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REFERRAL ASSIGNMENT TIME FRAMES

Date Issued:


03/16/05
(
New Policy Release

(
Revision of Existing Procedural Guide C300-011, Referral Assignment, dated 
03/01/98


Revision Made:
Clarifying information regarding timeframes, when referrals are 





assigned in error.

Cancels:
None

DEPARTMENTAL PRIORITIES

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

WHAT REFERRALS ARE AFFECTED

All new and existing referrals.

OPERATIONAL IMPACT

REFERRAL ASSIGNMENT TIMEFRAMES

· Immediate Response Referrals

Must be assigned within two hours of the original receipt.

· Within-Five-Day and Follow-up Referrals

Must be assigned within four business hours of the original receipt.  

Receipt Time

The receipt time is determined by the date and time of assignment to the regional office shown on the Assignment Page of the CSW/CMS referral.  If the referral was generated manually, the date and time of the fax transmission to the regional office will determine the date and time of receipt.  If the receiving office has not contacted the office to which the referral should be assigned within these time frames, the receiving office shall assign the referral to a CSW in the receiving office.


A.
WHEN:

AN IMMEDIATE RESPONSE (IR), WITHIN-5-DAYS, OR A FOLLOW-



UP REFERRAL IS RECEIVED IN A REGIONAL OFFICE

SAAMS UNIT – ASSIGNMENT CLERK

1. Retrieve the referral from the designated In-Box.

2.
Verify that the referral was correctly assigned.  If incorrectly assigned, proceed to step B. 

3.
Complete the CSW assignment based on referral type time frames, the criteria set forth in Procedural Guides 0050-504.05, Referral Assignment Criteria, of the CWS Handbook and the Duty Schedule.

a)
If a prior record is found and services were terminated within the past 30 days, assign the referral to the previously assigned CSW - unless the family no longer resides in the offices’ service area.  In this situation, the referral is to be routed to the office in which the family now resides.  See Procedural Guide 0070-512.10, Correcting the Erroneous Assignment of Referrals in the CWS Handbook.

4. If the clearance indicates that there is a closed service case in storage or suspense, immediately request the case and control for receipt date.

5. Print three copies of the referral.  Forward two copies of the referral to the SCSW.  Maintain one copy in designated file.

B.
WHEN:

AN IMMEDIATE RESPONSE (IR) OR WITHIN-5-DAYS REFERRAL 



HAS BEEN ASSIGNED IN ERROR

The Child Protection Hotline is responsible for the assignment of referrals to emergency response units.  Regional offices are responsible for the correction of referrals that have been assigned to a particular office in error.  Referrals with an “Immediate Response Time” will be assigned to the regional offices during business hours (9:00 A.M. to 5:00 P.M., Monday through Friday, except for County Holidays) and to Emergency Response Command Post (ERCP) after business hours and all County holidays.  Referrals that have a “within 5 days” response time will be assigned to regional offices.

A referral is considered to have been assigned in error when it does not meet the referral assignment criteria described in Procedural Guide 0050-504.05, Referral Assignment Criteria of the CWS Handbook (i.e., the referral was assigned to the wrong office).  If a referral is assigned in error to a regional office, the receiving office must take action within the above mentioned specified time frames.  These time frames shall also be applied to regional offices that receive a referral from another regional office.  

SAAMS UNIT – ASSIGNMENT CLERK

1. Consult with the office Duty SCSW regarding the erroneous referral assignment.  If the SCSW agrees with the current referral assignment, process the referral per existing procedures.

2. If the referral has been assigned in error, telephone the Assignment Clerk in the office to which the referral should have been assigned and provide him/her with the referral number and explain the rationale for the referral reassignment.   If the Assignment Clerk does not agree to the referral reassignment, advise the duty SCSW in your office at once.

RECOMMENDED APPROVAL LEVELS

Section
Level
Approval

A.
None


B.
None


OVERVIEW OF STATUTES/REGULATIONS

Welfare and Institutions Code Section 16501(f) states “Emergency response services consist of a response system providing in-person response, 24 hours a day, seven days a week, to reports of abuse, neglect, or exploitation, as required by Article 2.5 (commencing with Section 11164) of Chapter 2 of Title 1 of Part 4 of the Penal Code for the purpose of investigation pursuant to Section 11166 of the Penal Code and to determine the necessity for providing initial intake services and crisis intervention to maintain the child safety in his or her own home or to protect the safety of the child.  County welfare departments shall respond to any report of imminent danger to a child immediately and all other reports within 10 calendar days.  An in-person response is not required when the county welfare department, based upon an evaluation of risk, determines that an in-person response is not appropriate.  This evaluation includes collateral, contacts, a review of previous referrals, and other relevant information, as indicated.”

RELATED POLICIES

CWS Procedural Guide 0050-503.65, Referrals for Children in Surrounding Counties

CWS Procedural Guide 0050-503.85, Sealed Referrals

CWS Procedural Guide 0050-504.05, Referral Assignment Criteria

CWS Procedural Guide 0070-512.10, Correcting the Erroneous Assignment of Referrals

CWS Procedural Guide 1000-501.10, Case Assignment: From Emergency Response Command Post (ERCP) to Regional FM/R/G Children’s Social Worker

CWS Procedural Guide 1000-501.20, Assignment of Emergency Response (ER) Referrals in Regional Offices

FORM(S) REQUIRED/LOCATION

Hard Copy:

None

LA Kids:


None

CWS/CMS:


Emergency Response Document
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