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The CPH Verification Clerk is responsible for verifying that all referrals sent from the Child Protection Hotline to an assigned office are assigned a primary CSW in that office within specific time frames.  An Immediate Response Referral must be assigned within 1 hour, and Within 5-Day Referrals within 4 business hours from the date and time indicated on the Assignment page of the Referral.

A.
WHEN:   SCSW PLACES A LIVE CALL FORM IN THE VERIFICATION 



  CLERK’S IN-BASKET

	WHO
	HOW

	
	

	Verification Clerk
	Immediate Response In-Box Caseload
1. Every morning, open and print the Caseload Summary Report for the “IR to CWS/CMS” caseload.

2. Every 2 hours access and reprint the Caseload Summary Report for the “IR to CWS/CMS” caseload.  Compare the prior list with the current list.  When a referral appears on both lists, access that referral and check the date and time that secondary assignment was made to the assigned office.

3.
If the 1-hour deadline has passed for the assigned office 
to make primary assignment, call the Assignment Clerk 
of that office and notify her/him of the fact.


	WHO
	      HOW

	
	

	Verification Clerk
	4.
Annotate on the Live Call form the name of the person 
contacted and the date and time.

5.
If all referrals are not assigned daily by 5:30 PM to a 
primary CSW in the assigned office, forward the “IR 
to CWS/CMS” Caseload Summary printout indicating 
the outstanding referral(s) to the Clerical 
Administrator.

6.
File the Live Call forms alphabetically in a daily folder.  
Retain for 1 month then shred.

Within 5 Days In-Box Caseload
1. Every morning, open and print the Caseload Summary Report for the “5D to CWS/CMS” caseload.

2. Every 4 hours access and reprint the Caseload Summary for the “5D to CWS/CMS” caseload.  Compare the prior list with the current list.  When a referral appears on both lists, access that referral and check the date and time that secondary assignment was made to the assigned office.

3.
If the 4-hour deadline has passed for the assigned office 
to make primary assignment, call the Assignment Clerk 
of that office and notify her/him of the fact.

4.
Annotate on the Live Call form the name of the person 
contacted and the date and time.

5.
If any referral(s) is not assigned within the 4-hour 
timeframe to a primary CSW in the 
assigned office, 
forward the “5D to CWS/CMS” Caseload Summary 
printout indicating the outstanding referral(s) to the 

Clerical Administrator.

6.
File Live Call forms alphabetically in a daily folder.  
Retain for 1 month, then shred.
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