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SEARCH, ATTACH, ASSIGN AND MERGE SPECIALIST (SAAMS) CLERK RESPONSIBILITIES

Date issued:


03/16/05
 FORMCHECKBOX 

New Policy Release

(
Revision of Existing Procedural Guide C300-051, Search, Attach and Merge/

State Identification Number, dated, November 2004


Revision Made:
Instructions have been added to address referrals on out-of-






home abuse.
Cancels:
None

DEPARTMENTAL PRIORITIES

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

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new referrals. 

OPERATIONAL IMPACT

A SAAMS Clerk is a specialist in, and responsible for the following tasks: 

· Searching, adding and/or correcting client information on the Child Welfare Services/Case Management System (CWS/CMS) and the Welfare Case Management Information System (WCMIS).

· Completing a thorough search on WCMIS and CWS/CMS for every client on a referral or case.

· The (re)activation of WCMIS case numbers and/or separate family segments.

· Merging duplicated clients in CWS/CMS and creating new and/or attaching existing clients in CWS/CMS and WCMIS.

· Correcting erroneous information on the Automated Provider Payment System (APPS) - Financial Authorization Document (FAD) exceptions.

· Identifying and correcting duplicate case records on open and/or closed cases on WCMIS and CWS/CMS.

· Processing SAAMS Data Inquiry and Action Request forms submitted by CSWs.  These requests consist of: creating clients, attaching and/or merging any client(s) that are found to already exist on CWS/CMS, correcting client information, and issuing new state ID numbers for children when parental rights have been terminated.

· Requesting closed cases from Suspense and/or storage.

· Recording WCMIS case numbers and case names on the ID Num Page of the Client Notebook in CWS/CMS for clients with allegations of abuse and their siblings under the age of 19.

· Receiving the Expedited Response Alert forms from the Child Protection Hotline (CPH) and immediately forwarding the Alert to the Duty ER SCSW.

· Searching the Foster Care Search (FCS) application on referrals regarding an out-of-home caregiver and annotating the bottom of CWS/CMS’ Screener Narrative with the caregiver’s information.

The SAAMS Clerks may be asked to provide additional duties at the discretion of their administration.

A.
WHEN:

A REFERRAL IS RECEIVED FOR CLEARANCE
SAAMS CLERK

When performing the following searches, complete a DCFS 263 to document the findings and to indicate what actions are taken.

1. Search WCMIS and Single Index for each person listed on the referral. 

a) When a closed record is found, reactivate the existing WCMIS State ID number.

b) When there is no record, activate a new WCMIS State ID number.

c) When there is an open record, annotate the “Comments” section of the DCFS 263 with the State ID number and File number of the CSW to which the referral/case is open.  Return the referral to the Assignment Clerk.

d) When the referral is regarding abuse in out-of-home care (i.e. foster home, small family home or group home), annotate the bottom of the Screener Narrative as follows, “Caregiver’s name – license #: (e.g. John Doe – license # 12345678).  The caregiver’s license number can be located by accessing the case of one of the children listed on the referral and going to the ID Page of the Existing Placement Home Notebook.  

e) For relative and non-relative extended family member caregivers, annotate the bottom of the Screener Narrative as follows, “Caregiver’s name and relationship to child (e.g. Mary Smith – maternal aunt). 

2. Search CWS/CMS for each person listed on the referral.

a) When a duplicate client is identified, perform a client merge.

b) When prior referrals/cases are found with additional people other than those listed on the referral, annotate the DCFS 263 with this information.

c) Enter the WCMIS Case Number and Case Name on the ID Number Page of 


the Client Notebook.

3.
When the search indicates a prior case is in storage, complete and mail a DCFS 2241 to File Keepers requesting the case. 

4. When the case is in the assigned office’s Suspense or another office's Suspense, complete and mail/forward a DCFS 213 requesting the case.  

a) Annotate the DCFS 263 with the location from where the case has been requested.

5. Sign and date the DCFS 263. 

a) If appropriate, include a copy of either the DCFS 213 or DCFS 2241 along with any WCMIS or CWS/CMS screen printouts.

6.
Staple the DCFS 263 and any other documentation to the referral and return to the Assignment Clerk.

B.
WHEN:

AN EXPEDITED RESPONSE ALERT FORM IS RECEIVED FROM 



THE CHILD PROTECTION HOTLINE (CPH)

SAAMS CLERK

1. Receive the Expedited Response Alert form from the Child Protection Hotline.

2. Annotate the Expedited Response Log with the following information:


a)
Referral number


b)
Case name


c)
CSW file number (if there is an open referral/case)


d)
Fax time


e)
Time SCSW received the Expedited Response Alert form


f)
Signed by


g)
Date

3.
Photocopy and file in designated office file.

4. If Expedited Response Alert form has enough information, perform a preliminary search on CWS/CMS and WCMIS.

a) If there is an open referral/case, forward alert to the appropriate SCSW.

b) If there is no open referral/case, forward the alert to the duty SCSW.

APPROVAL LEVELS

Section
Level
Approval

A.
None

B.
None

OVERVIEW OF STATUTES/REGULATIONS

Welfare and Institutions Code Section 16504, states in part that any child reported to the county welfare department to be endangered by abuse, neglect, or exploitation shall be eligible for initial intake and evaluation of risk services.  Each county welfare department shall maintain and operate a 24-hour response system.  An immediate in-person response shall be made by a county welfare department social worker in emergency situations in accordance with regulations.

RELATED POLICES

CWS Handbook, Procedural Guide 0050-503.15, Child Protection Hotline (CPH): Determining Response Times, dated, October 2004
Clerical Handbook, Procedural Guide C100-091, Verifying Referral Assignments within Time Frames, dated, October 2004

FORM(S) REQUIRED/LOCATION

HARD COPY:
DCFS 213, Request for Case Record

DCFS 263, Case Clearance Worksheet

DCFS 264, SAAM Data Inquiry and Action Request (1/99)

DCFS 2241, Closed Case Retrieval Request

LA Kids:

Expedited Response Alert
CWS/CMS:

Screener Narrative

SDM:


None
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