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INFORMATION SPECIALIST ACTIVITIES





APPLICABLE TO:		Information Specialist Clerk





FORMS: 				Daily Phone Log





RESOURCES:		LA County Directory Of Resources For Children, Youth And Their Family


					LA County Social Services Resource Directory


					Red Book - Directory For Youth Family And Adult Services





The Information Specialist Clerk is responsible for answering phones and giving resources to the public and private sector.  Such information includes referrals for housing, shelters, food distribution, mental health facilities, counseling, monitored visit agencies, legal assistance, other county or city offices, hospitals, SCAN teams, self help agencies, School Attendance Review Board (SARB), drug programs and rehabilitation centers.  The Information Specialist Clerk mails to the public, mandated reporters and other agencies, information such as Suspected Child Abuse Report (SCAR) forms, booklets and pamphlets about child abuse, reporting laws, and medical reports (DOJ 900).





The Information Specialist Clerk is also responsible for clearing faxed and mailed Suspected Child Abuse and Child Abuse Investigation Reports on the CWS/CMS, WCMIS, and AB 60 applications.  These reports come from the Los Angeles Sheriff’s Office, Los Angeles Police Department, Los Angeles Unified Schools, hospitals, independent schools and police departments, and any person mandated by law to report suspected or known child abuse.  








A.	WHEN:   ASSISTING THE PUBLIC OR PRIVATE SECTOR VIA THE 					   TELEPHONE





WHO�
       HOW�
�
�
�
�
INFORMATION SPECIALIST CLERK�
Answer incoming call by stating, “Department of Children and Family Services, this is (state your first and last name), how may I help you?”





Considering the caller's question, answer them with the appropriate referral or mail them the appropriate form, report, booklet or pamphlet.





Annotate the Daily Phone Log.�
�









B.	WHEN:   CLEARING FAXED REPORTS OF POSSIBLE CHILD ABUSE





WHO�
       HOW�
�
�
�
�
INFORMATION SPECIALIST CLERK�
1.	Retrieve report(s) from the fax machine.





Search WCMIS for a known record.  If record found, print and attach a Person’s Eligibility, Case Summary, Person’s Summary and Person’s Separate Family screen print.





If no record found, annotate in the margin of the report “No record on WCMIS.”





Search CWS/CMS for a known record.  If record found, annotate in the margin of the report all 19-digit referral and/or case numbers.





	If no record found, annotate in the margin of the report 	“No record on CWS/CMS.”





Search AB 60 for a known record.  If record found, annotate in the margin of the report the 6-digit referral number or the last three referrals.





	If no record found, annotate in the margin of the report 	“No record on AB 60.”





Place report in basket for CSW assessment.�
�



C.	WHEN:   CLEARING THE MAILED PC11166 AND THE PC11169  						   REPORTS OF CHILD ABUSE





WHO�
       HOW�
�
�
�
�
INFORMATION SPECIALIST CLERK�
1.	Retrieve report(s) from the clearance basket.





Search WCMIS for a known record.  If record found, print and attach a Person’s Eligibility, Case Summary, Person’s Summary and Person’s Separate Family screen print.





If no record found, annotate in the margin of the report “No record on WCMIS.”�
�






WHO�
       HOW�
�
�
�
�
INFORMATION SPECIALIST CLERK�
Search CWS/CMS for a known record.  If record found, annotate in the margin of the report all 19-digit referral and/or case numbers.





	If no record found, annotate in the margin of the report 	“No record on CWS/CMS.”





Search AB 60 for a known record.  If record found, annotate in the margin of the report the 6-digit referral number or the last three referrals.





	If no record found, annotate in the margin of the report 	“No record on AB 60.”





Place report in basket for CSW assessment.�
�
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