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DEPARTMENTAL PRIORITIES

This policy supports the Department’s efforts to provide safety for all children.

WHAT CASES ARE AFFECTED

All children and youth receiving out-of-home care services.

OPERATIONAL IMPACT

The receiving Eligibility Worker (EW) is responsible for data entering the foster care placement on the Child Welfare Services/Case Management System (CWS/CMS).  The EW shall data enter information based upon the Children’s Social Worker’s (CSW) selection of a foster home/facility and rate for a child placed in out-of-home care.  This may apply to Eligibility Workers assigned to the Technical Assistant function. 
Use the placement notebook of both the referral and case folder to data enter details about a child’s placement outside the home. This is true whether it is the child’s only placement or one in a series of placements and non-foster care placements.  You cannot save the placement notebook unless the client you have placed has an active state ID number in the county of the logged on user (client notebook, ID NUM page).

The entire placement notebook is read-only under any one of the following conditions:

· An end date that is equal to or earlier than the current date is entered on the ID page, or

· The child is released from temporary custody.

NOTE: 
Please note previous language was going to be changed from    



       “must” to “is requested to”.  However, with the implementation of the FCSS DCFS 280, an email is automatically generated to the CSW/SCSW (Supervising Children Social Worker) via the system. 
A.

WHEN:
 WITHIN ONE HOUR OF RECEIPT OF THE REQUEST TO CHANGE A 







PLACEMENT HOME 

Receiving EW 
1. Receive the FCSS DCFS 280 form , “TA Action Request”. If it is a relative placement/ non-relative extended family member (NREFM), four pages of the SOC 815  form (if available), “Approval of Family Caregiver Home Assessment”, and DCFS 5420 form,  “Verification of Relative Status” requesting to change a placement home as appropriate. 

NOTE:   A child/youth may be temporarily placed with a relative caregiver on an   

             emergency basis as long as all requirements have been met, i.e. 



             CLETS, etc., as outlined in the CSW Policy 0100-520.10 and   





         appropriate level approvals (check with your supervisor or manager 





regarding appropriate level signatures).   


NOTE: 
The CSW has determined that a child is to be placed in out-of-home care.  




A foster care home/facility was selected based on the child’s criteria 






matched to the CWS/CMS computer system.  The child was placed with a
 relative NREFM instead of the  selected  CWS/CMS home/facility. Select the option to create a new Placement  Home.  Once the Placement Home Notebook is opened,  select the home type of “relative” on the ID tab.






The change placement home command allows the unit supervisor or a 





user with approval and/or transfer authority to change the placement 






home in which a client was recorded.  All of the data about the newly 






selected placement home will replace the data about the previous 







placement home in the client’s placement notebook.  All other data, such 




as start date, CHDP, and payment remains the same.

2. Access the CWS/CMS computer system.  In the client services application, 



search, retrieve and open the existing case/client.  See Procedural Guide, 



E100-0510.13, CWS/CMS Search Actions.



3. Perform a placement home search to ensure that the new placement home will be 
available as a selection for placement.  Create, if necessary, the relative 




placement home and substitute care provider notebooks.

4. Open the existing placement notebook.  Select the existing placement and “change placement home” from the action menu.   A dialog box will appear with the case in the upper grid and the available placement homes in the lower grid.  Select the desired placement home.  The CWS/CMS application has replaced the old placement data with the new placement data.

5. Review each page and field of the new placement.  Ensure that accurate foster care placement and payment are data-entered, if required documentation, SOC 815 (if available) and DCFS 5420 forms are attached to the DCFS 280 form.

6. Request approval from the action menu.  Select “pending approval” for the placement and payment(s).  Save to the database.

B. WHEN:

INITIAL PLACEMENT – DELIVER THE PLACEMENT PACKET 






AND DATA ENTER A PLACEMENT ON CWS/CMS

Receiving EW 
1.  Receive the FCSS DCFS 280 form, “TA Action Request”, if it is a relative placement/ non-relative extended family member (NREFM),   four pages of the          SOC815 form(if available) ,“Approval of Family Caregiver Home Assessment”, and DCFS 5420 form, “Verification of Relative Status” when placing in relative and NREFM’s home.  
 Complete the placement packet and data enter the foster care placement and complete initial placement within 24 hours of receipt of a request.



NOTE:

The CSW has determined that a child is to be placed in out-of-









home care.  A foster care home/facility was selected based on the 







child’s criteria matched to the FCSS computer system.

2.

Contact the selected foster home/facility caregiver and verify the 








home/facility 
current address, telephone number, vendor number(s), 






child’s name, spelling of caregivers name and the date that
the child was

         physically placed in the home/facility.

3. 
Access the CWS/CMS computer system.  In the client services application, 
search, retrieve and open the existing case.  Complete the search action to 
retrieve the existing client/case from the database.



NOTE:

Occasionally, a placement may need to be data entered while in referral 





status.  When this situation occurs, ensure that multiple referrals for the 





same client are merged prior to data entry of the placement.  The 







SAAMS
unit is responsible for the merge of multiple referrals.

4. 
Update the secondary assignment in the Case Information Notebook and annotate 
in the description textbook: “record foster care placement.”

5. 
Open the existing client notebook and review the ID NUM page to ensure the 


accurate state/serial number, assistance unit, person ID, eligibility case name,
aid 
code and effective dates.

6. 
Click on the History button on the placement page, and then click all to see 
placement history or request “print report” from the file menu to obtain the child’s 
placement history report.  Review to ensure that the new placement start/stop 
dates are not conflicting with existing placement dates.



NOTE:

In the event there is an interruption in placement dates, contact the 







CSW to find out whereabouts of child during the period and determine if 





placement is a new intake or replacement based on review of court 







minute orders.  Complete case notes. 

7. 
Perform the search action to bring the selected placement home/facility from the 
database into your local computer system.

8. 
Review the removal information on placement ID page to ensure that the child 
continues in custody.

a) If the notebook has no recorded information, contact the CSW or SCSW to data enter the child’s removal information.

b) If the notebook has the child’s removal information and indicates that the child shall continue in custody, proceed with step 10.

9. 
Open a create/new placement notebook.  In the new placement dialog box, select 
the row that indicates the selected home/facility.  Data enter the placement 



information from left to right on the appropriate pages.

a) ID page: start date, agreement effective date, care provider relationship to the child.

b) Ongoing Request page:

1) Basic rate radio button, start date, and APPS Schedule/Level.







NOTE:

Ensure that placements outside of Los Angeles County 











receive 
the Host rate and are data entered as the Host rate.

 2)

SCI radio button, start date, amount, and payment type, if applicable.


c) Incidental payment page: start/stop date, payment type and amount.

10. 
Then select the
option to create a new Placement Home (the plus button under 
the Placement Home icon).  Once the Placement Home Notebook is opened, 
users should select 
the home type of “relative” on the ID tab.

11. 
Open the placement home notebook and review the LA Payee page.  Ensure that 
the accurate vendor number is data entered.


12. 
Review the eligibility record to determine if the child received income or income 
was received on behalf of the child such as, CalWORKs, SSI, etc.  Determine if it

 is appropriate to deduct the amount from the current caregiver/vendor.  If so, open 
the FC 2 notebook and data enter the information on the income and property 
page. If SSI, submit a referral to SSI Unit. 
13. 
Select “approval” from the action menu.  Select “pending approval” for the 



placement, ongoing request, and incidental payment.   Complete case notes.  
Select “save to database” from the file menu.

14.  
Print the placement packet forms and documents from the CWS/CMS computer 
systems and deliver the placement packet to the CSW.  See Procedural Guide, 
E090-0580, Foster Home/Facility Vacancy Search.
15. 
The CWS/CMS application requires an approval action for the placement and 


payment.  However, the approval action is not mandatory for the authorization of 

payment(s) to caregivers.  The SCSW’s authorization is obtained via the FCSS 

DCFS 280 form, prior to the data entry of the placement/payment.

16. 
Submit the FCSS DCFS 280 form to the EW/ES to inform him/her of an ongoing   
 request and/or incidental payment “pending approval” action.



NOTE:

The ES shall review and ensure the accurate payment(s) on the 








CWS/CMS application.  The ES shall data enter the payment(s) 








approval action, annotate the case notes, end date the EW secondary 






assignment and save to the database.

C.

WHEN:

INSERT PLACEMENT ON CWS/CMS

 Receiving EW 
1. Receive the request to insert a placement.  A child’s placement needs to be 


recorded within 24 hours of a request between two existing approved placements.

2. Search, retrieve and open the existing case/client notebook from the CWS/CMS 

database.  Open the existing placement notebook and review the placement dates in the dialog box.  If prior placements exist, retrieve all the historical information via the history button.  Determine if an “update” or “insert” command is necessary.

3. Complete the placement update procedure to correct dates that will allow the insert placement.  See Section K, Update Placement.
NOTE:

Review the removal date on the ID page of the placement notebook.  If 




the insert placement is the first placement in the episode, review the 





temporary custody notebook to ensure the effective date of custody is 





the same as the first date of placement.  If the dates were not data 






entered correctly, the application will lock and require the user to re-





boot the computer.

4. Complete the search command for the placement home/facility that is to be 



inserted and retrieve the appropriate home/facility from the database.

5. Open the existing placement notebook and select the “insert placement” command 
from the action menu.  Select the “placement” option button in the dialog box and highlight the row that indicates the placement gap to insert.

6.

The new placement notebook dialog box will indicate the home/facility retrieved 


from the database and select the substitute care provider to be inserted.



NOTE:

The start/stop dates are automatically entered by CWS/CMS between 






the gap.  The placement, ongoing requests, and incidental payment 






approval status is reset to “request not submitted.”  

7.

Data enter the insert placement information from left to right in the placement 



notebook pages.

a) ID page: agreement date, care provider relationship to child.

b) Rational page: appropriate option button.

c) Ongoing requests page: basic radio button, start date, APPS Schedule/Level, and end date.

d) Update aid code page.

8.

Select the approval command from the action menu and request “pending 




approval” for the placement/payment.  Select “save to database”  from the file 



menu.

9. 
Annotate the FCSS DCFS 280 form of the completed action and submit it to the 

 ES for approval.  See Section B, Initial Placement.

D. 
WHEN:

DATA ENTER THE NON-FOSTER CARE (HOSPITAL HOLD) ON 






CWS/CMS

 Receiving EW 
1. Receive a FCSS DCFS 280 and DCFS 413  form for a non-foster care (hospital hold) placement request and data enter within one hour.

NOTE:

The CSW has determined that a child is to be placed in out-of home 





care.  The child is currently placed in a hospital.  The CSW has placed 




a “hospital hold” prior to the initial foster care placement.

2. Access the CWS/CMS computer system.  In the client services application, 



search, retrieve, and open the existing referral/case folder and complete the 


search action to retrieve the existing client from the database.

3.

Update the secondary assignment in the case information notebook and annotate 

in the description textbook:  “record non-foster care (hospital hold) placement.”

4. 
Open the existing client notebook and review the ID NUM page to ensure the 


accurate state/serial number, assistance unit, person ID, eligibility case name, aid
code (1941) and effective dates.

5. 
Click on the history button on the placement page then click all to see placement 
history or select “print report” from the file menu and retrieve the child’s placement 
history report.  Review the dates to ensure that the non-foster care (hospital hold) 
placement start/stop dates are not in conflict with the existing placement dates.

6. 
Complete the search action to retrieve the non-foster care (hospital hold) facility 
from the database.   If the facility is not in the database, create a new non-foster 
care (hospital hold) notebook.  Refer to step 8.

7. 
Open the existing temporary custody notebook and review to ensure that the child 
continues in custody.

a) If the notebook has no recorded information, contact  the CSW or SCSW to data enter the child’s removal information.

b) If the notebook has the child’s removal information and indicates that the child shall continue in custody, proceed to step 8.

8. 
Open the existing non-foster care (hospital hold) notebook.  If the facility 
appears 
in the dialog box, select that facility.  If facility does not appear, contact Resource 
Management who will create the facility.

NOTE:

If the data entry of the initial foster care placement is also 








requested, the non-foster care (hospital hold) placement shall be 





end-dated prior to opening a new placement.

E.

WHEN:

DATA ENTER THE NON-PAID PLACEMENT ON THE CWS/CMS

Receiving EW 
1. 
Access the CSW/CMS application.  Search, retrieve and open the existing 
case/client folder. 
2. 
Update the secondary assignment in the case information notebook.  Data enter in 
the description text box: “record a non-paid placement.”

3. 
Open the existing client notebook and review the ID NUM page.  Ensure the 
accurate state/serial number, assistance unit, person ID, eligibility case name, aid 
code, and effective dates.
4. 
Click on the History button on the placement page then click all to see 





placement history or select “print report” from the file menu.  Print the child’s 


placement history report and review the report to determine if the non-paid 



placement dates are not in conflict with the existing placement dates.
5. 
Complete the search action to determine if the relative is a substitute care provider 
on the database and search for the relative name, social security number, or 
California drivers’ license.

a) If found, retrieve the substitute care provider’s placement home from the database.

b) If not found, create the placement home and substitute care provider notebooks and refer to step 8.b.

6. 
Open the existing temporary custody notebook.




a)

If the notebook has no recorded information, contact the CSW or SCSW to 





data enter the child’s removal information.

c) If the notebook has the child’s removal information and indicates that the child shall continue in custody, proceed with step 8.

7.    Open the new/create placement notebook.

a) If the substitute care provider appears in the placement notebook  dialog box, select the home and data enter the non-paid placement information on the ID page only.



b)

If the placement home does not appear in the placement notebook dialog 




box, create the placement home for relatives only.  Following the creation of 



the placement home and substitute care provider notebooks, proceed with 




step 9.

8. 
Open the new/create placement notebook.

a) If the substitute care provider appears in the placement notebook dialog box, select that home and data enter the non-paid placement information on the ID page only.

b) If the placement home does not appear in the placement notebook dialog box, create the placement home.  Following the creation of the placement home and substitute care provider notebooks, proceed with step 9.

i) Obtain the relative’s vendor number per the existing procedure and data enter the appropriate information on the LA Payee page.

ii) Open a new/create placement home notebook and data enter the relative’s information on the appropriate pages.

iii) Open a new/create substitute care provider notebook and data enter the relative’s information on the appropriate pages.

iv) On the associations’ page, select the option button to indicate “yes” for resident and check the box to indicate primary provider.

9. 
Open the new/create placement notebook.  The newly created substitute care 


provider now appears in the placement dialog box.  Select that substitute care 


provider and data enter the non-paid placement on the ID page only.

10. 
Data enter ASFA home approval on the Special Project Page per existing 
procedure.

11. 
Select “approval” from the action menu and select “pending approval” and save to 
the database.

F.
WHEN:

DATA ENTER A PLACEMENT RATE CHANGE ON CWS/CMS

 Receiving EW 
1. 
Receive the FCSS DCFS 280 form requesting a change in the foster care rate and 

          process within 24 hours for an existing placement.

NOTE:

A child’s placement requires an update to the information previously 




recorded and approved.  The situation requiring the correction is 






requested by the following:

a) 
CSW who will complete the FCSS DCFS 280 form;

b) 
Caregiver/vendor who will contact the Foster Care Hotline;

c) 
Special Operations SSI/SSA EW who receives notification that the child is 
eligible and receiving benefits.

2. 
Access CWS/CMS.  In the client services application, search, retrieve and open 
the existing case/client from the database.

3. 
Update the secondary assignment in the case information notebook and data 
enter in the description text box: “file #: rate change for an existing placement.”

4. 
Open the existing placement and review the placement dates in the placement 
dialog box.  If prior placements exist, retrieve the information by clicking on the 
history button and select the placement that requires the rate change.

5. 
Review the placement/payments pages that require the rate change.   From the 
action menu, select “update placement.”


NOTE:

The placement notebook ID page must be in focus to complete the 






“update placement” process.  The fields change from read only to 






read/write and the approval status changes to “request not submitted.”

6. 
On the “ongoing requests” page, select the row that requires the rate change and 
data enter the stop date.  Click on the plus button to add a new row and data enter 
the start date and APPS Schedule/Level.  If the rate change is corrected on a prior 
placement, data enter the stop date.

NOTE:

If the change is a decrease, the caregiver must receive a “Notice of 





Action” (NOA) ten days prior to the effective date of the adverse action. 



The decrease rate change start date shall reflect this prospective date.  



The APPS Schedule/Level must be changed from “grandfather” to 





“A2 FFA Treatment” to receive the automatic birth date rate change.

7. 
Select the approval command from the action menu and request “pending 
approval” for the placement/payment.  Select “save to database” from the file
menu.

8. 
Annotate the FCSS DCFS 280 form of the completed action and submit it to the  
ES for approval.  See Section B, Initial Placement.
G.

WHEN:

REMOVE A PLACEMENT THAT WAS NOT USED OR IS 










INCORRECT ON CWS/CMS

Receiving ES/EW 
1. Receive the FCSS DCFS 280 form requesting the removal of a placement within one hour of 
receipt that was added in error, but had already been saved to the

         database.


NOTE:

The unit supervisor or a user with approval and/or transfer authority can 




remove a placement, non-foster care (hospital hold) placement and/or 





as part of a series of placement change activities initiated to correct a 





child’s placement history.
If the placement to be removed is the only placement, the first placement or the most recent, it will remove as if it never occurred.  If it is not a placement as stated, it will create a placement gap. In this situation, the
following error message will appear when attempting to save to the database, “a gap exists between one placement’s end date and the start date of the next consecutive placement.” Make sure all placements within the placement episode are contiguous.”  The user can then either “update” the start/end dates of the affected placements, or “insert” a different placement. 

2. 
Access the CWS/CMS computer system.  In the client services application, 
search, retrieve and open the existing case/client from the database.

3. 
Open the existing placement notebook and select the placement to be removed in 
the open notebook dialog box.  Click the remove button and the placement row will 
disappear from the grid.


NOTE:

The remove button in the open placement notebook dialog box will be 





disabled for placements with associated payments.  To enable the 






remove button, remove any associated payments and save to the 






database.  Then proceed with step 2 after saving to the database.
H.

WHEN:

REPLACEMENT – DELIVER THE PLACEMENT PACKET AND DATA 





ENTER A REPLACEMENT ON CWS/CMS

Receiving EW 
1. Receive the FCSS DCFS 280 form, “TA Action Request”, if it is a relative placement/ non-relative extended family member (NREFM), and SOC 815(if available), “Approval of Family Caregiver Home Assessment” and DCFS 5420 form, “Verification of Relative Status” when placing in relative and nonrelative extended family member home.  Request the replacement packet and data enter the foster care replacement.  Complete replacement and deliver the placement packet with 24 hours of receipt of a request.  See Section B, Initial Placement.


NOTE:

The CSW has determined that a child is to be replaced in out-of-home 




care.  A foster care home/facility was selected based on the child’s 






criteria matched to CWS/CMS computer system.

2. 
Access the CWS/CMS computer system.  In the client services application, 
search, retrieve and open the existing case/client from the database.

3. 
In the case information notebook, update the secondary assignment and data 
enter in the description textbook:  “record foster care replacement.”

4. 
Open the existing client notebook and review the ID NUM page to ensure the 
accurate state/serial number, assistance unit, person ID, eligibility case name, aid 
code and effective dates.


NOTE:

If the conditions of eligibility remain the same, do not end date the aid 




code at each replacement.

5. 
Click on the History button on the placement page then click all to see placement 
history, or select “print report” from the file menu.  Review child’s placement 
history to ensure that the replacement start date is not conflicting with existing 
placement dates.


6. 
Search and retrieve the selected replacement facility/home from the database into 
 the local computer system.

7. 
Open the existing placement notebook and select the current placements from the 
dialog box.  Data enter the stop/end dates and reason for replacement from right 
to left on the following pages:

a) 
Ongoing Request Page

1) 
Data enter the stop date for the Basic and/or SCI payment type.


NOTE:

The payment stop date is the last night the child stayed in 





the home.

b) 
Placement Change Page

1) 
Select the appropriate reason for replacement.


NOTE:

Children returned to the home of a parent temporarily and 





children who have runaway are not data entered as a non-





paid
placement.  The CWS/CMS application allows gaps in 




a placement episode for these change placement reasons.

2) 
Data enter the notice to remove date.


NOTE:

The end date is the date that the child physically leaves the 




home. The Placement end date and Replacement start date 




are the 
same date.

8. 
Create a new placement notebook and select the replacement facility/home from 
 
the new placement dialog box.  Data enter the information from left to right on the 
following pages:

a) 
ID page:

1) 
Start date, agreement date, care provider relationship to the child.

b) 
Ongoing Requests page:


1)

Basic option button, start date, APPS Schedule/Level.


2)

SCI option button, start date, amount, and type.

c) 
Incidental Payment page:


1)

start/stop date, payment type and amount.

9. 
Review the eligibility record to determine if the child received income and if it is   
 
appropriate to deduct the amount from the current caregiver/vendor.  If so, open 
the FC 2 notebook and record the data on the income and property page.

10. 
From the action menu, select the approval feature to request “pending approval” 

for the replacement, ongoing request and incidental payment.  See Section B, 

Initial Placement.


11. 
Print the replacement packet forms and documents from the CWS/CMS computer 
system and deliver the replacement packet to the CSW.



NOTE:

The CWS/CMS application requires an approval action for the 








placement and payment.  However, the approval action is not 









mandatory for the authorization of payment(s) to caregivers.  The 







SCSW’s authorization is obtained, via the FCSS DCFS 280, 






 


prior to the data entry of the placement/payment.

12. 
Annotate the FCSS DCFS 280 form to indicate the completed action.  Submit the  
FCSS DCFS 280 form to the ES to inform him/her of an ongoing request and/or  
incidental payment “pending approval” action.



NOTE:

The ES shall review and ensure the accurate payment(s) on the 








CWS/CMS application.  The ES shall data enter the payment(s) 








approval action, annotate the case notes, end date the EW secondary 






assignment and save to the database.

I.

WHEN:

SCI:
INFANT SUPPLEMENT AND DATA ENTER THE SCI ON 








CWS/CMS

 Receiving EW 
1. Receive the FCSS DCFS 280 form requesting the data entry of a specialized care increment 
infant supplement and process within 24 hours of receipt of the request.  The 
infant supplement is a specialized care increment for infants placed in the same location with their minor mothers.

NOTE:

The CSW has determined that a minor mother, with her infant, is to be 




placed in out-of-home care.  A foster care home/facility was selected 





based on the child’s criteria matched to the CSW/CMS computer 






system.

2. Access the CWS/CMS computer system.  In the client services application, 



search, retrieve and open the existing case/client from the database.

3. Update the secondary assignment in the case information notebook and data enter in the description text box:  “record foster care placement-infant supplement.”

4. Open the existing client (minor mother) notebook.  Review the ID NUM page to ensure the accurate state/serial number, assistance unit, person ID, eligibility case name, aid code and effective dates.  See Procedural Guide, E090-0570, Minor Mother/Infant Supplement Placement.

NOTE:

If the conditions of eligibility remain the same, do not end date the aid 





code at each replacement.

5. Review the existing client notebook dialog box to determine if the infant is 



recorded as a client.  If not, contact the CSW to add the infant as a related client.

NOTE:

In the related client page, the box should be checked to indicate infant 




lives at the same location as the minor mother.

6. Open the existing placement for the minor mother and data enter the infant 



supplement on the Ongoing Request page as follows:

a) Click the plus button to add a new row in the summary box.

b) Select the option button for SCI.

c) Data enter the SCI payment start date.

d) Select Infant Supplement – Family or Infant Supplement – Group in the SCI Payment Reason; Payment Type.

NOTE:

The CSW/CMS will automatically  designate the correct rates 








based on the drop down selected for both foster family and group home 




placement. 

                  If there is not a detention court order for the infant, do not 





                 data enter a placement for the infant.

7. Select “approval” from the action menu and select “pending approval” for the 


ongoing request SCI payment.  See Procedural Guide, E100.0510.11, 




CWS/CMS Initial Placement.

8. If necessary, print the appropriate placement packet forms and documents from the CSW/CMS computer systems and deliver the placement packet to the CSW.

9. Annotate the FCSS DCFS 280 form to indicate the completed action and submit the FCSS DCFS 280 form to the ES to inform him/her of an ongoing request payment “pending approval” action.

NOTE:

The CWS/CMS application requires an approval action for the 






placement and payment.  However, the approval action is not 







mandatory for the authorization of payment(s) to caregiver.   The 





SCSW’s authorization signature is obtained, via the FCSS DCFS 280 




form, prior to the data entry of the placement/payment.     






The ES shall review and ensure the accurate payment on CWS/CMS 





and data enter the payment approval action, summary of the action 






completed on the case notes, end date the EW secondary assignment 




and save to the database.  


J.       WHEN:
 REQUEST IS MADE TO STOP PLACEMENT ON CWS/CMS OR 

                           TERMINATE PLACEMENT EPISODE (END PLACEMENT EPISODE)

Receiving EW 
1. Receive information via the FCSS DCFS 280 form, CSW, FCHL/Caregiver, or a Court Minute Order indicating the foster care child is no longer in a paid placement. 

NOTE:    Actions must be completed within 24 hours of the request.

NOTE:

The reason for the stop placement or stop placement episode must be entered on CWS/CMS as outlined on FYI 05-39 “When to End a Placement Episode” and as provided by the CSW on the FCSS DCFS 280 form.                                

2. Access the CWS/CMS computer system.  In the client services application 


search, retrieve and open the existing case/client from the database.

3. Open the existing client notebook.  Review the ID NUM page to ensure the accurate state/serial number, assistance unit, person ID, eligibility case name, aid code, and effective dates.  Data enters the appropriate aid code to reflect the current stop.

4. Open the existing placement notebook and data enter the stop/terminate payment from right to left on the following pages:

a) Ongoing Request page select the row for the last payment recorded.  Data enter the payment stop date.  If an SCI payment is recorded, select and data enter the SCI payment stop date.

          NOTE:

 The foster care payment stop date is the date the child last slept



                       in the home.

b) End Placement/End Episode

1) Select the appropriate reason for stop/termination, based on what the CSW noted on the FCSS DCFS 280.

 NOTE:
Children who are AWOL are not data entered as a non-paid placement.               The CWS/CMS application allows gaps in a placement episode for these change placement reasons. 

2) Data enter the stop date.

         NOTE:

The stop date is the date that the child physically leaves the 




                      home.

5. Access CWS/CMS and APPS on the following day, to ensure that the appropriate action was processed accurately.  If the action did not function takes corrective action immediately as payment or funding source may be adversely affected. 

6. 
Obtain a MEDS Title XVI and Title II inquiry for all stops and determine if the child is receiving SSI/SSA benefits.

a) If the child is not receiving benefits, process the stop per the existing procedure;

b) If the child is receiving benefits, notify the SSI Unit by completing and sending the DCFS 341 form annotating the stop action, reason and child’s current address.  The SSI Unit will request the termination of Representative Payee status and notify Fiscal to take action as appropriate.
7. Submit Medi-Cal referral to the Medi-Cal Unit for evaluation of continued Medi-Cal benefits through the CEC Program which provides eligibility for medical benefits up to 12 months.  

8. Complete the DCFS 489-2 form, Termination of Placement Agreement and the appropriate NOA send to caregiver and forward a copy of the NOA to the CSW. 

9. Enter a summary of the activity completed on the CS-Notes after the stop/termination action is completed

10. Submit physical case to Eligibility Supervisor 

Eligibility Supervisor

1. Receive the foster care case and forms indicating Stop or End Episode.

2. Access the CWS/CMS application. Search, Retrieve and Open the existing child/case. Review pages in the Client Notebook as outlined in a-c below. 

(a) AFDC-FC Page to verify the complete and accurate termination actions were taken. 

(b) ID NUM Page to verify correct aid code change was made,

(c) Ongoing Request Page to verify correct placement stop date was entered and the correct reason code was used as indicated on the FCSS DCFS 280 form.

3. End dates the EW Secondary Assignment if the completed assignment is done correctly. Ensure that the secondary assignment is the 41/31 file number on the Assignment Page if the Services case remains open.




NOTE:         ES or designated person should keep the physical cases with 41 







and 31 (AWOL) aid codes for 9 months. After 9 months, ES 









ends their 41/31 file number on the Assignment Page, annotating in







case notes, “Case is sent to GRM” then forwards case to 








     
GRM. ES sends a copy of the GRM Transmittal to the 








 


Central Clerical Section in Glendora.  
K.

WHEN:

DATA ENTER THE UPDATE PLACEMENT ON CWS/CMS.

 Receiving EW 
1. Receive the request and within 24 hours update the placement.

NOTE:

A child’s placement requires an update to the information previously 





recorded and approved.  The situation requiring the correction is 







requested by the following:

a) CSW who will complete the FCSS DFCS 280 form;

b) Caregiver/vendor who will contact the Foster Care Hotline;

2. Access CWS/CMS in the Client Services application, search, retrieve and open the existing case/client from the database.

3. Update the secondary assignment in the case information notebook and data enter in the description text box: “Update placement.”

4. Open the existing placement and review the placement dates in the placement dialog box.  If prior placements exist, retrieve all the historical information via the history button and determine which placements require the “update” procedure.

5. Retrieve the placement that requires the update and select the “update placement” from the action menu.

NOTE:

Fields change from read only to read/write and the approval status 






changes to request not submitted.

6. Data enter the change or correction on the ongoing request page, placement 


change page and ID page.

7. Select the “save to database” command from the File menu.

8. Open the existing placement and review the placement dates in the placement dialog box.  If prior placements exist, retrieve all the historical information via the history button and determine which placements require the “update” procedure.

NOTE:

If dates were changed to allow an insert placement, these changed 






dates should now appear on screen.

9. Request “pending approval” from the action menu for the placement and ongoing 
request.

10. Select the “insert placement” command from the action menu.  In the dialog box, select the placement that requires an “insert placement.”

NOTE:

Fields change from read only to read/write.  The approval status 







changes to request not submitted.

11. Data enter the placement/payment information for the “insert placement” on the ID page, ongoing requests page and incidental request page.

12. Request “pending approval” from the action command for the placement and ongoing/incidental requests.  Select “save to database” from the file menu.

13. Open the existing placement notebook.  In the placement dialog box, review the history to ensure the correct dates.

14. Select the Save Database command from the file menu.

NOTE:

The CWS/CMS application requires an approval action for the 






placement and payment(s).  However, the approval action is not 






mandatory for the authorization of payment(s) to caregivers. The 





    SCSW’s authorization signature is obtained, via the FCSS 








DCFS 280 form, prior to the data entry of the placement/payment.     

Annotate the FCSS DCFS 280 form to indicate the completed action.  Submit the DCFS 280 form to the ES to inform him/her of an ongoing request and/or incidental payment “pending approval” action.

NOTE:

The ES shall review and ensure the accurate payment(s) on the 







CWS/CMS application.  The ES shall data enter the payment(s) 







approval action, annotate the case notes, end date the EW secondary





assignment and save to the database.




For all placement actions, after annotating the FCSS DCFS 280 form of 

                 completed action forward FCSS DCFS 280, DCFS 5420 and SOC 815  
                 (if applicable and available) to case carrying eligibility worker.
RECOMMENDED APPROVAL LEVELS

	Section
	Level
	Approval

	B., H., I., K.
	ES


	Payment Approval Action on CWS/CMS


RELATED POLICIES

Procedural Guide E090-0570, Minor Mother/Infant Supplement Placement

Procedural Guide E090-0580, Foster Family Home/Facility Vacancy Search

Procedural Guide E100-0510.12, CWS/CMS Print Actions

Procedural Guide E100-0510.13, Search Actions

FORM(S) REQUIRED/LOCATION

Hard Copy

FCSS DCFS 280, TA Action Request



DCFS 341, Trust Account Notification



DCFS 489-2, Placement termination Notice



DCFS 1399, Notification to School of Child’s Placement Status



DCFS 5420, Verification of Relative Status

LA Kids:

None
CWS/CMS:

Case Information



Case Notes (CS-NOTES)



Client Notebook



Client Relationship History (CP-RELSHP)



Client Summary (CP-SUMRY)



Conversion history (CS-CNVSN) 



History of Child Placements Report



Placement Notebook
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