C100-051





MATCHING SUSPECTED CHILD ABUSE REPORTS TO LIVE CALL FORMS





APPLICABLE TO:		Laser Clerks





FORMS: 				SS8572, Suspected Child Abuse Report (SCAR)


					Live Call





The Laser Clerk is responsible for picking up the Live Call forms from designated baskets throughout the office, matching them with the SCARs and placing them in the appropriate baskets for clearance.





SCARs are not required for referrals alleging General Neglect.  In this situation the Intake Evaluator will check the appropriate box on the Live Call form.





The Laser Clerk is also responsible for maintaining the Laser printer(s).  This includes changing the toner and adding paper as needed.





A.	WHEN:   A SCAR COMES OFF THE LASER PRINTER





WHO�
       HOW�
�
�
�
�
LASER CLERK�
1.	Retrieve the SCAR from the printer.  Paper clip to 	the corresponding Live Call form.


�
�
�
2.	Deliver the packet to the Search Clerks appropriate�	In-Baskets, i.e., Immediate Response (IR), 5-Day or 	Evaluate Out (E/O).�
�
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