Procedure Guide
E090-0590 
FOSTER CARE PLACEMENT/REPLACEMENT
Date Issued: 05/18/12
 FORMCHECKBOX 
  New Policy Release

 FORMCHECKBOX 
  Revision of Existing Procedural Guide E090-0590, Foster Care Placement/Replacement dated 12/22/11.
Revision Made:  Director, Philip Browning, has modified the age requirements to under “age 12” from “age 8”. Revision is highlighted in yellow. 
Updates: Procedure Guide E090-0590 dated 12/22/11
DEPARTMENTAL VALUES

This Procedural Guide supports the Departments goal of improved timeliness of permanency for children by identifying and placing a child (ren) in a placement that will facilitate family reunification and/or provide a permanent home for the child (ren).

WHAT CASES ARE AFFECTED

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

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.  This decision shall be made only after reasonable efforts have been made to prevent out-of-home placement.

In accordance with Welfare and Institutions Code Section 361.3, at the time of the removal of a child from the custody of his/her parent(s), preference shall be given to placement in the home of a relative, if such placement is in the best interests of the child.  If there are no appropriate relatives, out-of-home placement shall be in the least restrictive; most family-like setting, which would meet the child’s needs, and provide permanency for the child if Family Reunification is unsuccessful. 

The Children’s Services Worker (CSW) annotates the child’s behavior characteristics, level of care and ZIP Code on the DCFS 280, Technical Assistant (TA) Action Request form. This request initiates the foster family home/facility vacancy search. (For instruction, see the Foster Care Eligibility Handbook Procedural Guide # E090-0580, Foster Family Home/Facility Vacancy Search.) 
A financial participation determination is completed for both relative and non-kin placements within 30 days from the receipt of an initial placement request.  (For instruction, see procedural guide E030-0510, Initial Determination for Financial Participation). 
AB 1695 adds non-relative extended family members (NREFM), who have a pre-existing relationship to the child, to those to be included in the approval category. The non-relative extended family member is defined as “any adult caregiver that has an established family or mentoring relationship with a child.”  This placement classification is approved according to the same standards as licensed homes, and is thus authorized both for placement, and either State or federal AFDC-FC funding, depending on the determination of the child’s eligibility. The non-relative extended family member will be paid the same AFDC-FC rate paid to relatives, guardians and licensed foster parents. 
Procedures

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 was assigned to them and again at the time of assignment completion.
Note: For any placement/replacement or budgeted item that requires a DCFS 280, upon completion of the assignment the TA/EW will forward the DCFS 280 and any attached documentation (i.e. DCFS 2282 or SOC 815) to the case carrying EW (intake or redetermination) or to the Eligibility Supervisor (ES) over the unit holding the “41” case file. 
Note: Occasionally the EW is given instruction on the DCFS 280 to budget a Group Home/FFA/D-Rate/F-Rate Foster Caregiver above and beyond the State approved specialized care increment. Do not budget at a rate different than that which has been approved by the State on their official Website (indicated below) as we are not in state compliance when we budget at a different rate.  Approval of a new rate will come from the Department of Social Services, Rates Policy Unit. Documentation from any other department, including State Licensing, is not by itself sufficient to support a change in the rate. 

State Website: http://www.childsworld.ca.gov/PG1343.htm#Lists
Note: DCFS 280 requests will be logged on the Workload Management Log showing when the DCFS 280 was received, if returned to the CSW/SCSW for correction or signatures, and once the assignment is completed. 

Placement Packet Forms: (Depending on the type of placement, the packet may contain all or some of these forms)
· Letter to Caregivers Regarding Hotline Information, English and Spanish versions

· Contact Information for Caregivers (English and Spanish)

· DCFS 129/DCFS – Agency – Relative Caregiver Placement Agreement or DCFS 154 - Agency – Group Home Agreement or 
      DCFS 156 – Agency – Foster Parents Agreement

· DCFS 153 – Dependency Court Information

· DCFS 485 – Primary Language Designation Form for Parents/Legal Guardians/Children

· DCFS 561(a) - Medical Examination Form

· DCFS 561(b) - Dental Examination Form

· DCFS 561(c) - Psychological/Other Examination Form

· DCFS 563 – Medical Record Procedures for Foster Caregivers

· DCFS 853 - Affidavit (blank) (English and Spanish)

· DCFS School Fax Cover Sheet

· DCFS 1399 – School Verification Form

· DCFS 1726 - Request for School Records and Report

· DCFS 4158 – Authorization for General Medical Care for a Child Placed by an Order of the Juvenile Court

· DCFS 4160 - Notice of Foster Care Replacement

· DCFS 4492 VIP Placement Packet 

· DCFS 5660 – Placement Checklist with Emphasis on the Health and Education Passport (HEP) and HEP Binder

· Financial Assistance to Relative Caregivers Information Sheet

· Court Transportation Procedures Notice

· Reminder for CSW’s to pick up minor’s medical passport book 

· Health Care Card

· Pamphlet – “Free CHDP Health Check-Ups”

· Pub 183 – Medical & Dental Health Check-Ups Pamphlet

· List of County CHDP offices for all California Counties
· Information regarding Administration of Psychotropic & Anti-seizure Medicines to DCFS Supervised Children

· Psychotropic Medication Authorization Form

· Medical HUB Notice to Caregivers

· Medical HUB Referral Form

· Medical HUB Notice to Caregivers (English and Spanish)

· FYI 00-06 – Child Safety Gates

· Safety Gates Information

· FYI 02-08 – Quality of Life Standards for Children in Out-of-Home Care

· FYI 04-06 – Rights of Children in Out-of-Home Placement Update (English and Spanish)
· Special Payment Request form

· Revenue Enhancement Survey (external and internal) 

Note: An FC 2 is required at the time of initial application for Foster Care, at Redetermination of Foster Care and at any time there is a change affecting the eligibility. This form is a statement of facts that supports eligibility for foster care, and it is not required for a placement change. 

A SOC 158 is required at initial placement and a new SOC 158 is required when the child is replaced. 

Note: On all FFH placements the TA’s are to confirm all existing children residing in the prospective home including biological children, adopted children, children placed through legal guardianship or foster children and whether any of them are special needs children, prior to giving the CSW the listing of potential homes. See note on page 13.  
All Notices of Action (NOA) are child specific and applicable to children who were determined to be federally or State (Non-Federal) eligible. A NOA is NOT applicable if the child is GRI funded (County funds only). A NOA is completed by the individual taking the action when aid is 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 will be attached to all NOA’s. 

All Notification Letters are child specific, applicable to children who were determined to only be eligible for 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. 

A. WHEN:  UPON RECEIPT OF THE DCFS 280 FORM REQUESTING A FOSTER CARE PLACEMENT PACKET AND MEDI-CAL CARD FOR A CHILD PLACED WITH A RELATIVE OR NON-RELATED EXTENDED FAMILY MEMBER (NREFM). 
Note: Relative placements require that the child must first have an eligibility determination that finds the child is federally eligible before foster care payment to be set up. If the child is not found to be federally eligible the relative may apply to CalWORKs for assistance. 

The exception is for an Undocumented Minor placed in the home of a relative. Undocumented dependent children in out-of-home care, placed with a relative caregiver, are ineligible for federal or State public assistance, including the CalWORKs program. Therefore they are not referred to the Department of Public Social Services (DPSS).  (See Procedural Guide E040-0530, General Relief Ineligible (GRI) to AFDC-FC). 

Note:  Prior to placement, a relative or non-relative extended family member’s (NREFM) home must be approved by the Kinship Support Division. DCFS-supervised children can only be placed with relatives or non-relative extended family member whose home has 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 Kinship Support Division to determine if a home can or cannot be ultimately approved. 
Technical Assistant Eligibility Supervisor (TA/ES) Responsibility
1. Receive the DCFS 280 packet from the CSW for placement of a child in the home of a relative or NREFM. If a clothing allowance is also requested, attached to the DCFS 280 will be the DCFS 2282.
2. Review the DCFS 280 form and attached documents to determine if all mandatory information is provided and the CSW and Supervising Children’s Services Worker’s (SCSW) signatures are intact, authorizing the approved placement home selection. 
Note:  On the DCFS 280, the SCSW’s signature indicates that all higher level reviews, approvals and signatures have been obtained on required documentation that supports the requested action. The SCSW’s signature also indicates that all other criteria have been met as appropriate (i.e., Specialized rates, home certification, caregiver training, etc.)
The Assistant Regional Administrator (ARA) signature is required when a “D” rate is authorized for a minor age 37 – 59 months old or if there is a capacity issue. The Regional Administrator (RA) signature is required when a “F3” or “F4” rate is authorized.

a) If the CSW, SCSW, ARA or RA (as appropriate) signature is not annotated or the information is not complete, return the DCFS 280 packet to the requesting CSW. 
i) Flag the Workload Management Log to indicate that the DCFS 280 packet has been returned for correction.

ii) Check with the CSW/SCSW after 5 days if the corrected DCFS 280 packet has not been returned as the assignment may have been cancelled.
b) Once the DCFS 280 form or attached documents has been corrected and returned to the TA/ES, assign to the TA/EW to complete the requested task. 

c) Update the Workload Management Log to indicate that the assignment has been returned for processing. 

3. Access the CWS/CMS application.  Click on the green button (Case Management), then open the “assignment” page tab. Complete the actions to assign a TA/EW as a secondary assignment. 
4. Forward the DCFS 280 packet to the designated TA/EW for review and completion of assignment. 

TA/EW Responsibilities

1. After opening CWS/CMS, review the following: 
a) Case notes – Click the green button (Case Management), open the last notebook on right side (Document-Case); select and review the case notes.
b) 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 the “ok” button.  Open the ID Num tab and review the aid code, the start/stop dates and case number. 
c) Placement History – click on the red button (Placement Management), which will open another screen showing a button that indicates “history”.  Select the history button and review pervious placement start/stop dates and placement type. 
d) Intervention and Case Status – click on the green button (Case Management), open the first notebook. Review the Intervention and Case Status located in the ID page tab. Review to determine if this is a foster care or Non-CWD case. (See # 3 below if there is an indication that the case is a Non-CWD case).

Note:  Ensure that the foster care placement indicated a foster care intervention reason on CWS/CMS and not a Non-CWD.

2. Determine if any of the following has occurred on the child’s case: 
a) Minor returning to foster care after a failed adoption;
b) Minor returning to foster care after  Kin-GAP has been set aside;
c) Minor returning to foster care from Probation;
d) Incoming Intercounty Transfer (ICT) case.
i) If in your review you find that this is an incoming ICT case, determine if the case has been referred to the ICT Unit in Pasadena. 
ii) If there is no indication that they have received the intake ICT referral, call the ES over the ICT unit to advise him/her of this case/placement and fax a copy of the DCFS 280 and all attached documents to him/her.
iii) If there is indication that the case has an active ICT EW assigned, notify the ICT EW/ES via e-mail of the requested placement and fax them a copy of the DCFS 280 and any attached documentation. 
iv) Annotate in CWS/CMS case notes any action or referral of the assignment to another section/worker. Notify the CSW via e-mail on any transfer action you take for this assignment.
v) After review, forward the DCFS 280 and attached documents with a copy of the case notes to the TA/ES.
vi) TA/ES will forward the original DCFS 280 and attached documents to the ICT ES, indicating on the top of the packet the ICT EW file number. (see Procedural Guide E080-0550, Inter County Transfer for further instruction)
vii) If the incoming ICT has been completed and the ICT EW is no longer assigned to the case, proceed in the usual manner with the placement assignment.
3. If the child’s intervention reason is Non-CWD, contact the appropriate Adoption, KinGAP or Probation ES/EW and coordinate the termination of the Non-CWD segment to a foster care segment on CWS/CMS. This will ensure no interruption or minimize the interruption of payment with the (Inter Program Transfer) IPT of the child’s case to foster care.
4. Prepare the Health and Education Passport Binder. Include the authorization Medi-Cal Eligibility Letter with all other required CWS/CMS documentation and forms. Deliver the binder to the CSW. (See page 3 for a listing of forms that go into the placement packet)
5. When placed in the home of a relative or NREFM and there is no SOC 815 attached to the DCFS 280, EW will take the following steps:

a) Check the Kinship Assessment Tracking System (KATS) to determine if a completed SOC 815 has been scanned into the system.

Note: Due to ASFA regulations the same standards for approval for licensing that is required for all foster family homes are now required for relative and NREFM homes. Effective January 2003, certified license-pending status is now eliminated from State law. 

i) If there is a SOC 815, print it out, verify that all information and signatures or validation are on file and keep a copy in the child’s case.

ii) If there is no SOC 815 on the system the TA/EW will e-mail the case carrying CSW/SCSW and Kinship CSW/SCSW requesting the SOC 815 and DCFS 5420, annotating this in the CSW/CMS Case Notes. (The assigned Intake or Redetermination EW will complete any necessary follow-up action once the DCFS 280 packet is forwarded to them for budget completion or further action.)
6. Contact the relative or non-relative extended family member and verify the current address, vendor number(s), child’s name spelling, spelling of the caregivers name and the date that the child was physically placed in the home. 
a) Confirm the relationship of the caregiver to the child if no DCFS 5420 was included with DCFS 280 or if there appears to be conflicting information.
7. Complete a search on CWS/CMS for the relative or non-relative extended family member as a substitute care provider, placement home/facility and client.
Note:  There are times when children are placed with relatives or Non-Relative Extended Family Members (NREFM) who are already Certified Foster Parents through a Foster Family Agency (FFA). Understanding when to set up the budget as a relative placement vs. a FFA placement depends on the needs of the child. Careful review of any attachments provided by the CSW is necessary to set up the appropriate placement and budgeting. 

If the child does not require additional assistance of the FFA, the placement will be set up as a relative or NREFM placement. This child may require a Specialized Rate which the CSW will advise you on.  A home assessment shall be completed by the Kinship Support Services Division as set forth in Procedural Guide 0100-520.10. If the relative or NREFM later becomes certified through an FFA, and the relative child is still placed in their home, the child would continue to receive the basic foster care rate or the specialized rate already established, and not the FFA rate.
If the prospective relative/NREFM is a certified foster parent through a Foster Family Agency (FFA) and the CSW is placing the child through the FFA, a home evaluation is not required. The foster care rate would be that of the FFA. A child placed under these circumstances requires the additional services of the FFA and the CSW has deemed that the additional support is necessary to meet the needs of the child. (See note on page 4 regarding federally eligible children placed with relatives)

Note: Upon receipt of a relative placement/replacement request, the EW assigned to the case should immediately notify the caregiver of the option to apply for financial assistance at their local DPSS office. The Relative Caregiver Notification cover letter indicating the effective date of placement/replacement and copy of SAWS 1 must be sent to the caregiver along with the birth certificate/verification and/or social security card, if available. 

a) When placing a child in the home of a relative that is also a licensed foster parent, create a relative home. The effective date is the placement start date. Document in the case notes that the caretaker is a licensed foster parent with a current license, indicating the license number and date of expiration. Request a copy of the current license for the case file. Document in case notes that the SOC 815 form is not required. 
b) If the related child has already been placed in the CWS/CMS licensed home, create the relative home as of the date of discovery to avoid an overpayment/underpayment problem. 

8. If the relative is not found, create a new substitute care provider notebook. 

a) Enter the appropriate information in the Placement Notebook. (See Procedural Guide E100-0510.11, CWS/CMS Budget Actions.)
9. If the non-relative extended family member home is not found, contact the Resource Management Unit in Glendora, faxing the DCFS 280 and RM 200 to them for the home to be created. 

10. Once the placement home is created, set the aid code to indicate “41” Non-Paid Placement. 
11. Complete the “pending approval” action for the placement. Save the placement information to the CWS/CMS database. 

12. Enter the eligibility activity narration in CWS/CMS Case Notes.

13.  Initiate the Department’s Medi-Cal Authorization Letter, and submit a Medi-Cal Card Issuance/Update Referral form via FAX to the Glendora MEDS unit to  issue a BIC, update the MEDS system or disenrollment from a Health Maintenance Organization (HMO) (if the child’s status requires disenrollment). (See Procedural Guide E080-0580, Medi-Cal Assistance/Benefits)

14. Set up a placement packet, including all required documents and forms, giving it to the placing CSW. If this is an initial placement, a black binder will also be given to the placing CSW. 
a) For placing children in a relative’s home – the DCFS 129, Agency-Relative Caregiver Placement Agreement is to be used. 
b) For placing children with a NREFM – the DCFS 156, Agency-Foster Parents Agreement form is to be used.
15. Forward the DCFS 280 and accompanying documentation back to the ES for review. 

Technical Assistant Eligibility Supervisor Responsibility

1. Review the DCFS 280 and attached documentation for completion and correctness of assignment, returning assignment to the TA/EW if there are incomplete or inaccurate information. 

2. Once an assignment is completed, end date the TA/EW secondary assignment on CWS/CMS.

3. If this is an initial placement, set up the assignment in the CWS/CMS “In-Box” of the Intake Eligibility Supervisor covering your office and send an intake referral along with a copy of the DCFS 280, attached documents, and copies of the placement packet forms to the appropriate Intake ES to assign a Intake Eligibility Worker for completion of the foster care eligibility determination or
4. If this is not an initial placement, forward the DCFS 280, attached documents, and copies of the placement packet forms to the ES of the assigned Intake or Redetermination Worker, annotating who the case carrying worker is on the top of the packet.
5. If the case is in a “41” (non-paid) file, notify via e-mail, the ES over the “41” file of the need to reassign the case to an EW and forward a copy of the e-mail, the DCFS 280, SOC 815 forms and all placement packet forms for review and completion of assignment. 
Note:  If the case has been filed (sent to GRM Storage Management formerly known as CANO filed), this means that the child has been in non-paid placement for a period of 9 months or over, or the child’s case was terminated. This referral packet would go to the Intake Supervisor over the office. 

Intake or Redetermination Eligibility Supervisor

1. Upon receipt of the DCFS 280 and any accompanying documentation: 

a) Review the received documentation.
b) Access the CWS/CMS application.  Review the Case Information Notebook assignment page to assign an EW as a secondary assignment, if needed, and forward documents to the assigned EW for:

i) Completion of budgeting action, or 

ii) To take any additional action to complete the assignment, or

iii) File documentation in their case if no further action is required.
Intake or Redetermination Eligibility Worker Responsibilities

If the caregiver is receiving CalWORKs benefits for a child, per Regulation 45-302.22, we currently begin foster care payment the month following the termination of the CalWORKs grant. The State has authorized Los Angeles County to start payment for federal foster care benefits to relative foster parents on the date the home assessment was approved provided that federal eligibility is otherwise found to exist. 

1. At the time the Foster Care (FC) payment is budgeted, the following steps should be taken to deduct CalWORKs benefits:

Day One

a) Obtain a LEADER printout to determine the CalWORKs payment amount and dates.

b) Complete the “Income and Property” page on CWS/CMS and enter the CalWORKs income for the period of deduction. 

c) Complete the “Ongoing Payment” page using the start date, which reflects the date all federal FC requirements have been met. 

The above actions must be completed and saved to the database at the same time in order to prevent any overpayment. 

Day Two

a) Access the Automated Provider Payment System (APPS) to confirm the above actions functioned. If the system has been updated, complete the appropriate Notice of Action (NOA) advising the relative caregiver of the approval to FC benefits and include the computation which references prorated amount(s) of FC benefits. Two copies are to be provided to the relative caregiver, one to the Children’s Services Worker of record and one copy is to be retained in the eligibility file. 

2. Submit a Medi-Cal Card Issuance/Update Referral form via FAX to the Glendora MEDS unit to update the MEDS system on any changes, such as the Aid Code. 

When: Minor is Placed With Relatives or NREFM Residing in California
Note: Per Regulation 44-317.623, the beginning date of FC payment to a relative caregiver, when the child is not receiving CalWORKs benefits, is the date all federal foster care eligibility requirements have been met.  Provided all other eligibility criteria are met, eligibility will begin according to the date the approval standards were met as indicated on the SOC 815 form. Relatives whose home does not meet ASFA home approval criteria are ineligible to receive GRI funds and must be referred to CalWORKs. 

1. If there is no SOC 815, check the Kinship Assessment Tracking System (KATS) to determine if a completed SOC 815 has yet been scanned into the system. 

2. If the SOC 815 has been imaged into CWS/CMS, print out a copy of the SOC 815, and request via e-mail to the case carrying CSW/SCSW and Kinship Support Division CSW/SCSW a copy of the DCFS 5420 (Verification of Relative Relationship).
3. If there is no scanned document send to the case carrying CSW/SCSW and Kinship Support Division CSW/SCSW, via e-mail, a request for a copy of the completed SOC 815 (4 pages with appropriate signatures) and the DCFS 5420.

a) Set a DCFS 26.1 control for return of requested documents. 
b) If not received within 10 business days, begin the escalation process. (To review the escalation process, see Policy # E030-0520, Redetermination of AFDC-FC Eligibility, page 8, Section (d) (i – iv)). 
Note:  If a relative or NREFM’s home is denied, the Kinship Support Division CSW will indicate on the Relative/NREFM Assessment Page that the home does not meet the standards. This will be indicated on the SOC 815.  The caregiver will be notified via letter (DCFS 728), signed by the Kinship Support ARA, that the home has been denied approval and provided regulatory standards for the denial. 
4. Upon receipt the EW will review for accuracy, completion of information and signatures on the SOC 815 and DCFS 5420.
Placed With Relative

1. Contact the relative caregiver if the eligibility determination has already been completed and child has been found to be federally eligible.

a) Confirm the placement address, date of placement and name spelling of the relative caregiver.

b) Explain the eligibility process and the choices for assistance programs following the outline on the FC 4, Program Choice Indicator form;

c) Obtain the relative caregiver’s verbal program choice;

d) Record the choice response in Case Notes;

e) Complete and send the FC 4, with a self-addressed return envelope, to the caregiver, setting a return control via a DCFS 26.1 for 10 days.

i) Follow up with the CSW and caregiver if not received back after 10 days. (CSW may choose to take the form on their next home visit to ensure it is complete, however, be advised that this form is mandatory to record the choice the relative has made. If not returned notice the CSW that foster care may be terminated and relative caregiver will be referred to CalWORKs.)
2. If the relative caregiver selects AFDC-FC, record the approval effective date and amount of foster care payment, giving special attention to Specialized Rates (i.e. Regional Center Placement, Grandfather, “F”, “D” and minor parent rates) or Host County Rates to ensure appropriate authorization and forms are included and are budgeted in the correct amount. 
Note: The “D” and “F” rate cannot be paid on behalf of a child placed outside of Los Angeles County unless the host county has no specialized foster care rates. 

Note: ARA approval is required when requesting an assessment for any child age 37 – 59 months or when placing a third D-rate child in the home. ARA approval is required when placing a third child with or without special needs in the home. RA approval is required for an F3 or F4 rate. 

a) If child is placed in a Host County, annotate in the CWS/CMS case notes how you determined the correct rate amount, including the clothing allowance or any specialized rates. Include the name and telephone number of anyone you called to confirm this information. Request that the individual you contacted fax you information regarding the Host County rate, preferably on departmental letterhead. 

b) If the rate schedule is “D” or “F3-4”, obtain the medical documentation and detention minute order from the service case or health and court notebooks. Complete the DCFS 341 and attach copies of the forms stated above. Send the DCFS 341 to the SSI/SSA Unit in Special Operations and annotate the initiation of a SSI referral in the CWS/CMS Case Notes. 

Note: In some circumstances the CSW may have completed the one-page disability screening tool that would initiate the SSI process.  The EW can review this information or the SSI tracking log on LA Kids to determine if an SSI referral has already been made. If it is determined that a referral has been initiated, EW will annotate this information in CWS/CMS Case Notes. 

c) Set up a DCFS 26-1, Case Follow-Up, to control for the next rate reassessment due date. 
Note: If the rate level schedule is “D”, the EW must document if the rate assessment is current in case notes. If not, the EW must request a current assessment from the case carrying CSW via e-mail and copy the “D” rate Clinical Evaluator. A reassessment for ongoing “D” rate must be completed annually. If the rate level schedule is any of the “F” rates (F1, F2, F3 or F4), the EW must document if the rate assessment is current in the case notes. Children receiving the F-rate must be reevaluated every six-months. The F-rate is effective only as long as the need exists. (See Procedural Guide Number 0900-522.11 for further information.) Absence of a current assessment will cause a change in the rate amount to the basic rate until the new assessment has been completed. 
3. Review the rate schedule level in the CWS/CMS Ongoing Requests page and the MEDS Title II and XVI inquiry that indicate if the child is SSI/SSA eligible. If the MEDS Title II or Title XVI print out indicate that there is SSI/SSA, compare the foster care payment rate to the SSI/SSA benefit amount. 

a) If the foster care rate is EQUAL to or LESS than the SSI/SSA benefit amount, the caregiver may elect to become the SSI/SSA payee. 

Note: Per ACL 94-82, Treatment of Supplemental Security Income/State Supplementary Payment (SSI/SSP) Benefits in the Aid to Families with Dependent Children – Foster Care (AFDC-FC) Program, page 3, “Additional Requirements” reads as follows: “EAS Section 40-1092 states that a person or his or her representative who believes the applicant meets the eligibility requirements for more than one category of aid has the right to choose the type of aid he/she will apply for.” Since AFDC-FC and SSI/SSP are both aid programs, the county representative can choose the program that best meets the needs of the foster child. 

b) Contact the relative and explain the procedure to become the SSI/SSA payee. 

c) If the caregiver decides to become the SSI/SSA payee, complete the action to deny Foster Care. 

i) Send the caregiver a Notice of Action of Denial, a copy will go to the CSW of record and a copy will remain in the eligibility file. 

4. Initiate a clothing allowance unless the following is indicated:

a) Clothing Allowance has already been issued via Emergency Aid Requisition (EAR). (Procedural Guide 0900-527.10, Emergency Aid Requisition (EAR)). 

b) Prior to the relative (Youakim) foster care eligibility determination.

5. Complete the “pending approval” action for ongoing and incidental payment(s).

6. Check the ID Num page to ensure the aid code has been set up as “42” effective the date that all the eligibility factors have been met, including signing of the SOC 815 (see note above). 

7. If the FC 4 indicated the relative chooses AFDC-FG/U (CalWORKs), access the CWS/CMS case notes, annotating the choice of the relative and leave as a non-paid placement. 

8. Complete the Notice of Action (NOA 290) to indicate the action taken. If the relative chooses public assistance or the relative is ineligible to federal foster care, include in the NOA 290 the location of the CalWORKs office nearest the relative’s home, the SAWS I, Vital Statistics Inquiry (VSI) or Birth Certificate (if available), and a copy of the FC 4 indicating the assistance program choice. Attach packet to the top of the case for review by the Eligibility Supervisor. 

9. Submit the assignment to the ES for review and approval of budgeting.

Eligibility Supervisor Responsibilities

1. Receive the DCFS 280 form indicting a completed assignment.

2. Review the appropriate computer systems to ensure completeness and accuracy. Return to EW if there are necessary corrections.

3. Once returned with corrections, complete the budget approval actions.

4. Return documentation to the case carrying EW for placement in the Income Maintenance Folder in case model format order.

Placed with NREFM

Note: See page 4 regarding home approval.
Aid code may be “5K” (Emergency Assistance), “40” (State), or “45” (GRI/ County Pay) prior to completion of initial eligibility determination. 
Note: Prior to completion of the eligibility determination, do not set up the aid code “42”. Once the eligibility determination has been completed, the Intake EW will adjust the aid code to reflect the finalization of the determination. 

1. Access CWS/CMS and record the paid placement in the appropriate notebooks. 

2. Record the approval effective date and amount of foster care payment, giving special attention to Specialized Rates (i.e. Regional Center Placement, Grandfather, “F”, “D” and minor parent rates) or Host County Rates to ensure appropriate authorization and forms are included and are budgeted in the correct amount. (See note on page 5 regarding specialized rates)
Note: The “D” and “F” rate cannot be paid on behalf of a child placed outside of Los Angeles County unless the host county has no specialized foster care rate. 

a) If child is placed in a Host County, annotate in the CWS/CMS case notes how you determined the correct rate amount, including the clothing allowance or any specialized rates. Include the name and telephone number of anyone you called to confirm this information. Request that the individual fax you information regarding the Host County rate, preferably on departmental letterhead. 

3. Initiate the clothing allowance. 

4. Complete the “pending approval” action for the ongoing request and incidental payment(s). Save the payment information to the CWS/CMS database. 

5. Complete the Notice of Action (NOA 290) to indicate the action taken. 
6. Attach packet to the top of the physical case for review by the Eligibility Supervisor. 

7. Submit the assignment to the ES for review and budgeting approval.

Eligibility Supervisor Responsibilities
1. Receive the DCFS 280 form indicting a completed assignment.

2. Review the appropriate computer systems to ensure completeness and accuracy. Return to EW if there are necessary corrections.

3. Once returned with corrections, complete the budget approval actions.

4. Return documentation to the case carrying EW for placement in the Income Maintenance Folder in case model format order.

Minor is Placed With Relatives or NREFM Residing in a State Other Than California

Note: There is no action the EW will take if CSW brings this type of request to you for processing. 

Note: The States of Illinois, Indiana, Maryland, Missouri, Ohio and Virginia require the sending agency to negotiate a contract with the local school district in their state which ensures reimbursement for tuition and related educational costs for non-resident school-age children placed into the state.  Neither foster care payments nor child welfare service funds may be used to meet educational costs.  There is no statutory authority in California for the payment of out-of-state costs for educating children placed through ICPC.

Placed with a Out-of-State Relative 

Eligibility Worker Responsibilities

1. Contact the relative caregiver if the eligibility determination has already been completed and child has been found to be federally eligible.

a) Explain the eligibility process and the choices for assistance programs following the outline on the FC 4, Program Choice Indicator form;

b) Obtain the relative caregiver’s verbal program choice;

c) Record the choice response in Case Notes;

d) Complete and send the FC 4, with a self-addressed return envelope, to the caregiver, setting a return control via a DCFS 26.1 for 10 days.

i) Follow up with the caregiver if not received back after 10 days. Continue to follow up until FC 4 is returned.
2. Placement in a Relative home outside of California requires a home assessment or licensing to be completed before a budget can be processed. 

Note: The ICPC 100A and 100B does not meet the ASFA standards and will not substitute for a home assessment. A copy of the license/approval that the home meets the host state licensing standards for Title IV-E funding must be obtained.
a) Documentation must clearly indicate that the ASFA or federal requirements have been met in the state of placement. 
b) Some states have a licensing requirement while others are similar to California and only require a home assessment. Whatever documentation is required in the placed state will be required prior to completing budgeting action. 
c) Of special note is the length of time that the license or assessment remains valid. EW must note this information along with any licensing number in the CWS/CMS case notes. Request a copy of the license be faxed or mailed for placement in the child’s case folder. 
i) EW will set up a DCFS 26.1 as a reminder 2 months prior to the termination period of the license or home assessment advising the CSW of the need for current documentation.

ii) EW will set up a DCFS 26.1 as a reminder the first of the year to check to determine if there has been a rate increase or decrease or a clothing allowance or other special allowance since last checked.

3. If there was no out-of-state documentation (home license or assessment) attached to the DCFS 280 the following will occur;
a) Send a NOA 290 to the relative caregiver advising them that a referral for CalWORKs has been submitted to provide them with funding assistance pending receipt of the license or home assessment. (Pay particular attention to citing the correct regulation)
b) Send a reminder via e-mail to the CSW/SCSW, KinSHIP Support Division CSW/SCSW and ICPC CSW/SCSW that the home license or assessment is required prior to any budgeting action being taken. Case will remain non-paid until said documentation is received. 
c) Make a referral for CalWORKs to the Metro Family DPSS office. Include with the referral a SAWS I, copy of birth certificate or birth verification (if available), copy of the Social Security card (if available), DCFS 2384, MEDs print out and a copy of the most recent minute order showing child placed in out-of-state placement. 

d) After completing the referral to CalWORKs, send via e-mail, notice to the CSW/SCSW, KinSHIP Support Division CSW/SCSW and ICPC CSW/SCSW advising them that a referral for CalWORKs has been made on behalf of the relative caregiver. Advise them that once requested documentation is received, the CalWORKs EW will be notified to coordinate the stop of the CalWORKs as we begin Foster Care.

4. Once we receive a copy of the home license or home assessment showing that the home will meet the needs of the child and meets the federal requirements EW will;

Note: Federally eligible AFDC-FC children who reside out-of-state receive Medicaid from the state in which they reside.  Children eligible under “state-only” foster care will continue to receive Medicaid (Medi-Cal in California) from the placing state.

a) Coordinate with the CalWORKs EW to terminate the CalWORKs at the end of the month and budget to start foster care the first of the following month. 
b) Access CWS/CMS and record the paid placement in the appropriate notebooks. 

c) Fax to the Medi-Cal unit in Glendora the Medi-Cal Card Issuance/Update Referral form advising the Medi-Cal EW of the Inter Program Transfer (IPT) (aid code change) to Foster Care from DPSS. 

i) EW must accurately complete all information on the Medi-Cal Card Issuance/Update Referral. Failure may cause a delay in the processing of the card. 
Note: Prior to sending the Medi-Cal Card Issuance/Update Referral Form, EW must ensure that first the updated placement information is on CWS/CMS. 

5. Record the approval effective date and amount of Out-of-State foster care, giving special attention to Specialized Rates to ensure appropriate authorization and forms are included and are budgeted in the correct amount. 

a) With the child placed in a Host County, annotate in the CWS/CMS case notes how you determined the correct rate amount, including the clothing allowance or any specialized rates. Include the name and telephone number of anyone you called to confirm this information. Request that the individual fax you information regarding the Host County rate, preferably on departmental letterhead. 

6. Initiate a clothing allowance.
7. Ensure the aid code is correct.

8. Complete the “pending approval” action for the ongoing request and incidental payment(s). Save the payment information to the CWS/CMS database. 

9. Complete the Notice of Action (NOA 290) to indicate the action taken. 

10. Attach packet to the top of the case for review by the Eligibility Supervisor. 

11. Submit the assignment to the ES for review and budgeting approval.

Eligibility Supervisor Responsibilities

1. Receive the DCFS 280 form indicting a completed assignment. 
2. Review the appropriate computer systems to ensure completeness and accuracy. Return to EW if there are necessary corrections.

3. Once returned with corrections, complete the budget approval actions.

4. Return documentation to the case carrying EW for placement in the Income Maintenance Folder in case model format order.

Placed in a Out-of-State NREFM Home
Note: The ICPC 100A and 100B does not meet the ASFA standards and will not substitute for a home assessment. A copy of the license/approval that the home meets the host state licensing standards for Title IV-E funding must be obtained. 
Eligibility Worker Responsibilities

1. Aid code may be “5K” Emergency Assistance, “40” (State), or “45” (GRI/ County Pay) prior to completion of initial eligibility determination. Aid code may later be changed after the eligibility determination is found to be Federal and the home assessment/licensing requirements have been met.
2. Access CWS/CMS and record the paid placement in the appropriate notebooks. 

3. Record the approval effective date and amount of Out-of-State foster care, giving special attention to Specialized Rates to ensure appropriate authorization and forms are included and are budgeted in the correct amount. 

a) With the child placed in a Host County, annotate in the CWS/CMS case notes how you determined the correct rate amount, including the clothing allowance or any specialized rates. Include the name and telephone number of anyone you called to confirm this information. Request that the individual fax you information regarding the Host County rate, preferably on departmental letterhead. 

4. Receive from the CSW a DCFS 280 and DCFS 2282 to initiate a clothing allowance.

5. Ensure the aid code is correct.

6. Complete the “pending approval” action for the ongoing request and incidental payment(s). Save the payment information to the CWS/CMS database. 

7. Complete the Notice of Action (NOA 290) to indicate the action taken. 

Note: Prior to sending the Medi-Cal Card Issuance/Update Referral Form, EW must ensure that first the updated placement information is on CWS/CMS. 

8. Fax to the Medi-Cal unit in Glendora the Medi-Cal Card Issuance/Update Referral form advising the Medi-Cal EW to initiate the BIC, or to make changes in the child’s Medi-Cal record, or 

9. If federally eligible ensure that the COBRA Letters have been sent to the caregiver.  Child must be federally eligible for Medicaid eligibility. Non-federally eligible, child is eligible for Medi-Cal only.

10. Attach packet to the top of the case for review by the Eligibility Supervisor. 

11. Submit the assignment to the ES for review and budgeting approval.

Eligibility Supervisor Responsibilities

1. Receive the DCFS 280 form indicting a completed assignment.

2. Review the appropriate computer systems to ensure completeness and accuracy. Return to EW if there are necessary corrections.

3. Once returned with corrections, complete the budget approval actions.

4. Return documentation to the case carrying EW for placement in the Income Maintenance Folder in case model format order.

B. WHEN:
UPON RECEIPT OF THE DCFS 280 FORM REQUESTING A     PLACEMENT PACKET AND MEDI-CAL CARD FOR A LICENSED FOSTER HOME (FFH) OR SMALL FAMILY HOME.

Technical Assistant Eligibility Supervisor (TA/ES) Responsibility

1. Receive the DCFS 280 (including the DCFS 2282 for clothing allowance) packet from the CSW for placement of a child in a FFH or Small Family Home. 
2. Review the DCFS 280 form and attached documents to determine if all mandatory information is provided and the CSW and SCSW signature is annotated, authorizing the approved placement home selection. 

a) If the CSW, SCSW, ARA or RA (as appropriate) signature is not annotated or the information is not complete, return the DCFS 280 packet to the CSW. 

i) Flag the Workload Management Log to indicate that the DCFS 280 packet has been returned for correction.

ii) Check with the CSW/SCSW after 5 days if the corrected DCFS 280 packet has not been returned as the assignment may have been cancelled.

b) Once the DCFS 280 form or attached documents has been corrected and returned to the TA/ES, assign to the TA/EW to complete the requested task. 

c) Update the Workload Management Log to indicate that the assignment has been returned for processing. 

3. Access the CWS/CMS application.  Click on the green button (Case Management), then open the “assignment” page tab. Complete the actions to assign a TA/EW as a secondary assignment. 

4. Forward the DCFS 280 packet to the designated TA/EW for review and completion of assignment. 

TA/EW Responsibilities

1. After opening CWS/CMS, review the following: 
a) Case notes – Click the green button (Case Management), open the last notebook on right side (Document-Case); select and review the case notes.
b) 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 the “ok” button.  Open the ID Num tab and review the aid code, the start/stop dates and case number. 
c) Placement History – click on the red button (Placement Management), which will open another screen showing a button that indicates “history”.  Select the history button and review pervious placement start/stop dates and placement type. 
d) Intervention and Case Status – click on the green button (Case Management), open the first notebook. Review the Intervention and Case Status located in the ID page tab. Review to determine if this is a foster care or Non-CWD case. (See # 3 below if there is an indication that the case is a Non-CWD case).

Note:  Ensure that the foster care placement indicates a foster care intervention reason on CWS/CMS and not a Non-CWD.

2. Determine if any of the following has occurred on the child’s case: 
a) Minor returning to foster care after a failed adoption;
b) Minor returning to foster care after  has been set aside;
c) Minor returning to foster care from Probation;
d) Incoming ICT case.
i) If in your review you find that this is an incoming ICT case, determine if the case has been referred to the ICT Unit in Pasadena. 
ii) If there is no indication that they have received the intake ICT referral, call the ES over the ICT unit to advise him/her of this case/placement and fax a copy of the DCFS 280 and all attached documents to him/her.
iii) If there is indication that the case has an active ICT EW assigned, notify the ICT EW/ES via e-mail of the requested placement and fax them a copy of the DCFS 280 and any attached documentation. 
iv) Annotate in CWS/CMS case notes any action or referral of the assignment to another section/worker. Notify the CSW via e-mail on any transfer action you take for this assignment.
v) After review, forward the DCFS 280 and attached documents with a copy of the case notes to the TA/ES.
vi) TA/ES will forward the original DCFS 280 and attached documents to the ICT ES, indicating on the top of the packet the ICT EW file number. (see Procedural Guide E080-0550, Inter County Transfer for further instruction)
vii) If the incoming ICT has been completed and the ICT EW is no longer assigned to the case, proceed in the usual manner with the placement assignment.
4. If the child’s intervention reason is Non-CWD, contact the appropriate Adoption or Probation ES/EW and coordinate the termination of the Non-CWD segment to a foster care segment on CWS/CMS. This will ensure no interruption or minimize the interruption of payment with the (Inter Program Transfer) IPT of the child’s case to foster care.

4. Contact the FFH or Small Family Home to confirm that the placement information is correct:

5. Confirm foster care rate is correct, annotating in case notes how you confirmed the rate amount, who you may have spoken to, telephone number, or other information.  Annotate any license information including license number and start/stop dates for the license. Placement types/rate differences include: 

a) Placement within or outside of Los Angeles County;

b) Type of facility;

b) The date of child’s placement;

c) Address of placement

d) Vendor Number 

e) Licensing Number

6. Complete a search on CWS/CMS for the FFH or Small Family Home.

7. For foster care placements in a Small Family Home, or Foster Family Home (FFH); open the Placement Management (Red button), and set up the placement and budget on CWS/CMS. 
8. If this is an initial placement: Once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct, then set the aid code to “40” effective the start date of the placement. (see page 6, #1 (b) for instruction on accessing the ID Num page) (See note on page 5 regarding a specialized rate).

9. If this is a replacement: Once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct. (See note on page 5 regarding a specialized rate) The aid code is set up to reflect either:

a) The correct ongoing aid code (as determined by the eligibility determination), or

b) If there was a period of less than 6 months where the minor was in non-paid placement, set the aid code up to indicate the correct funding source, based on the last eligibility determination. (Case notes must be read to determine what was the correct determination)

10. Initiate for the clothing allowance.

11. Request pending approval. (See Procedural Guide 0100-0510.11, CWS/CMS Budget Actions for further instruction). 
12. Enter the eligibility activity narration in CWS/CMS Case Notes.

13. Save the placement information to the CWS/CMS database. 

14. Access MEDS to verify Medi-Cal status for completion of the Authorization Medi-Cal letter. 

15. Initiate the Department’s Medi-Cal Authorization Letter, and submit a referral via FAX to the Glendora MEDS unit for a Medi-Cal Eligibility Data System (MEDS) update/BIC issuance and/or disenrollment from a Health Maintenance Organization (HMO) (if the child’s status requires disenrollment). (See Procedural Guide E080-0580, Medi-Cal Assistance/Benefits).

16. Prepare the Health and Education Passport Binder (If an initial placement). Include the authorization Medi-Cal Eligibility Letter with all other required CWS/CMS documentation and forms. Deliver the documents/binder to the CSW. 
17. Forward the assignment to the ES for review.

Technical Assistant Eligibility Supervisor Responsibility

1. Review the DCFS 280 and attached documentation for completion and correctness of assignment, returning assignment to the TA/EW if there are incomplete or inaccurate information. 

2. Once an assignment is complete, end date the TA/EW secondary assignment on CWS/CMS.

3. If this is an initial placement, set up the assignment in the CWS/CMS “In-Box” of the Intake Eligibility Supervisor covering your office and send an intake referral along with a copy of the DCFS 280 and all placement packet forms to the appropriate Intake ES to assign an Intake Eligibility Worker for completion of the foster care eligibility determination or
4. If this is not an initial placement, forward the DCFS 280 and all placement packet forms to the Supervisor of the assigned Intake or Redetermination Worker, annotating who the case carrying worker is on the top of the packet.

5. If the case is in a “41” (non-paid) file, notify via e-mail, the ES over the “41” file of the need to reassign the case to an EW and forward the DCFS 280, and all placement packet forms for review and completion of assignment. 

6. See page 10 “Note” regarding GRM Storage Management filed case.

Intake or Redetermination Eligibility Supervisor

1. Upon receipt of the DCFS 280 and any accompanying documentation:

a) Review the received documentation.

b) Access the CWS/CMS application. Review the Case Information Notebook assignment page to assign an EW as a secondary assignment, if needed, and forward documents to the assigned EW for:

i) Review of budgeting action to ensure accuracy; or

ii) To take any follow up action to complete the assignment; or

iii) File documentation in their case if no further action is needed. 

Intake or Redetermination Eligibility Worker Responsibilities

1. Review the DCFS 280 and any accompanying documentation.

2. Review the approval effective date, aid code and amount of foster care payment, giving special attention to Specialized Rates (i.e. Regional Center Placement, Grandfather, “F”, “D” and minor parent rates) (See note on page 4 regarding specialized rates)and clothing allowance.
3. Check the ID page to ensure the aid code has been set up to reflect the correct funding source. (If this is an initial placement, aid code may change from “40” to another funding source once the initial eligibility determination is complete). 
4. Annotate in case notes any case action taken including how you verified the rate amount and that the aid code has been changed to reflect the correct funding source. 

5. If there is action taken that requires the Eligibility Supervisor review, submit the assignment to the ES for review.

Intake or Redetermination Eligibility Supervisor Responsibility

1. If submitted to the Eligibility Supervisor for review of case action and/or approval action: ES will review assignment for completion and accuracy, paying particular attention to the rate amount and the aid code.

2. Complete the “pending approval” actions.
3. Return all paperwork, including the DCFS 280 to the case carrying worker to be filed in the Income Maintenance Folder, following case model format procedures. 

C. WHEN:
UPON RECEIPT OF THE DCFS 280 FORM REQUESTING A     PLACEMENT PACKET AND MEDI-CAL CARD FOR A FOSTER FAMILY AGENCY (FFA)
Technical Assistant Eligibility Supervisor Responsibilities

1. Receive the DCFS 280, and any attachments (including DCFS 2282, for clothing allowance), from the CSW for placement of a child in a specific FFA. 
2. Review the DCFS 280 and any attachments to determine if all mandatory information is provided and the CSW and SCSW signature is annotated authorizing the FFA selection. 
a) If the CSW or SCSW’s signature is not annotated or the information is not complete, return the DCFS 280/attachments to the CSW. When it is returned with the appropriate information, assign to the TA/EW to complete the requested task. 
b) If the DCFS 280 form is complete with the appropriate signatures, assign to the TA/EW to complete the requested task. 
3. Access the CWS/CMS application. Review the Case Information Notebook assignment page to assign a TA/EW as a secondary assignment.
4. Forward the DCFS 280 and any attached documentation to the designated TA/EW for completion of assignment.

TA/EW Responsibilities

1. After opening CWS/CMS, review the following: 
a) Case notes – also located under the green button (Client Services), open the last notebook on right side (Document-Case). 
b) 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 type in “ok”.  Open the ID Num tab and review the aid code, any start/stop dates and case number. 
c) Placement History – click on the red button which will open another screen showing a tab that indicates “history”.  
d) Intervention and Case Status – click on the green button (Case Management), open the first notebook. Review the Intervention and Case Status located in the ID page tab. Review to determine if this is a foster care or Non-CWD case. (See # 3 below if there is an indication that the case is a Non-CWD case).

Note:  Ensure that the placement case is set up on a foster care segment of CWS/CMS and not a Non-CWD segment.
2. Determine if any of the following has occurred on the child’s case: 
a) Minor returning to foster care after a failed adoption;
b) Minor returning to foster care after KinGAP has been set aside;
c) Minor returning to foster care from Probation;
d) Incoming ICT case.
i) If in your review you find that this is an incoming ICT case, determine if the case has been referred to the ICT Unit in Pasadena. 
ii) If there is no indication that they have received the intake ICT referral, call the ES over the ICT unit to advise him/her of this case/placement and fax a copy of the DCFS 280 and all attached documents to him/her.
iii) If there is indication that the case has an active ICT EW assigned, notify the ICT EW/ES via e-mail of the requested placement and fax them a copy of the DCFS 280 and any attached documentation. 
iv) Annotate in CWS/CMS case notes any action or referral of the assignment to another section/worker. Notify the CSW via e-mail on any transfer action you take for this assignment.
v) After review, forward the DCFS 280 and attached documents with a copy of the case notes to the TA/ES.
vi) TA/ES will forward the original DCFS 280 and attached documents to the ICT ES, indicating on the top of the packet the ICT EW file number. (see Procedural Guide E080-0550, Intercounty Transfer for further instruction)
vii) If the incoming ICT has been completed and the ICT EW is no longer assigned to the case, proceed in the usual manner with the placement assignment.
3. If the child’s intervention reason is Non-CWD, contact the appropriate Adoption or Probation ES/EW and coordinate the termination of the Non-CWD segment to a foster care segment on CWS/CMS. This will ensure no interruption or minimize the interruption of payment with the (Inter Program Transfer) IPT of the child’s case to foster care.

4. Contact the FFA to confirm that the placement information is correct:

a) The date of child’s placement;

b) Address of placement

c) Vendor Number

d) Licensing Number

Note: The following website will be used to confirm the rate when children are placed at one of the following:

· Group Home Provider Rate List (Includes Regional Centers)

· Group Home Provider Rate List RCL 13 and 14 only

· Foster Family Agency Rate List

· Intensive Treatment Foster Care Programs List 

            http://www.childsworld.ca.gov/PG1343.htm#Lists
Eligibility Worker will print the rate page validating the rate amount. This site also provides licensing information for group homes. This information will be placed in the Income Maintenance Folder of the child’s case. (See note on page 3 regarding specialized rates)
5. Access MEDS to verify Medi-Cal status for completion of the Authorization Medi-Cal letter. 

6. After review of the DCFS 280 and any attached documentation, initiate our Department’s authorization Medi-Cal Eligibility Letter, submitting a referral via FAX to the Glendora MEDS unit for MEDS update/BIC issuance and disenrollment from a Health Maintenance Organization (HMO) (if the child’s status requires disenrollment). See Procedural Guide E080-0580, Medi-Cal Assistance/Benefits.

7. Complete a search on CWS/CMS for the FFA.

8. If this is an initial placement: Once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct, then set the aid code to “40” effective the start date of the placement. (see page 6, #1 (b) for instruction on accessing the ID Num page) (See note on page 5 regarding a specialized rate).

9. If this is a replacement: once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct. (See note on page 5 regarding specialized rates, including FFA and Group Home rates). The aid code is set up to reflect either:

a) The correct ongoing aid code (as determined by the eligibility determination), or 

b) If there was a period of less than 9 months where the minor was in non-paid placement, set the aid code up to indicate the correct funding source, based on the last eligibility determination. (Case notes must be read to determine what was the correct determination).

10. Initiate the clothing allowance. 
11. Complete the “pending approval” action for the placement. Save the placement information to the CWS/CMS database. 

12. Prepare the Health and Education Passport Binder. Include the authorization Medi-Cal Eligibility Letter with the CWS/CMS documentation and all other required forms. Deliver the binder to the CSW.

13. Enter the eligibility activity narration in CWS/CMS Case Notes.

14. Forward the assignment to the ES for review.

Technical Assistant Eligibility Supervisor Responsibility

1. Review the DCFS 280 and attached documentation for completion and correctness of assignment, returning assignment to the TA/EW if there are incomplete or inaccurate information. 

2. Once an assignment is complete, end date the TA/EW secondary assignment on CWS/CMS.

3. If this is an initial placement, set up the assignment in the CWS/CMS “In-Box” of the Intake Eligibility Supervisor covering your office and send an intake referral along with a copy of the DCFS 280 and all placement packet forms to the appropriate Intake ES to assign an Intake Eligibility Worker for completion of the foster care eligibility determination or
4. If this is not an initial placement, forward the DCFS 280 and all placement packet forms to the Supervisor of the assigned Intake or Redetermination Worker, annotating who the case carrying worker is on the top of the packet.

5. If the case is in a “41” (non-paid) file, notify via e-mail, the ES over the “41” file of the need to reassign the case to an EW and forward the DCFS 280, and all placement packet forms for review and completion of assignment. 

6. See page 10 “Note” regarding GRM Storage Management filed case.

Intake or Redetermination Eligibility Supervisor

1. Upon receipt of the DCFS 280 and any accompanying documentation:

a) Review the received documentation.

b) Access the CWS/CMS application. Review the Case Information Notebook assignment page to assign an EW as a secondary assignment, if needed, and forward documents to the assigned EW for:

i) Review of budgeting action to ensure accuracy; or
ii) To take any follow up action to complete the assignment; or

iii) File documentation in their case if no further action is needed. 

Intake or Redetermination Eligibility Worker Responsibilities

1. Review the DCFS 280 and any accompanying documentation.

2. Review the placement information.

3. Review the approval effective date and amount of foster care payment, giving special attention to Specialized Rates (i.e. Grandfather, and minor parent rates) (See note on page 3 regarding specialized rates)
4. Review the clothing allowance.
5. Check the ID page to ensure the aid code has been set up to reflect the correct funding source. 

6. Annotate in case notes any case action you may have taken or unusual findings in your review. 

7. File the documents in the eligibility case unless you have completed case actions. If case actions are necessary, refer the case to the ES for review.
8. If no action has been taken, file documentation in the eligibility folder. 

Intake or Redetermination Eligibility Supervisor Responsibility

1. Review assignment for completion and accuracy, paying particular attention to the rate amount and the aid code.

2. Complete the “pending approval” actions, if necessary. 
3. Return all paperwork, including the DCFS 280 to the case carrying EW to be filed in the Income Maintenance Folder following the Case Model Procedures. 

D. WHEN: UPON RECEIPT OF THE DCFS 280 FORM REQUESTING A PLACEMENT PACKET AND MEDI-CAL CARD FOR A GROUP HOME PLACEMENT

Note: Effective 04/10/12 the following changes in policy, practice and tracking should be immediately implemented:

1. Placement of children age twelve (12) years and younger in a group home will no longer be permitted without the approval of the Chief Deputy or Director.

2. For any group home placement packet to be generated, the signatures of the CSW, SCSW, Assistant Regional Administrator (ARA), and Regional Administrator (RA) must be obtained on the DCFS 280 confirming that a Resource Management Process (RMP) meeting has occurred prior to placement or within one week of placement when a RMP cannot take place in advance. 

Note: All County Information Notice (ACIN) 1-01-08 advises us of statutory changes enacted by Assembly Bill (AB) 1462. These changes, which become effective January 1, 2008, added Welfare and Institutions Code (W&IC) Section 11402.6 to allow the use of federal Aid to Families with Dependent Children-Foster Care (AFDC-FC) funds for children who are both AFDC-FC recipients and regional center clients, under specified circumstances, placed in for-profit group care facilities when no other comparable non-profit facility exists that is willing to accept placement and capable of meeting the child’s needs. The law also specifies that the placing county is responsible for 100 percent of the non-federal share of the AFDC-FC funds. 

        The AB 1462 provisions require that AFDC-FC payments made to for-profit agencies for children who meet specified conditions, shall not be made on behalf of any more than five such children per county at any one time. Also, use of federal foster care benefits to pay for the placement of each child in a for-profit facility may not exceed a maximum of 12 cumulative months.

Technical Assistant Eligibility Supervisor Responsibilities
1. Receive the DCFS 280, and any attachments (including the DCFS 2282, AFDC-FC Clothing Allowance Authorization), from the CSW for placement of a child in a specific Group Home.
2. Review the DCFS 280 and any attachments to determine if all mandatory information is provided and the CSW and SCSW signature is annotated authorizing the Group Home selection. 

a) If the CSW or SCSW’s signature is not annotated or the information is not complete, return the DCFS 280 to the CSW for correction or completion. When it is returned with the appropriate information, assign to the TA/EW to complete the requested task. 

b) If the DCFS 280 form is complete, with the appropriate signatures, assign to the TA/EW to complete the requested task. 

3. Access the CWS/CMS application. Review the Case Information Notebook assignment page to assign a TA/EW as a secondary assignment. 
4. Forward the DCFS 280 and any attached documentation to the designated TA/EW for completion of assignment. 

TA/EW Responsibilities

1. After opening CWS/CMS, review the following: 
a) Case notes – also located under the green button (Client Services), open the last notebook on right side (Document-Case). 
b) 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 type in “ok”.  Open the ID Num tab and review the aid code, any start/stop dates and case number. 
c) Placement History – click on the red button which will open another screen showing a tab that indicates “history”.  
d) Intervention and Case Status – click on the green button (Case Management), open the first notebook. Review the Intervention and Case Status located in the ID page tab. Review to determine if this is a foster care or Non-CWD case. (See # 3 below if there is an indication that the case is a Non-CWD case).

Note:  Ensure that the placement case is set up on a foster care segment of CWS/CMS and not a Non-CWD segment.

2. Determine if any of the following has occurred on the child’s case:
a) Minor returning to foster care after a failed adoption;
b) Minor returning to foster care after KinGAP has been set aside;
c) Minor returning to foster care from Probation;
d) Incoming ICT case.
i) If in your review you find that this is an incoming ICT case, determine if the case has been referred to the ICT Unit in Pasadena. 
ii) If there is no indication that they have received the intake ICT referral, call the ES over the ICT unit to advise him/her of this case/placement and fax a copy of the DCFS 280 and all attached documents to him/her.
iii) If there is indication that the case has an active ICT EW assigned, notify the ICT EW/ES via e-mail of the requested placement and fax them a copy of the DCFS 280 and any attached documentation. 
iv) Annotate in CWS/CMS case notes any action or referral of the assignment to another section/worker. Notify the CSW via e-mail on any transfer action you take for this assignment.
v) After review, forward the DCFS 280 and attached documents with a copy of the case notes to the TA/ES.
vi) TA/ES will forward the original DCFS 280 and attached documents to the ICT ES, indicating on the top of the packet the ICT EW file number. (see Procedural Guide E080-0550, Intercounty Transfer for further instruction)
vii) If the incoming ICT has been completed and the ICT EW is no longer assigned to the case, proceed in the usual manner with the placement assignment.
3. If the child’s intervention reason is Non-CWD, contact the appropriate Adoption or Probation ES/EW and coordinate the termination of the Non-CWD segment to a foster care segment on CWS/CMS. This will ensure no interruption or minimize the interruption of payment with the (Inter Program Transfer) IPT of the child’s case to foster care.

4. Contact the Group Home to confirm that the placement information is correct:

e) The date of child’s placement;

f) Address of placement

g) Vendor Number

h) Licensing Number

Note: The following website will be used to confirm the rate when children are placed at one of the following:

· Group Home Provider Rate List (Includes Regional Centers)

· Group Home Provider Rate List RCL 13 and 14 only

· Foster Family Agency Rate List

· Intensive Treatment Foster Care Programs List 

            http://www.childsworld.ca.gov/PG1343.htm#Lists
Eligibility Worker will print the rate page validating the rate amount and the licensing status. This will be placed in the Income Maintenance Folder of the child’s case. (See note on page 3 regarding specialized rates)
5. Access MEDS to verify Medi-Cal status for completion of the Authorization Medi-Cal letter. 

6. After review of the DCFS 280 and any attached documentation, initiate our Department’s authorization Medi-Cal Eligibility Letter, submitting a referral via FAX to the Glendora MEDS unit for MEDS update/BIC issuance and disenrollment from a Health Maintenance Organization (HMO) (if the child’s status requires disenrollment). See Procedural Guide E080-0580, Medi-Cal Assistance/Benefits.

7. Complete a search on CWS/CMS for the Group Home.

8. If this is an initial placement: Once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct, then set the aid code to “40” effective the start date of the placement. (see page 6, #1 (b) for instruction on accessing the ID Num page) (See note on page 5 regarding a specialized rate).

9. If this is a replacement: once the placement on CWS/CMS has been set up and payment has been budgeted, review to ensure the information is correct. (See note on page 3 regarding specialized rates, including FFA and Group Home rates). The aid code is set up to reflect either:

a) The correct ongoing aid code (as determined by the eligibility determination), or

b) If there were a period of less than 6 months where the minor was in non-paid placement, set the aid code up to indicate the correct funding source, based on the last eligibility determination. (Case notes must be read to determine what was the correct determination). 

10. Initiate the clothing allowance unless the CSW has initiated one via an EAR. 
11. Complete the “pending approval” action for the placement. Save the placement information to the CWS/CMS database. 

12. Prepare the Health and Education Passport Binder. Include the authorization Medi-Cal Eligibility Letter with the CWS/CMS documentation and all other required forms. Deliver the binder to the CSW.

13. Enter the eligibility activity narration in CWS/CMS Case Notes.

14. Forward the assignment to the ES for review.

Technical Assistant Eligibility Supervisor Responsibility
1. Review the DCFS 280 and attached documentation for completion and correctness of assignment, returning assignment to the TA/EW if there are incomplete or inaccurate information. 
2. Once an assignment is complete, end date the TA/EW secondary assignment on CWS/CMS.

3. If this is an initial placement, set up the assignment in the CWS/CMS “In-Box’ of the Intake Eligibility Supervisor covering your office and send an intake referral along with a copy of the DCFS 280 and all placement packet forms to the appropriate Intake ES to assign an Intake Eligibility worker for completion of the foster care eligibility determination or 

4. If this is not an initial placement, forward the DCFS 280 and all placement packet forms to the Supervisor of the assigned Intake or Redetermination Worker, annotating who the case carrying worker is on the top of the packet. 

5. If the case is in a “41” (non-paid) file, notify via e-mail, the ES over the “41” file of the need to reassign the case to an EW and forward the DCFS 280, and all placement packet forms for review and completion of assignment. 

6. See page 10 “Note” regarding GRM Storage Management filed case.

Intake or Redetermination Eligibility Supervisor
1. Upon receipt of the DCFS 280 and any accompanying documentation:

a) Review the received documentation.

b) Access the CWS/CMS application. Review the Case Information Notebook assignment page to assign an EW as a secondary assignment, if needed, and forward documents to the assigned EW for:

i) Review of budgeting action to ensure accuracy; or

ii) To take any follow up action to complete the assignment; or

iii) File documentation in their case if no further action is needed. 

Intake or Redetermination Eligibility Worker Responsibilities

1. Review the DCFS 280 and any accompanying documentation.

2. Review the placement information.

3. Review the approval effective date and amount of foster care payment, giving special attention to Specialized Rates (i.e. Grandfather, and minor parent rates) (See note on page 5 regarding specialized rates)

4. Review the clothing allowance.

5. Check the ID page to ensure the aid code has been set up to reflect the correct funding source. 

6. Annotate in case notes any case action you may have taken or unusual findings in your review. 

7. File the documents in the eligibility case unless you have completed case actions. If case actions are necessary, refer the case to the ES for review.

8. If no action has been taken, file documentation in the eligibility folder. 

Intake or Redetermination Eligibility Supervisor Responsibility

1. Review assignment for completion and accuracy, paying particular attention to the rate amount and the aid code.

2. Complete the “pending approval” actions, if necessary. 

3. Return all paperwork, including the DCFS 280 to the case carrying EW to be filed in the Income Maintenance Folder following the Case Model Procedures. 
OVERVIEW OF STATUTES/REGULATIONS

All County Information Notice No. 1-01-08 dated 1/24/08

All County Letter (ACL) 94-82, Treatment of Supplemental Security Income/State Supplementary Payment (SSI/SSP) Benefits in the Aid to Families with Dependent Children – Foster Care (AFDC-FC) Program

Assembly Bill 1482, Chapter 65, Statutes of 2007
Assembly Bill 1695

California Code of Regulations, Title 22, Division 6, Chapter 9.5, Article 3, License/Approval Standards

State Regulation - Division 40-1092

State Regulation - Division 44-317.623

State Regulation - Division 45-200

State Regulation - Division 45-302.22

Welfare and Institutions Code Section 361.3, 362.7, 309(d), and 11400

LINKS

http://www.dss.cahwnet.gov/cdssweb/PG184.htm
http://www.leginfo.ca.gov/cgi-bin/calawquery?codesection=wic&codebody=&hits=20
http://www.childsworld.ca.gov/PG1343.htm#Lists
RELATED EW POLICIES
E020-0500


Foster Care Eligibility General Requirements

E020-0510


Eligibility Determination for Financial Participation

E030-0510


Initial Determination for Financial Participation
E030-0520


Redetermination of AFDC-FC Eligibility

E040-0530


General Relief Ineligible to AFDC-FC

E060-0520


Payment Issuance

E070-0510
Automated Provider Payments System (APPS) Rate Schedule Level

E070-0520
Statewide Foster Care Rates

E080-0550
Inter County Transfer

E080-0580 


Medi-Cal Benefits
E090-0580


Foster Family Home/Facility Vacancy Search
E0100-0510.11 

CWS/CMS Budget Actions

CWS Procedural Guides
0900-522.10


Specialized Care Rate Amount “SCI” D - Rate

0900-522.11


Specialized Care Rate Amount “SCI” F - Rate 

0900-527.10


Emergency Aid Requisition (EAR) 

0100-520.10 


Evaluating a Prospective Caregiver

FORMS
DCFS 26.1



Task Reminder

DCFS 280 



Technical Assistant (TA) Action Request
DCFS 341



Notification for Foster Care Trust Account

DCFS 728



Denial of Approval for Family Caregiver Home

DCFS 2282



AFDC-FC Clothing Allowance Authorization

DCFS 2384



Two Way Action Gram
DCFS 5420 



Verification of Relationship Status

FC 4




AFDC Program Choice Indicator

NOA 290



Notice of Action

RM 200



Resource Management 200

SAWS I



Application for Public Assistance

SOC 155
Voluntary Placement Agreement-Parent/Agencies
SOC 815



Approval of Family Caregiver Home

Medi-Cal Eligibility Letter
E090-0590 (Rev. 05/12) 
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