
E090-0580
FOSTER FAMILY HOME/FACILITY VACANCY SEARCH
Foster Care Search System (FCSS) DCFS 280 System
Date Issued: 05/05/15
  New Policy Release

  Revision of Existing Procedural Guide dated: 08/09/02

Revision: With re-introduction of the revised Foster Care Search System (FCSS) DCFS 280 the Department has moved toward using this software application as the primary tool when searching for a possible placement for a child/youth/NMD that requires out-of-home placement. The revisions in this Procedural Guide provide staff with instructions for using the a new automated system which replaces the manual use of the hard copy DCFS 280 and the Foster Care Search Engine (FCSE), into the new FCSS DCFS 280. 
Cancels: E090-0580, Foster Family Home/Facility Vacancy Search dated 08/09/02
DEPARTMENTAL VISION AND MISSION

This procedural guide supports the Department’s Vision of ensuring children thrive in safe families in supportive communities, and the Mission of improved Child Safety, Permanency, and Access to effective and caring services. 

WHAT CASES ARE AFFECTED

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

OPERATIONAL IMPACT

There are times when it is necessary for a child’s protection to remove that child from the home of his or her custodial parent or guardian. At time of removal preference shall be given to placement in the home of a relative, however when relative placement is not possible, out-of-home placement shall be in the least restrictive, most family-like environment and the most appropriate setting that best meets the child’s needs pertaining to his/her health, safety and well being.  
This applies to Eligibility staff assigned to the Technical Assistant function. 
The order of placement preference for children in out-of-home care is:

1. With relatives, even if they reside outside the child’s community and/or with siblings who are already placed in out-of-home care;
2. Nonrelative extended family members (NREFM) who have a pre-existing relationship to the child;
3. A licensed foster family home within the ZIP code indicated, by the CSW, from which the child was removed, based on vacancy availability;
4. A foster family agency (FFA) - certified home with a ZIP code within the community of preference or an adjacent ZIP code, based on vacancy availability.
5. A specialized placement (i.e. D and F rate, etc.) within the child’s community of origin, based on vacancy availability. 

To assist with locating potential placement homes/facilities that have a vacancy, the Department has developed a software application called the Foster Care Search System (FCSS) DCFS 280 System. The FCSS is accessed through LA Kids and provides the user with an easily accessible and user friendly application to aid in locating potential placement options for children in need of out-of-home placement. 

The Technical Assistant Eligibility Worker (EW) is assigned the task to complete searches, which provide the CSW with a selection of potential placement homes/facilities. The Children’s Services Worker (CSW) will provide the Technical Assistant Eligibility Supervisor (ES) with the FCSS DCFS 280, Technical Assistant Action Request, which provides the EW the search criteria to be used when looking for a potential placement. 
PROCEDURES

WHEN: ELIGIBLITY UNIT RECEIVES A DCFS 280 REQUESTING A VACANCY SEARCH
Technical Assistant Eligibility Unit receives from the Children’s Services Worker (CSW) an FCSS DCFS 280, via an email directing ES to the automated DCFS 280 link - Technical Assistant Action Request, to search for a potential placement home/facility for a child. 

Eligibility Supervisor (ES) OR Designee   Responsibilities

1. Within 1 (one) hour of receiving the email directing ES to the FCSS  DCFS 280 requesting a search, review the FCSS DCFS 280 to ensure child information and electronic signatures/approval levels are included/intact. 
a. If vital child information (name of child, case number or type and location of home/facility to be searched for and if a group home placement, the level to be placed at) or signatures/approval levels are not included, refer the FCSS DCFS 280 back to the requestor for completion of information or when appropriate, request a new FCSS DCFS 280. 
b. If the returned assignment is not resubmitted within 48 business hours, contact the CSW/SCSW to determine if the placement search should or has been cancelled. 

2. After reviewing the FCSS DCFS 280 requesting a search, if the FCSS DCFS 280 has the correct information/electronic signatures/approval levels, within the FCSS DCFS 280, make an assignment to a Technical Assistant/Eligibility Worker (EW) for completion of the assignment. 

Note: Office Protocols regarding coverage apply when full staffing is not available. i.e.,  ES will inform the ARA (Assistant Regional Administrator) that there are not enough EWs to conduct the requested search(es).  An ARA from the office needing help will asses with the ES if there are local resources that can assist in the search, and if not, then the ARA will contact an ARA in another office (same SPA) to request assistance on a temporary basis.  

3. Data enter the assignments that are not captured in the FCSS Workload Report   into the Workload Management Log even if the assignment was cancelled (1b). This provides a record of the requested action and the accompanying workload. 
a.   If a search has been ongoing for three consecutive business days, it

should be considered a new search on the fourth business day. ES to reassign    
request as appropriate.
4. An email directing the assigned EW to the FCSS DCFS 280 will be sent automatically to the EW with a copy sent to the assigned CSW/SCSW.
EW Responsibilities

1. Receive the FCSS DCFS 280 and review the specifics of the type of placement requested for the child. 

a.  If there are any areas where clarification is needed, clarify with the CSW/SCSW prior to beginning the search. 
2. Open the Child Welfare Services/Case Management System (CWS/CMS) application and determine if there is an active case for the child. 

a. If there is an existing child’s case, set up your file number as a secondary assignment per existing departmental instruction. 

b. If a case has not as yet been opened (On referral mode, with an initial placement), EW will assign themselves and document notes that reflect the actions indicated on the FCSS DCFS 280 on the responsibility description box on the assignment  page.  

Note: The EW is responsible for updating placement information on CWS/CMS before forwarding to appropriate Revenue Enhancement and services staff. 
3. Access LA Kids (DCFS Intranet Site) and click on the right side under FCSS DCFS 280
4. To access the application, data enter the same “hosted ID” and “hosted password” that you use to log into your computer. Click on the “log on” button. 

5. Once you log in, if you have multiple office assignments, you will be asked to select which office you would like to sign into.  After you select your office you will be directed to the Requests Summary screen where you will find all of your requests.  EW may also go to the email alert sent by FCSS and click on the link to the request.  
6. When you are in the requesting document, you can review and then click on the search button.

7. You are in the Search Results screen.  Here you can document your efforts in locating a placement (Per departmental standards, 15 placement homes/facilities or until the need is met, based on vacancy availability on the FCSS). After making contact with the caregiver, document this by clicking the blue highlighted Edit.  A drop down menu of choices appears.  Choices include, A Possible Match, etc. Add information in Additional Notes and click on the blue highlighted Update. Select a possible match, and the possible matches table will be populated.  Utilize this process and you can continue this placement search and document the efforts made.
8. Once you have located a suitable list of possible placements with vacancies, click on the View Summary button.  This takes you to the Search Efforts Summary page where you click the Complete Request button. A green banner indicates you completed the request; it indicates that an email was sent to the CSW and SCSW for placement home selection.  

Note: The EW cannot give the caregiver any information regarding licensing issues. Refer the caregiver to Community Care Licensing.

Note: The EW cannot provide further information regarding child characteristics, other than what the CSW has provided on the FCSS DCFS 280. If the caregiver requests further information, advise him/her to contact the CSW for child specific information. 

Note: It is the Department’s policy that the maximum number of children placed in one foster family home/facility cannot exceed six, including their biological and adopted children. In addition, there cannot be more than two children with a specialized care increment. Under certain circumstances, there may be exceptions i.e., sibling placements. Please note, there are established protocols for CSW staff to follow regarding placement capacity exceptions.     
Note:  Due to the limited number of homes/facilities that can care for children with special needs or older foster youth, finding 15 potential placement homes/facilities is often not possible. The EW will closely work with the CSW to modify the search criteria or when a home/facility for this population is located and provides them with information as soon as possible. This may include when only 1 (one) possible vacancy is located as these types of homes/facilities are much in demand and quickly filled. This does not mean that the EW will stop when 1 (one) home/facility is located; they will continue to find additional homes/facilities, based on availability, until the list is exhausted or the CSW indicates that there is no further need to continue the search.
Note: The EW cannot give the caregiver any information regarding licensing issues. Refer the caregiver to Community Care Licensing.

Note: If the search has been ongoing for three consecutive business days, it should be considered a new search on the fourth day.
9. Document case notes on CWS/CMS, indicating the results of your search and that you have provided the CSW with potential placement openings. 

Note: As soon as it is known that a hard-to-place child will be needing placement  AND  the child is already in the regional office, the CSW may also notify APT(Accelerated Placement Team) no earlier than 2pm and they will add their search efforts to those of the EW. For children known to be difficult to place and who need placement/replacement but who are not in the office, APT may be contacted to assist the regional EW in search efforts any time. For all other children, APT/ERCP to start assisting with searching by 5p.m.
10. No more than 72 business hours from the time you gave the CSW the potential placement information; contact the CSW to find out if any of the placement options were a good match for the child. 

a. If the CSW was able to place the child in one of the homes/facilities, The search request will end when the CSW submits the placement packet request.  

i. Once the CSW has chosen a placement home/facility, call the caregivers not selected and inform them that they were not selected for this child’s foster care placement.

ii. Annotate on CWS/CMS case notes the results of the search.

iii. Log off your file number on CWS/CMS.

iv. Save the information to the CWS/CMS database.

b. If the CSW indicates that they were not able to utilize any of the homes/facilities you provided, request a return of the FCSS DCFS 280 and continue to search for additional placement homes/facilities. (Follow above steps to continue searching).

ES Responsibilities

1. Annotate the assignments that are not captured in the FCSS Workload Report on the Workload Management Log to indicate that the assignment has been completed. 
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CWS/CMS Computer Application Assignment Actions
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CWS/CMS Search Actions
FORM(S) REQUIRED

FCSS DCFS 280

Technical Assistant Request Form
FCSS Search Process Screen Shots:
Email alerts are sent to the CSW and Eligibility Supervisor for assignment
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From: fess@dcfs.lacounty.gov. Sent:  Thu 2/26/2015 4:37 PM
To: Betty Maxwell; Ofelia Corsa; Kimberly Tran (BIS)
e Christine Schnieber; Stephanie Asatryan; Bill Wang (BIS); Jason Ly (BIS); Jason Ly (BIS); My Trinh; Kimberly Tran (BIS); maguilera@dcfs. lacounty.gov
Subject: This is a TEST, please ignore! FCSS Placement Search Request Approval - Focus Child: Doe, JohnS1, Request Number(s): 10004821-1

Frmmeeeer THIS IS A TEST REQUEST, PLEASE IGNORE! *r s M

Please be informed that a Placement Search Request for the following child has been approved by all levels of approval:

Request# | State & Person Case/Referral# Child Name o Office Submitted By Approved By
™
10004821~ |0249343-03 |1049-8825-9749- Doe, 102/20/2008 'West San Fernando \Asatryan, Stephanie (02/26/15 tran, Kimberly (02/26/15
1 |0006034 John51 Valley 104:33PM) 104:36PM)

Eligibility Supervisor,

Please login using the link below to review and assign the request ASAP for immediate processing. 3

Foster Care Search System

If this case/referral is no longer assigned to your unit/office, please forward this email notification to the currently assigned unit/office.

CONFIDENTIALITY NOTICE: This email message, including any attachments, from the Department of Children and Family Services, is intended for the official and confidential use of the recipients to whom

it is addressed. It contains information that may be confidential pursuant to applicable law, including but not necessarily limited to California Welfare and Institutions Code sections 827 and 10850. The

dissemination of this information, except to the extent permitted under applicable law, may expose the responsible party to civil and criminal liability. If you have received this message in error, be advised

that any review, disclosure, use, dissemination, distribution, or reproduction of this message o its contents is strictly prohibited. Please notify us immediately by reply email that you have received this

message in error, and destroy this message, including any attachments.






The office Eligibility Supervisor can click on the Foster Care Search System link to login and assign the request to his/her staff by selecting the EW in the Assigned To dropdown and click on the Assign button
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Once the request is assigned, a message is displayed at the top of the screen that the record is updated and the request status is changed to Assigned.
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Search Request No: 10004821-1 updated.
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Request Information

Request# | Status | StartDate |  Office csw B Created By Submitted By | Approved By | AssignedBy | AssignedTo |Completed | Rejected | Cancelled| Closed
By By By | By
10004821-1/ASSIGNED|02/26/2015| WestSan | Smith, | Jones, Asatryan, Asatryan, | tran, Kimberly | tran, Kimberly | Gamboa, Mery
Fernando | Stephanie | Christine | Stephanie Stephanie (02/26/15 (02/26/15 (02/26/15
Valley  |File# GFS4 ((818) 717-|  (02/26/15 (02/26/15 0436PM) 04:38PM) 04:38PM)
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Email alerts are sent to the CSW, SCSW and the EW to inform them of the assignment
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From: fess@dcfs.lacounty.gov. Sent:  Thu 2/26/2015 4:39 PM
To: Kimberly Tran (BIS); Mery Gamboa
e Christine Schnieber; Stephanie Asatryan; Bill Wang (BIS); Jason Ly (BIS); Jason Ly (BIS); My Trinh; Kimberly Tran (BIS); maguilera@dcfs. lacounty.gov
Subject: This is a TEST, please ignore! FCSS Placement Search Request Assignment/Reassignment - Focus Child: Doe, JohnS1, Request Number(s): 10004821-1

Frmmeeeer THIS IS A TEST REQUEST, PLEASE IGNORE! *r s M

Please be informed that a Placement Search Request for the following child has been assigned/reassigned for processing:

Requests | State & Case/Referral# [Child Name |  DOB Office Submitted By Approved By Assigned By ‘Assigned To
Person ID
10004821- 0249343- |1049-8825- Doe, 102/20/2008 (West San \Asatryan, Stephanie |tran, Kimberly tran, Kimberly \Gamboa, Mery (02/26/15
1 03 19749-0006034 | John51 [Fernando ((02/26/15 04:33PM) |(02/26/15 ((02/26/15 04:38PM)|(818) 717-4264
Valley 04:36PM) 04:38PM)

Foster Care Search System

If this case/referral is no longer assigned to your unit/office, please forward this email notification to the currently assigned unit/office.

CONFIDENTIALITY NOTICE: This email message, including any attachments, from the Department of Children and Family Services, is intended for the official and confidential use of the recipients to whom

it is addressed. It contains information that may be confidential pursuant to applicable law, including but not necessarily limited to California Welfare and Institutions Code sections 827 and 10850. The

dissemination of this information, except to the extent permitted under applicable law, may expose the responsible party to civil and criminal liability. If you have received this message in error, be advised

that any review, disclosure, use, dissemination, distribution, or reproduction of this message o its contents is strictly prohibited. Please notify us immediately by reply email that you have received this

message in error, and destroy this message, including any attachments.
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The assigned EW can click on the Foster Care Search System link to login and start the search process by clicking on the Search button
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The Search Results screen will be displayed when the Search button is clicked.
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Search effort is documented by clicking the Edit button next to each home as the EW calls the home:
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Once the possible matches are found and the search is done, users click on the View Summary button to complete the search in the system
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When the Complete Request button is clicked an email alert is sent to the CSW/SCSW.
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When the Complete Request button is clicked, the request status is changed to Completed and email alerts sent to the CSW/SCSW.
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From: fess@dcfs.lacounty.gov Sent: Thu 2/26/2015 455 PM
To: Christine Schnieber; Stephanie Asatryan; Kimberly Tran (BIS)
Cc Mery Gamboa; Bill Wang (BIS); Jason Ly (BIS); Jason Ly (BIS); My Trinh; Kimberly Tran (BIS); maguilera@dcfs.lacounty.gov
Subject: This is a TEST, please ignore! FCSS Placement Search Request Completion - Focus Child: Doe, John51, Request Number(s): 10004821-1

Frmmeeeer THIS IS A TEST REQUEST, PLEASE IGNORE! *r s

Please be informed that a Placement Search Request for the following child has been completed:

Request# State & Case/Referral# Child DOB Office ‘Submitted By Approved By Assigned By Assigned To ‘Completed By
Person ID Name
10004821- (0249343~ [1049-8825-  |[Doe,  [02/20/2008 [West San  |Asatryan, tran, Kimberly [tran, Kimberly |Gamboa, Mery tran, Kimberly
1 03 19749-0006034 |John51 [Fernando Stephanie ((02/26/15 ((02/26/15 ((02/26/15 ((02/26/15
Valley (02/26/15 04:36PM) 04:38PM) 04:38PM)|(818) 717-  |04:54PM)
104:33PM) 4264

Csw/scsw, T

Please login using the link below to review and take further actions if needed.

Foster Care Search System

If this case/referral is no longer assigned to your unit/office, please forward this email notification to the currently assigned unit/office.

CONFIDENTIALITY NOTICE: This email message, including any attachments, from the Department of Children and Family Services, is intended for the official and confidential use of the recipients to whom

it is addressed. It contains information that may be confidential pursuant to applicable law, including but not necessarily limited to California Welfare and Institutions Code sections 827 and 10850. The

dissemination of this information, except to the extent permitted under applicable law, may expose the responsible party to civil and criminal liability. If you have received this message in error, be advised

that any review, disclosure, use, dissemination, distribution, or reproduction of this message o its contents is strictly prohibited. Please notify us immediately by reply email that you have received this

message in error, and destroy this message, including any attachments. 14

N 4:56 PM
* RO penos




The CSW then can login and select the placement for the child and click on the Create Plmnt Pckt Req button to create Placement Packet Request(s).
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Once a Placement Packet Request is created the search request is closed by the system.  
The Packet Request # is displayed and users can click on the number to complete the request and submit for approval(s).
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