E100-0510.10
CWS/CMS COMPUTER APPLICATION ASSIGNMENT ACTIONS
Date Issued: 06/15/09
 FORMCHECKBOX 
  New Policy Release

 FORMCHECKBOX 

Revision of Existing Procedural Guide E030-0710, Assignment Actions, 
dated 5/26/98.

Revision Made: The Procedural Guide number has changed.  In addition, the Procedural Guide has been revised to reflect updated work practices, language is consistent with current terminology and the format has been updated. 
Cancels: 
DEPARTMENTAL VALUES

The department continues to focus on three priority outcomes: Improved safety for children, improved timelines to permanency with the first permanency option being reunification, and reduced reliance on detention as the only method to assure safety for children. 

This policy supports the Department’s efforts to ensure the safety of DCFS supervised youth by providing coding instruction for Eligibility Supervisors (ES) and Eligibility Workers (EW).
WHAT CASES ARE AFFECTED

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

OPERATIONAL IMPACT

The Eligibility Worker is responsible for recording the foster care placement and eligibility determinations on the Child Welfare Services/Case Management System (CWS/CMS). 

The term, “Eligibility Worker”, may refer to the Technical Assistant, Intake, or Redetermination (Case Carrying) Eligibility Workers. This includes all the programs covered under Foster Care including Probation, Adoptions Assistant, Kin-GAP, Emergency Assistance and Medi-cal. 

Procedures 

A. WHEN:
WITHIN 45 DAYS OF INITIAL DETERMINATION FOR ELIGIBILITY FOR FOSTER CARE PLACEMENT, RECORD THE AFDC-FC APPROVAL/DENIAL/TERMINATION.

Eligibility Supervisor Responsibilities

NOTE:
All actions completed on a case are to be documented in the CWS/CMS case notes or hard copy case notes if the Non-CWD case has not been established. 
1. Receive the child’s physical case for review of an eligibility determination that has been processed by an EW.
2. Search, retrieve and open the existing case and client notebooks from the CWS/CMS database. (Refer to Procedural Guide E100-0510.13, CWS/CMS Search Actions for instruction)

3. Review the Minute Order(s).

4. Review the following notebooks to ensure an accurate payment and eligibility determination:

a) Case Management Section:

i) Case Information Notebook. Ensure the appropriate secondary assignment is recorded for the EW;

ii) If this is a case with an ongoing out-of-home care placement; set up the Library File Number following existing assignment procedures. 
iii) Document – Case Notebook. Review the Case Notes for an overview of all actions taken on the child’s case;
iv) Special Projects Page (if child is placed with relative or NREFM, Teen Parent placement, or aid code is GRI). Ensure that appropriate information has been recorded.

b) Client Management Section:
i) Client Notebook. Review the ID NUM page to ensure the aid code has been set up accurately;

ii) Education/Education Provider Notebook. Review age appropriate school documentation;

iii) Health Notebook. Review for possible SSI referral;

iv) Family Information Notebook. Review for parent(s) household status;

v) FC 2 Notebook. Review for accuracy;

vi) SAWS 1 Notebook. Ensure that the personal emergency type is child abuse. Review for application accuracy;
c) Court Management Section:

i) Review the Petition, and Detention reports along with the Minute Order to ensure the date of removal information is correct and language supports the eligibility determination or resulting actions.

ii) Review Status Review Reports to determine continued deprivation.

d) Placement Management Section:

i) Placement Notebook. 
· Review foster care placement information for accuracy.

· Review for foster payment accuracy including start date and rate amount.
· Ensure that the placement, ongoing requests and incidental payments are in approval status. 

e) Client Management Section:

i) Open the existing Client Notebook. Bring into focus the AFDC-FC page. Record the approval, denial or termination on the AFDC-FC page of the client notebook with the following:

ii) Click the plus button in the AFDC-FC Eligibility summary box to add a row;
NOTE:
The SAWS case serial number is populated from the ID NUM page. Ensure the accurate serial number is populated. 
iii) APPROVAL, select the option button: The child was found to be eligible for AFDC-FC, effective… Record the date that the ES confirmed the determination for an accurate payment and eligibility determination. 
iv) In the date field, record eligibility was most recently redetermined on… record the date that the ES confirms the determination of an accurate payment and eligibility determination. 

NOTE: this date creates the next redetermination due reminder. 
f) Denial – select the option button: the child was found to be ineligible for AFDC-FC, effective…. Record the date that the ES confirms the determination of ineligibility.
i) Select the reason for denying eligibility from the drop down menu. 

g) Terminate. Record the date that the ES confirms the determination to discontinue AFDC-FC. 

i) Select the reason for terminating eligibility from the drop down menu. 
h) Record the end date to the secondary assignment on CWS/CMS, when the task has been completed to the ES satisfaction. 

B. WHEN:
WITHIN 30 DAYS OF A CHANGE IN CONDITIONS OF ELIGIBILITY OR AT REDETERMINATION OF ELIGIBILITY FOR FOSTER CARE PLACEMENT. RECORD THE DATE ELIGIBILITY WAS LAST DETERMINED. 
NOTE: All actions completed on a case are to be documented in the CWS/CMS case notes or hard copy case notes if the Non-CWD case has not been established. 
1. Receive the child’s physical case for review of a redetermination that has been processed by an EW.

2. Search, retrieve and open the existing case and client notebooks from the CWS/CMS database. (Refer to Procedural Guide E100-0510.13, CWS/CMS Search Actions for instruction)

3. Review the Minute Order(s) to determine if Permanent Placement (PP) language has been established.
4. Review the following notebooks to ensure payment is set up correctly and that the redetermination is accurate:

a) Case Management Section:

i) Case Information Notebook. Ensure the appropriate secondary assignment is recorded for the EW;

ii) Document – Case Notebook. Review the Case Notes for an overview of all redetermination findings;

iii) Special Projects Page (if child is placed with relative or NREFM, Teen Parent placement, or aid code is GRI). Ensure that appropriate information has been recorded.

b) Client Management Section:

i) Client Notebook. Review the ID NUM page to ensure the aid code has been set up accurately;

ii) Education/Education Provider Notebook. Review age appropriate school documentation;

iii) Health Notebook. Review for possible SSI referral;

iv) Family Information Notebook. Review for parent(s) household status;

v) FC 2 Notebook. Review for accuracy;

c) Court Management Section:

i) Review the Court Report(s) along with the Minute Order to ensure the necessary yearly language is present.

d) Placement Management Section:

i) Placement Notebook. 

· Review foster care placement information for accuracy.

· Review for foster payment accuracy including start date and rate amount.

· Ensure that the placement, ongoing requests and incidental payments are in approval status. 

e) Open the existing Client Notebook. Bring into focus the AFDC-FC page. Record the approval, denial or termination on the AFDC-FC page of the client notebook with the following:

i) Click the plus button in the AFDC-FC Eligibility summary box to add a row;

NOTE:
The SAWS case serial number is populated from the ID NUM page. 


Ensure the accurate serial number is populated. 
ii) Redetermination – In the field, Eligibility was most recently redetermined on… record the date that the ES confirms the determination of an accurate payment and eligibility determination.
NOTE:
This date creates the next redetermination due reminder. 
iii) Terminate. Record the date that the ES confirms the determination to discontinue AFDC-FC. 

iv) Select the reason for terminating eligibility from the drop down menu. 

v) End Date the Library file number

vi) Record the end date to the secondary assignment on CWS/CMS, when the task has been completed to the ES satisfaction.

C. WHEN:
RECORD ALL ELIGIBILITY ACTIVITY IN THE CWS/CMS CASE 


NOTES 
Technical Assistant Eligibility Worker (TA/EW) Responsibilities

1. Receive the DCFS 280 (Technical Assistant Action Request) to record a foster care placement and/or an eligibility determination for foster care. 
2. Access the CWS/CMS computer system. In the client services application, open the existing case. 

3. Select start search from the search menu. In the search dialog box, from the search type, select: client. Scroll down to State ID Number – County and enter “19”. Tab to State ID Number – Serial Number and enter the seven digit number. Tab past the serial number and click the OK button. 
4. In the search results dialog box, highlight the row which indicates the client. Double-click on the row to retrieve the abstract screens. Review the abstract screens to determine if the correct client was retrieved from the database. 
5. Select open associated case from the associated menu. In the associated case dialog box, highlight the row which indicates the client. Double-click on the row to retrieve the case from the database. 

NOTE:
The client services application will automatically default to the case 


management section for the existing case. 
6. Complete the secondary assignment and eligibility task per the existing procedure. Complete the description text box for a quick reference of the action taken.
7. Open the existing document – case notebook, in the case management section. Select case notes, from the notebook dialog box. Click the OK button.

8. Follow the directions in the heading to add a new row. Type EW name, file number and date. Type the documentation or narration of the eligibility activity completed. 

D. WHEN:
WITHIN 1 HOUR OF THE REQUEST TO PROCESS AN ELIGIBILITY FUNCTION, THE EW SHALL RECEIVE A SECONDARY ASSIGNMENT.
Technical Assistant Eligibility Worker (TA/EW) Responsibilities

1. Receive the DCFS 280 request to record a foster care placement.
2. Access the CWS/CMS computer system. In the client services application, search, retrieve and open the existing case. 

3. Select start search from the search menu. In the search dialog box, from the search type, select: client. Scroll down to State ID Number – County and enter “19”. Tab to State ID Number – Serial Number and enter the seven digit number. Tab past the serial number and click the OK button.
4. In the search results dialog box, highlight the row which indicates the client. Double-click on the row to retrieve the abstract screens. Review the abstract screens to determine if the correct client was retrieved from the database. 

5. Select open associated case from the associated menu. In the associated case dialog box, highlight the row which indicates the client. Double-click on the row to retrieve the case from the database. 

6. The client services application will automatically default to the case management section for the existing case. Open the case information notebook. 

7. Click on the assignment page. Complete the following to receive a secondary assignment: 

a) Assignment field: click the plus button to add a row.
b) Responsibility field: change the button to secondary.

c) Details field:

i) Start date/time,

ii) Complete the responsibility description text box for a quick reference of the action taken,

iii) Role type: Eligibility Worker.

d) CWS staff field:

i) CWS office: Region office,

ii) Unit: TA/EW ES,

iii) Caseload: TA/EW file number,

iv) Staff person: assigned TA/EW.

8. Contact the CSW/SCSW via e-mail to notify them of the TA/EW assigned to process the eligibility function.
9. Process the assigned eligibility task per the existing procedures. Annotate and submit the completed DCFS 280 to the ES. 

10. Contact the CSW/SCSW via e-mail to notify them that the task has been completed. 

11. Open Case Notes and annotate all actions taken on CWS/CMS, then submit the completed DCFS 280 to the ES for review. 

Eligibility Supervisor Responsibilities

1. Receive the DCFS 280 indicating the completed task. Review for completeness and accuracy. 
NOTE:
When the task has been completed to the ES satisfaction, the ES will end date the secondary assignment on CWS/CMS. 
E. WHEN:
CHANGE IN CONDITIONS OF ELIGIBILITY WHICH PLACES THE CHILD IN A NON-PAID STATUS, TRANSFER THE ELIGIBILITY SEGMENT TO “41” NON-PAID CASE FILE
Eligibility Supervisor Responsibilities

1. Access the CWS/CMS computer system. In the client services application, search, retrieve and open the existing client. 
2. Select start search from the search menu. In the search dialog box, from the search type, select: client. Scroll down to State ID Number – County and enter “19”. Tab to State ID Number – Serial Number and enter the seven-digit number. Tab past the serial number and click the OK button. 

3. In the search results dialog box, highlight the row that indicates the client. Double-click on the row to retrieve the abstract screens. Review the abstract screens to determine if the correct client was retrieved from the database. 

4. Select open associated case from the associated menu. In the associated case dialog box, highlight the row that indicates the client. Double-click on the row to retrieve the case form the database. 

NOTE:
The client services application will automatically default to the case management section for the existing case. 
5. Process and record the approval, redetermination, denial or termination in the client notebook, AFDC-FC page. Refer to the procedure guide for complete instruction. 

6. Open the existing case information notebook in the case management section. Bring into focus the assignment page. 
7. Highlight the row that indicates a secondary assignment for the EW. Record the end date/time for the approval, redetermination, denial, or termination of the assignment. 

8. Transfer the eligibility segment by recording another secondary assignment to a “41” (non-paid) case.  Complete the following to record the new secondary assignment: 
a) Assignment field: click the plus button to add a row;

b) Responsibility field: change the option button to secondary;

c) Details box: record the following:

i) Start date/time;

ii) Responsibility description text box: Minor in non-paid placement.

iii) Role type: Eligibility Worker;

d) CWS staff box: record the following:

i) County: Los Angeles;

ii) CWS office: FC Elig/Rev. Enhancement Division;

iii) Unit: Name of ES setting up the non-paid file number;
iv) Caseload: file number “41”.
v) If there is an existing Library file number, ES will end date the library file number;

vi) Document actions in CWS/CMS case notes;
vii) Save to database.

NOTE:
Each office has a two letter sequence to indicate the office location. The letter sequence will be combined with “41” to indicate the office where the non-paid case is to be stored for a period of no more than 9 months. (Example: Pasadena office would be PA41, Metro North would be MN41). Each Intake and Redetermination ES has a “41” file, therefore they are responsible for storage and maintaining a log of the non-paid cases. Within the 9 months, if the child goes back into paid placement, the ES will reassign the case to an EW to ensure the case information is current and accurate. Once the case has remained non-paid for a period of over 9 months, the case will be transferred, per existing procedures, to GRM for storage after the “41” file has been end dated. 
F. SETTING UP THE LIBRARY FILE NUMBER
Eligibility Supervisor Responsibility

1. Access the CWS/CMS computer system. In the client services application, search, retrieve and open the existing client. 

2. Select start search from the search menu. In the search dialog box, from the search type, select: client. Scroll down to State ID Number – County and enter “19”. Tab to State ID Number – Serial Number and enter the seven-digit number. Tab past the serial number and click the OK button. 

3. In the search results dialog box, highlight the row that indicates the client. Double-click on the row to retrieve the abstract screens. Review the abstract screens to determine if the correct client was retrieved from the database. 

4. Select open associated case from the associated menu. In the associated case dialog box, highlight the row that indicates the client. Double-click on the row to retrieve the case form the database. 

NOTE:
The client services application will automatically default to the case management section for the existing case. 
5. Process and record the approval, redetermination, denial or termination in the client notebook, AFDC-FC page. Refer to the procedure guide for complete instruction. 

6. Open the existing case information notebook in the case management section. Bring into focus the assignment page. 

7. Highlight the row that indicates a secondary assignment for the EW. Record the end date/time for the intake approval or resumption of paid placement episode. 

8. Transfer the eligibility segment by recording another secondary assignment to for the foster care library.  Complete the following to record the new secondary assignment: 

a) Assignment field: click the plus button to add a row;

b) Responsibility field: change the option button to secondary;

c) Details box: record the following:

i) Start date/time;

ii) Responsibility description text box: Setting up Library file number for purposes of easy identification of the redetermination month.

iii) Role type: Eligibility Worker;

d) CWS staff box: record the following:

i) County: Los Angeles;

ii) CWS office: FC Elig/Rev. Enhancement Division;

iii) Unit: The redetermination month and the last digit of the serial/state number determine the caseload file number. (i.e., serial # 1234567; redetermination month of April shall have a caseload file # of L407). The “0” is used as filler for the mandatory four digits file #. Remember redeterminations are yearly so the months will be from January (01) to December (12). 

iv) Caseload: L407S9056;

e) Document actions in CWS/CMS case notes;

f) Save to database.

RELATED POLICIES

E030-0510


Initial Determination for Financial Participation
E030-0520


Redetermination of AFDC-FC Eligibility

E100-0510.13

CWS/CMS Search Actions

FORM(S) REQUIRED

DCFS 280


Technical Assistant Action Request
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