Units. 

Note: Where there is a change for a Non-Minor Dependent (NMD) from a regular foster care placement to a Supervised Independent Living Placement (SILP) or from one SILP to another SILP, the SOC 157A and SOC 157B is required before budgeting can be completed. (See the “Note” in Procedural Guide E030-0542, Reentry into Extended foster Care - EFC, page 7 for further information).
Note: A child placed in an FFA and moved from one certified home to another or a child placed with a Group Home and moved from one facility to another is processed as a “replacement” on CWS/CMS, however it is an “address change” for the child. Under these circumstances this normally does not require generating a new placement packet or Medical Authorization letter, but there may be times when the CSW will request one or the other. The TA/EW will provide the documents when requested by the CSW. Payment and Medi-Cal continues to be issued to the FFA or GH umbrella agency. 

Note:  As a courtesy, on all address change actions requested via DCFS 280, telephone call or FCHL Work Order (or other method), the assigned Payment Resolution Eligibility Worker (EW) is requested to notify the Children’s Services Worker (CSW) and case carrying EW, via e-mail, that the address change was assigned to them and again at the time of assignment completion.  
On every request for address change it requires either a DCFS 280 or PROB 667. This authorizes the change of address and validates the action taken by Eligibility staff.  

When a request for address change from a relative or NREFM or NRLG comes in through means other than via the DCFS 280, the assigned EW will notify the CSW/SCSW and copy the Case Carrying EW to initiate the address change authorization via the DCFS 280.  

If there is no response from the CSW after 72 business hours, EW will begin the escalation process. 
Note: All Notices of Action (NOA) are child specific and applicable to children who were determined to be Federal or State (Non-Federal) eligible. A Notice of Action is to be completed by the individual who takes the action, unless otherwise noted in policy. A NOA is NOT applicable if the placement is GRI funded (County funds only). A NOA is completed when foster care assistance payments are granted or increased, denied, decreased, suspended, cancelled, discontinued or terminated. (A decrease shall include an overpayment adjustment and balancing). A NOA 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. Two (2) copies are sent to the caretaker, one (1) copy to the CSW and one (1) copy is retained in the child’s eligibility case. The NA Back 9, which provides appeals rights, will be attached to all NOA’s. 

All Notification Letters are child specific, applicable to children who were determined not eligible to foster care and where DCFS made a determination to use GRI (County funds) to offset placement costs. The Notification Letter will be used when aid is granted or increased, denied, decreased, suspended, cancelled, discontinued or terminated. The NA Back 9 will not be attached to Notification Letters. 

Note:  If the caregiver’s new address is outside the County of Los Angeles, obtain the appropriate foster care rate for the other county, documenting your method of verification and contact person(s) information in the CWS/CMS Case Notes. See E090-0590, Foster Care Placement/Replacement for further instructions. (For Non-Related Legal Guardians moving outside Los Angeles County, see Procedural Guide E080-0550, Intercounty Transfer, page 12, for information on transferring the payment case to the new county).

Note: Anytime there is a change in the aid code to “45” (GRI) the Payment Resolution EW will set up coding on the Special Projects page that reflects the reason for the funding change to GRI. 

When a change is made from “45” (GRI) to another aid code that reflects Federal or State funding (i.e. 40 or 42), the case carrying EW must ensure that the “45” Special Projects reason code is end dated at the time the new aid code is set up. 
Changing the GRI aid code is not required on a Probation case as Probation has its own GRI processes, not completed by Revenue Enhancement staff. GRI Probation cases are not recorded on CWS/CMS but referred back to the Probation Department for processing.

Note: All address changes for Group Home facility change, FFA Certified Homes, Relative caregivers, Non-Related Extended Family Member caregivers (NREFM),  Non-Related Legal Guardian’s (NRLG), and SILP will be referred to the Payment Resolution Unit in Glendora. Due to function limitations in CWS/CMS and APPS, coordination with the Glendora Resource Management Unit will occur to complete some of the address change functions. 
In addition, for subsequent activities, i.e., stop payment and/or issuance of NOA or GRI notification letter, etc. that is the responsibility of the case carrying EW unless otherwise noted in policy. 
The following types of address changes may be received by DCFS:

1. Regional staff receive an address change for a FFA (FFA) Certified Home, Relative caregiver, Non-Related Extended Family Member, Non-Related Legal Guardian;

2. Licensed foster parent relocates to a new address;

3. FFA certified home has had a change of address (child remains with the same caregiver). 
4. FFA has replaced a child from one certified home to a new certified home (child is placed with a new caregiver). 

5. Child is placed in a group home and is moved from one site to a different site within the group home.

Revenue Enhancement may receive notice of an address change or potential address change in the following manner:
1. DCFS 280 - Technical Assistant Action Request;

2. PROB 667 - Probation Department Placement Authorization;
3. Phone call or fax;

4. LIC 229 or 9185 - Certificate of Approval (for certified family homes) 
5. Foster Family Agency or foster parent has indicated on the returning Payment Voucher a change of address;
6. Auditor-Controller notifies DCFS that a warrant has been returned;

7. Auditor-Controller notifies DCFS that direct deposit statement (remittance stubs) are returned. 
Note: On every address change request received, a Work Order will be created indicating the requested action. Upon completion of the assignment, the individual who completed the assignment will update the Work Order indicating the action taken and the date that it was completed. 

A.  WHEN: REGIONAL STAFF RECEIVE A REQUEST FOR ADDRESS CHANGE

Technical Assistant/Eligibility Worker Responsibilities

1. FAX the DCFS 280, requesting an address change, to the Foster Care Hotline (FCHL); 

2. Access the CWS/CMS application and open the existing case;

3. Record in the CWS/CMS Case Notes that an address change (via DCFS 280) was sent to the FCHL for processing;

4. Save case notes to the database. 

5. Advise the sending CSW and the case carrying EW, via e-mail, that the assignment was forwarded to the FCHL for processing.

6. Send the original documents to the case carrying EW for filing in the child’s eligibility case. 

B. WHEN: PROBATION EW IS NOTIFIED OF A CHANGE OF ADDRESS

Probation EW Responsibilities

1. Receive a PROB 667 from the Probation Placement Unit (PPU) or  Deputy Probation Officer (DPO) advising of an address change;

2. Access the CWS/CMS application and open the existing case;

3. Record in the CWS/CMS Case Notes that an address change was sent to the Payment Resolution Unit for processing;

4. Save case notes to the database.

5. Forward the PROB 667 to the Payment Resolution Unit ES.
Payment Resolution Unit ES Responsibilities

1. Review the PROB 667 and any accompanying information to determine the type of assignment.

2. Assign the PROB 667 to a Payment Resolution EW for processing of the address change. 

C. REQUEST IS FROM A FOSTER FAMILY AGENCY (FFA) CERTIFIED HOME WITH A CHANGE OF ADDRESS (CHILD REMAINS WITH THE SAME CAREGIVER) 

Note: FCHL will create a Work Order on EW Works.
FCHL Responsibilities

1. Create a FCHL Work Order indicating a change of address. 
2. Assign the requested address change to a Payment Resolution EW. 
3. Forward the assignment to the assigned EW.

Payment Resolution EW Responsibilities

1. Receive and review the FCHL Work Order or DCFS 280 or PROB 667 to ensure mandatory fields/information is available. 
2. If the DCFS 280 or PROB 667 has been sent, the EW will ensure the form has the appropriate signature authorization. 
a) Rarely will a request for an address change from the  probation placement come in through other than on a PROB 667, however if we receive one and there is no PROB 667, notify the PPU of the need for a PROB 667 for verification purposes. 

b) If we did not receive a DCFS 280 for foster children, an e-mail to the assigned CSW/SCSW and EW/ES will be sent advising of the need for the DCFS 280 for authorization purposes. 

c) Annotate the work order that a request has been made for receipt of the DCFS 280 or PROB 667.

3. Contact the agency to verify the address and to request the agency certification (LIC 229 or LIC 9185, Certificate of Approval (for Certified Family Homes)) indicating the caregiver’s new address. 

4. Forward the Resource Management 200 (RM 200) and DCFS 280 along with the certification form to the Resource Management Unit. 

D. WHEN: FCHL IS NOTIFIED THAT A FOSTER FAMILY AGENCY (FFA) CERTIFIED HOME HAS HAD A CHANGE OF ADDRESS (CHILD REMAINS WITH THE SAME CAREGIVER) 

OR
ADDRESS CHANGE FOR A FFA CERTIFIED HOME, RELATIVE CAREGIVER, NON-RELATED EXTENDED FAMILY MEMBER, NON-RELATED LEGAL GUARDIAN, and SILP, OR REPLACEMENT TO A SECOND FACILITY UNDER THE SAME GROUP HOME
FCHL Responsibilities

1. Receive a phone call or a fax or original DCFS 280 indicating that a change of address is required for a Certified Home. The child remains placed with the same caregivers.  

2. Complete a FCHL Work Order, assigning the task to an EW in the Glendora Payment Resolution Unit. 

3. Forward the Work Order to the assigned Payment Resolution EW.
Payment Resolution EW Responsibilities
1. Receive and review the FCHL Work Order or DCFS 280 or PROB 667 to ensure mandatory fields/information is available. If the DCFS 280 or PROB 667 has been sent the EW will ensure the form has the appropriate signature authorization.
2. Contact the agency to verify the address and to request the agency certification (LIC 229 or LIC 9185, Certificate of Approval (for Certified Family Homes)) indicating the caregiver’s new address. 

3. Forward the Resource Management 200 (RM 200) and DCFS 280 along with the certification form to the Resource Management Unit. 

Resource Management Unit Responsibilities

Note: The LIC 229 will not indicate a specific child; it only indicates the new address to a certified home within an FFA. As such, the clerk will not have knowledge of the CSW and Case Carrying EW associated with a specific child. There will be no e-mail sent to the CSW and Case Carrying EW advising them of the assignment or once the address change has been completed. 

1. Receive the DCFS 280 and attachments indicating an address change. 
2. If the LIC 229 or LIC 9185 is complete with signature(s), take the following actions:

a) Access the CWS/CMS application and search for the existing Certified Home under the FFA; (see Clerical Handbook for further instruction)
i) Once in CWS/CMS, click on the “books” (third icon at the top) on the CWS/CMS Control Panel”
ii) Click on the Red Square in Resource Management;

iii) Click on the 1st house in Resource Management which will open the “Select Placement Home Filter”; this allows you to search for the certified home.

iv) Once the “Select Placement Home Filter” page is in focus, go to Facility Type: “Foster Family Agency Certified”;

v) Data enter first and last name, and change the “county” to indicate “none”.  

b) Click on the placement home that needs an address change. Check on the LIC 229 or LIC 9185 to determine whether there are changes in not only the address, but also phone number and capacity changes. 
c) Update the address that is provided on the LIC 229 or LIC 9185 in the ID page; 

d) Click on the “Substitute Care Provider” tab and update the address as indicated in the LIC 229 or LIC 9185. 

e) Click on the “Comments” tab and enter the name of the person making the changes and the date.

f) In the description box write, “Certified FFCH address change for (enter the name of the FFA), effective (enter date), and certificate of approval on file”. 
g) Save changes to the database.
D. WHEN: FCHL IS NOTIFIED THAT AN FFA HAS REPLACED A CHILD FROM ONE CERTIFIED HOME TO A NEW CERTIFIED HOME (CHILD IS PLACED WITH A NEW CAREGIVER)
FCHL Clerk Responsibilities

1. Receive a faxed or original DCFS 280 indicating that a change of address is required for an FFA Certified Home.
2. Complete a FCHL Work Order, assigning the task to an EW in the Glendora Payment Resolution Unit. 

3. Forward the Work Order and attachments to the assigned Payment Resolution Unit EW.

Payment Resolution Unit EW Responsibilities

1. Receive and review the DCFS 280 to ensure mandatory fields are completed and the form has appropriate signature authorization.

2. If DCFS 280 is missing information and/or signatures contact the CSW and request a corrected DCFS 280.  

3. If the DCFS 280 is accurate with appropriate signatures, EW will take the following actions:

a) Via e-mail, advise the CSW and Intake or Redetermination EW that you have received an assignment for a change of address;

b) Access the CWS/CMS application and open the existing case;

c) Record the secondary assignment;

d) Search for the FFA certified home;

e) Review the address page.

i) If the change of address has already been recorded, indicate assignment complete on the FCHL work order.

ii) If the change of address has not been completed, complete a change of address on CWS/CMS. This is completed as if it was a replacement. 
f) Notify the case carrying EW to obtain MEDS Title XVI and Title II printouts and determine if the child is receiving SSI/SSA benefits. If the child is receiving SSI/SSA benefits complete the DCFS 341 and send it to the SSI/SSA Unit in Glendora. 

g) Record all activity in the CWS/CMS Case Notes;

h) End date the secondary assignment;

i) Save to the database;

j) Via e-mail notify the CSW and Intake or Redetermination EW that the address change has been completed.
k) Forward completed assignment/documentation to the ES for random review. (If a DCFS 280 has been completed it will be forwarded to the Intake or Redetermination EW of record). 

E. WHEN:  CHILD PLACED IN A GROUP HOME IS MOVED FROM ONE SITE 
 TO A DIFFERENT SITE WITHIN THE GROUP HOME.
Foster Care Hot Line Clerk Responsibilities
1. Receive a phone call from the group home, or a fax or original DCFS 280 indicating that a change of address is required for placement from one site to another under the same group home. 
2. Complete a FCHL Work Order, assigning the task to an EW in the Glendora Payment Resolution Unit. 
3. Forward the Work Order to the Payment Resolution Unit EW.
Payment Resolution Unit Eligibility Worker Responsibilities

1. Receive and review the DCFS 280 to ensure mandatory fields are completed and the form has appropriate signature authorization.

2. If DCFS 280 is missing information and/or signatures contact the CSW and request a corrected DCFS 280.  

3. If the DCFS 280 is accurate with appropriate signatures, EW will take the following actions:
a. Via e-mail, advise the CSW and Intake or Redetermination EW that you have received an assignment for a change of address and; 
b. Access the CWS/CMS application and open the existing case;
c. Record the secondary assignment;

d. Review the placement information including the address page;

i) If the change of address (change of facility site) has already been recorded, indicate assignment complete on the FCHL work order.
ii) If the change of address (change of facility site) has not been completed, process in the same manner as a group home replacement (see Procedural Guide E090-0590, Foster Care Placement/Replacement.) Keep in mind that there may be a change in the rate amount with a change in facility.
e. Notify the case carrying EW to obtain MEDS Title XVI and Title II printouts and determine if the child is receiving SSI/SSA benefits. If the child is receiving SSI/SSA benefits complete the DCFS 341 and send it to the SSI/SSA Unit in Glendora. 
f. Record all activity in the CWS/CMS Case Notes;
g. End date the secondary assignment; 

h. Save to the database;

i. Send all documentation or copies to the assigned Eligibility Supervisor, noting on the top form the name of the EW;
j. Update the FCHL Work Order showing the action taken and the date of completion of assignment; 

k. Via e-mail notify the CSW and Intake or Redetermination EW that the address change has been completed.
F. WHEN: 
A RELATIVE CAREGIVER OR NON-RELATED EXTENDED FAMILY MEMBER (NREFM) CONTACTS THE FCHL TO REPORT A CHANGE OF ADDRESS
Reminder: On every request for address change it requires either a DCFS 280 or PROB 667. This authorizes the change of address, and validates the action taken by eligibility staff.  

When a request for address change from a relative or NREFM or NRLG comes in through means other than via the DCFS 280, the assigned EW will e-mail the CSW/SCSW and copy the Case Carrying EW to initiate the address change on a DCFS 280.  

If there is no response from the CSW after 72 business hours, EW will begin the escalation process. 
Foster Care Hot Line Clerk Responsibilities

1. A relative caregiver or NREFM change of address has been received by the FCHL through the following means:  

a) Relative or NREFM caregiver has called the FCHL;

b) Relative or NREFM caregiver has indicated on the returning Payment Voucher that they have moved;

c) The FCHL has received a DCFS 280 with or without a “home assessment” or updated license validation. 

Note: Prior to placement/replacement/address change, a relative/non-relative extended family member’s home must be approved by the ASFA Unit. DCFS-supervised children can only be placed with relatives/non-relative extended family members whose homes have met the regulatory requirements set forth in the California Code of Regulations, Title 22, Division 6, Chapter 9.5, Article 3, License/Approval Standards including other statutory/regulatory sections that it references. It is the sole responsibility of the ASFA Unit to determine if a home can or cannot be ultimately approved.  SILP settings are approved by the Youth Development Services (YDS) Division.  It is the sole responsibility of the YDS Division to determine if a SILP can or cannot be ultimately approved.
The term “home assessment” includes the SOC 815, which is utilized by counties in the State of California. Other states may have a similar home assessment such as the SOC 815 or they may require licensing of their relative/NREFM placement homes, however the home must meet the requirements of the Adoptions and Safe Families Act (ASFA) for placement/payment. Whether assessed or licensed, the state of placement must submit the documentation to validate that the placement home meets ASFA standards.
2. Complete a FCHL Work Order, assigning the task to an EW in the Glendora Payment Resolution Unit. 

3. Forward the work order to the Payment Resolution Unit EW.

Note: If the relative or NREFM caregiver’s new address is outside of Los Angeles County, obtain the appropriate foster care rate for the other county/state, documenting your method of verification and contact person(s) information on the CWS/CMS Case Notes. See E090-0590, Foster Care Placement/Replacement for further instructions. (A Notice of Action is required if the rate changes).
Payment Resolution Unit Eligibility Worker Responsibilities
1. Payment Resolution Unit EW receives a change of address assignment. 

a. If the child was placed inside the State of California and if the information submitted for the assignment did not have a DCFS 815, check on KATS (Kinship Assessment Tracking System) to determine if one has been scanned into the system.
b.  If there is no SOC 815 on KATS, send the CSW, via an e-mail, a request for the SOC 815. 
c. SILP approvals are evidenced by the completion of the SOC 157A and SOC 157B.  These documents should be attached to the DCFS 280 or PROB 667.
2. Access the CWS/CMS application and complete the following actions: 

a. Open the existing case;

b. Record the secondary assignment;

3. Data enter in the description text box, “Relative/NREFM caregiver change of address. 
4. Review case notes to determine if there are any special circumstances on the case you should be aware of (i.e. Specialized Rates, including Teen Parent, Regional Center or Out-of-State Placement).

5. Open the Substitute Care Provider Notebook. Review the “Substitute Care Provider” Page to ensure that the relative caregiver is the resident and primary provider. 
6. Record the change of address on the Address Page. 
7. Open the Placement Home Notebook, on the License Info page, in the “Licensed by” box; record “not Applicable.” Record the change of address on the LA Payee Page.

8. If there was no home assessment or license, take the following steps:
a. Change the aid code to “45” GRI effective the date of the address change (with the exception of any Probation case. For Probation cases refer to “8, d” and do not change the aid code. Probation cases are not set up as GRI.)
b.  Update the Special Projects Page with reason code ”45 Rel/NREFM new address”. (GRI will continue while the home is unlicensed/unapproved.)

c. Document your actions and the reason for the action (including the effective date of GRI) in the CWS/CMS case notes. 
d. Notify the CSW/Deputy Probation Officer (DPO) and case carrying EW, via e-mail, of the address change. Advise the CSW/DPO that upon receipt of a current approved home assessment or license that a copy needs to be sent to the Case Carrying EW, who will take further case action. (Refer to Procedural Guide E090-0590, Foster Care Placement/Replacement for further instruction).

i) Case carrying EW will complete the follow up action, including stopping any payment (Probation), aid code changes and sending out the appropriate Notice of Action. 

Note: Upon receipt of the valid SOC 815 or home assessment/license (if from another state), the case carrying EW must remember to change the aid code to reflect the appropriate funding source. In addition, the GRI reason code must be stopped to reflect the change from the 45 aid code.

9. Upon review of the assessment or license, if all information and signatures are intact take the following actions: 
a. Notify the CSW and case carrying EW of the address change. 
b. Review the Placement Notebook, Ongoing Request page, to ensure the appropriate foster care payment schedule level rate is recorded. In many cases the foster care payment schedule will already be set up correctly and no further action is necessary. 

10. Ensure the appropriate aid code is set up.
11. Notify the case carrying EW to obtain MEDS Title XVI and Title II printouts and determine if the child is receiving SSI/SSA benefits. If the child is receiving SSI/SSA benefits complete the DCFS 341 and send it to the SSI/SSA Unit in Glendora.
12. Record your actions in the CWS/CMS Case Notes.

13. Update the new address information on APPS and in the CWS/CMS LA Payee Page. 

14. End date the secondary assignment on the assignment page.

15. Save actions to the data base. 

16. Submit an APPS print out to the Centralized Medi-Cal unit so the MEDS system can be updated with the new address information/aid code changes. 
G. WHEN: 
A LICENSED FOSTER PARENT CONTACTS THE FCHL TO REPORT A CHANGE OF ADDRESS
Foster Care Hot Line Clerk Responsibilities

1. A Licensed Foster Parent change of address has been received by the FCHL through the following means:  

a. Foster parent has called the FCHL;

b. Foster parent has indicated on the returning Payment Voucher that they have moved;

c. The FCHL has received a DCFS 280 from the CSW. 

2. Completes a FCHL Work Order, assigning the task to an EW in the Glendora Payment Resolution Unit. 

3. Forward the Work Order to the Payment Resolution Unit EW.

Payment Resolution Unit Eligibility Worker Responsibilities

1. Payment Resolution Unit EW receives the change of address assignment. 

2. Contact the foster parent and explain the address change process, confirming address information.
a. Explain that only the State’s Community Care Licensing (CCL) Bureau can change the address and once they are informed of the address change the process may take up to 45 days to complete.

b. Inform the foster parent that CCL will cancel their existing license number to the old address and issue a new license number for the new address.

3. If there is no DCFS 280, verify the address with the CSW.

4. Change the aid code to 1945 effective the date of the address change and document the effective date of GRI in Case Notes. GRI will continue while the home is unlicensed/unapproved. 
5. Update the Special Projects Page set up code reason “45 - Unlicensed Facility.”

6. Record your actions in the CWS/CMS Case Notes.

7. Update the new address information on APPS and in the CWS/CMS Placement Home Section ID Tab and Substitute Care Provider Page.
8. End date the secondary assignment on the assignment page.

9. Save actions to the data base. 

10. Submit an APPs print out to the Centralized Medi-Cal unit so the MEDS system can be updated with the new address information/aid code changes. 
11. Notify the Case Carrying EW via e-mail that there is need to set a DCFS 26-1 control for the change in licensing status with the new license number. The aid code will revert to the original funding source prior to the change of address, effective the start date of the new license.  
H. WHEN: AUDITOR-CONTROLLER NOTIFIES DCFS THAT A WARRANT HAS BEEN RETURNED
Note: The Audit Controller’s office has received a returned warrant, in most cases it’s due to a change of address not having been reported to the Department of Children and Family Services. The USPS (United States Postal Service) has a policy that mail (including warrants) sent out from the Auditor Controllers Office will not be forwarded to a new address but will be returned to them by the USPS. USPS will indicate on the outside of the envelope the disposition such as “addressee unknown” or “return to sender” indicating that they were unable to deliver the mail to the addressee. 

The Auditor Controller will cancel the outstanding warrant and suspend the vendor number of the caregiver until confirmation is received regarding the correct address. Upon a change of address or re-activation of the warrant or confirmation that the current address is correct, the Auditor Controller will release the pending warrant.
This does not reflect information that the banking institution has on file for the caregiver, only the address information the Department of Children and Family Services has been provided by the caregiver. 

Placed with a Relative or NREFM

Payment Resolution Unit Responsibilities

1. Payment Resolution ES receives notification of a returned warrant from the “APPS Warrant Cancellation Report.”

a. Validate on APPS whether the vendor number has been suspended by the Auditor Controller’s office. 

i) If suspended, check EW Works to determine if there has been a work order generated for either an address change for non-receipt of warrant. 

ii) If there is no work order, one is created and it is assigned to an EW within the Payment Resolution Unit. 

Payment Resolution Eligibility Worker Responsibilities

1. Receive and review the Work Order to determine the action required. 

2. Contact the relative/NREFM caregiver to verify their address. 

a. For children placed inside of the State of California, if there was no SOC 815 indicating the new address, check KATS.

b. Verify new address with the CSW or DPO.

i) If there is no SOC 815 indicating the new address on KATS, send the CSW/DPO, via an e-mail, and request the SOC 815. 

Note: Probation cases will not show up on the KATS system. The Payment Resolution EW will contact the Probation Intake staff for assistance in obtaining necessary documents from the Probation Department.
c. For children placed outside of the State of California, if there was no valid home assessment/license indicating the new address send the CSW/DPO, via an e-mail, a request for the required home assessment/license. 

3. Access the CWS/CMS application and complete the following actions: 

a. After opening the existing case, set up the secondary assignment;

4. Data enter in the description text box, “Relative/NREFM caregiver change of address.” (Refer to E100-0510.10, Assignment Action Procedure Guide for further instruction). 

5. Review case notes to determine if there are any special circumstances on the case you should be aware of (i.e. Specialized Rates, including Teen Parent, Regional Center or Out-of-State Placement).

6. Open the Substitute Care Provider Notebook. Review the Association Page to ensure that the relative caregiver is the resident and primary provider. Record the change of address on the Address Page.

a. Record the change of address on the LA Payee Page.

7. If there was no SILP SOC 157A/B attached to the DCFS 280 or received through the escalation process, the prior placement is stopped.  County funds are not available for SILP replacements without the SOC157A/B.

8. If there was no SOC 815, indicating a change of address (Child is placed inside the State of California) or home assessment/license indicating the change of address (Child is placed outside the State of California) take the following action:

a. For DCFS Foster care cases, change the aid code to “45” GRI effective the date of the address change;

i) Do not change the aid code for Probation cases as there are no General (GRI) funds managed through the Department of Children and Family Services for Probation GRI cases. EW will notify the DPO and case carrying EW as it requires a termination of the foster care funding. 

b. Update the Special Projects Page with reason “45 - REL/NREFM new address”. (GRI will continue while the home is unlicensed/not approved).
c. Document your actions and the reason for the action (including the effective date of GRI) in the CWS/CMS case notes.

d. For DCFS foster care cases, notify the CSW and case carrying EW, via e-mail, of the address change. Advise the CSW that upon receipt of a current approved home assessment or license that a copy needs to be sent to the Case Carrying EW. (Refer to Procedural Guide E090-0590, Foster Care Placement/Replacement for further instruction).
i) For ICPC cases, after completing steps 2 - 7 “a” to “d” above, e-mail the case carrying EW to initiate a referral to the DPSS Metro Family office per existing procedures (Refer to E090-0590, Foster Care Placement/replacement for further information and instruction).
e. Record your actions in the CWS/CMS Case Notes.

f. End date the secondary assignment on the assignment page.

g. Save actions to the data base. 
h. Update the new address information on APPS;

i. Un-suspend the Vendor Number;

j. Submit an APPs print out to the Centralized Medi-Cal unit so the MEDS system can be updated with the new address information/aid code changes. 

k. Annotate actions taken on the work order and close it out. 

9. If there was a SOC 815 take the following actions: 

a. Review the SOC 815 to ensure all information is included and that it has authorization signatures.

b. Notify the CSW and case carrying EW of the address change. If the information is missing or incorrect, the CSW must submit a corrected SOC 815 to the case carrying EW for processing. If the corrected SOC 815 is not returned, the case carrying EW will send a 10-day Notice of Action to stop the payment, and change the aid code to “41” non-paid, etc.

c. If the SOC 815 has all information and authorization signatures, review the Placement Notebook, Ongoing Request page, to ensure the appropriate foster care payment schedule level rate is recorded. In many cases the foster care payment schedule will already be set up correctly and no further action is necessary. 

d. Ensure the appropriate aid code is set up.

e. Notify the case carrying EW to obtain MEDS Title XVI and Title II printouts and determine if the child is receiving SSI/SSA benefits. If the child is receiving SSI/SSA benefits complete the DCFS 341 and send it to the SSI/SSA Unit in Glendora.

f. Update the address in the CWS/CMS Placement Home Section ID Tab and Substitute Care Provider Page. 

g. Record your actions in the CWS/CMS Case Notes.

h. End date the secondary assignment on the assignment page.

i. Save actions to the data base. 
j. Update the new address information on APPS;

k. Un-suspend the Vendor Number;

l. Submit an APPs print out to the Centralized Medi-Cal unit so the MEDS system can be updated with the new address information/aid code changes. 

m. Annotate actions taken on the work order and close it out. 

I. WHEN: AUDITOR-CONTROLLER NOTIFIES DCFS THAT DIRECT DEPOSIT STATEMENTS (REMITTANCE STUBS) ARE RETURNED
FCHL Responsibilities

1. Receive notification from the Auditor-Controllers office that direct deposit statements (remittance stubs) have been returned. 

a. Check on APPS to verify is the caregivers address has already been updated.

b. Check EW Works for an existing work order.

c. If the address has not been updated, and there is no existing work order, initiate a new work order, assigning the task to an EW in the Payment Resolution Unit. 

d. Print and forward the work order and any additional documentation (including the returned envelope) to the assigned Payment Resolution EW.

Payment Resolution EW Responsibilities
1. Receive a work order from the FCHL along with any attached documentation, advising the department that direct deposit statements (remittance stubs) have been returned. 
2. Open the child’s case on CWS/CS and review the caregiver information (name, address, telephone number). 
3. Suspend the Vendor Number on APPS until the address change can be verified and completed (Follow existing procedures for address change based on specific vendor type). 
4. Update the work order to indicate actions that have been taken. 

LINKS

CDSS Online Manual of Policies and Procedures - http://www.dss.cahwnet.gov/ord/CCRTitle22_715.htm
Online California Code of Regulations, Title 22, Divisions 2, 6, and 12 - http://www.dss.cahwnet.gov/ord/CDSSManual_240.htm
Letters and Notices –

http://www.dss.cahwnet.gov/lettersnotices/default.htm
California Code –
http://caselaw.lp.findlaw.com/cacodes/hsc.html
RELATED POLICIES

Eligibility Policy

E030-0510



























































































































Initial Determination for Financial Participation
E030-0542



























































































































Reentry into Extended Foster Care (EFC)
E080-0580
























































































































Medi-Cal Benefits

E080-0620
Supplemental Security Income (SSI) Social Security Administration Benefits (SSA)

E090-0590
Foster Care Placement/Replacement

E100-0510.10





























































































 
CWS/CMS Computer Application Assignment Actions

FORM(S)/Documentation REQUIRED

DCFS 2384














































































































Two Way Gram

DCFS 26-1



















































































































Task Reminder

DCFS 280
























































































































Technical Assistant Action Request



DCFS 341
SSI/SSA Notification, Request to be Payee or Change in Status or Information
LIC 9185









































































































































Foster Family Agency Certified Home Form

Meds Print Out

Notice of Actions (NOA 290) and NA Back 9/or County Pay Notification Letter of                             Intent
RM 200
Resource Management 200

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


SOC 815



































































































































Approval of Family Caregiver Home
SSA/SSI Referral (If applicable)
Title II and Title XVI Print Outs
E080-0520 (Rev. 11/14)   
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