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Revision Made:
The policy name, process and staff responsibilities have been 





changed.

Cancels:
Procedural Guide C300-071, Case Transfer from another Office, 



Dated, 4-10-98

DEPARTMENTAL PRIORITIES

This policy supports the Department’s priority of increasing the safety of children in DCFS’ care.

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all case transfers.
OPERATIONAL IMPACT

Procedures

A.
WHEN:

RECEIVING AND TRANSFERRING CASES
SUPPORT STAFF

1. Receive the physical case from the SCSW with the completed DCFS 4366, Case Transfer Check Sheet form attached.

2.
Within 1 business day, forward the physical case to the receiving office/unit SCSW indicated on the DCFS 4366. 

TRANSFER CLERK

1. Within 1 business hour of receiving the electronic CWS/CMS case, confirm and assign the case per existing procedures.

a)
If the case has been erroneously transferred to an incorrect office/unit, immediately notify the sending SCSW of their error, end date the secondary assignment on CWS/CMS, and reassign the electronic case to the correct office/unit.

APPROVAL LEVELS

Section
Level
Approval

A.
None
None

OVERVIEW OF STATUTES/REGULATIONS

None

RELATED POLICES

CWS Procedural Guide 1000-504.10, Case Transfer Criteria and Procedures, dated 11/04

FORM(S) REQUIRED/LOCATION

HARD COPY:
None
LA Kids:

DCFS 4366, Children’s Services Case Transfer Check Sheet
CWS/CMS:

None
SDM:
None
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