C100-011





PROCESSING INCOMING SUSPECTED CHILD ABUSE REPORTS (SCAR) AND MAIL





APPLICABLE TO:		Browser Clerk





FORMS: 				Miscellaneous Mail 


					SS8572, Suspected Child Abuse Report (SCAR)





The Browser Clerk is responsible for processing all incoming Suspected Child Abuse Reports (SCARs) and mail not sent to a particular person.  The Browser Clerk shall clear the correspondence and route it to the appropriate location.





A.	WHEN:   MAIL CLERK DELIVERS SCAR’S AND MAIL TO THE 						   BROWSER CLERKS IN-BOX





WHO�
      HOW�
�
�
�
�
BROWSER CLERK�
Retrieve the SCAR and/or miscellaneous mail from the Browser Clerk “In-Basket.”�
�
�
2.	Clear on the AB60 and/or CWS/CMS applications.


	a.	If a record is found and open in a regional office, 		annotate the top of the SCAR and/or 				miscellaneous mail with referral date and 			number, file number, and location.


		1).	Initial and Batch the SCARs by location 			and mail.


	b.	If a record is found to be an Evaluate Out or 			an Open and Close, annotate the top of the 			SCAR and/or miscellaneous mail with date 			of referral, referral #, and file number.


		1)	File with the referral.


	c.	If no record is found, annotate the top of the 		SCAR with, “CAHL BROWSE-MATCH NOT 			FOUND,” and “CWS/CMS-MATCH NOT FOUND,” 		the date and initial.


		1)	Place the SCAR or miscellaneous mail in 			basket titled “Assessment” for assessment 			by a CSW.�
�
�
�
�
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