
C300-121

DUE DILIGENCE PROCEDURES

	DATE OF ISSUE:

APPLICABLE TO:

FORMS:

DOCUMENTS:

SUPERSEDES

AND CANCELS:
	06/11/01

Due Diligence Clerks, Dependency Investigation Assistants (DIAs), and Their Clerical Supervisors and Administrative Support Services Managers (ASSMs).

DCFS 9-6, Search Folder

DCFS 136, Due Diligence Search Request

DCFS 137, Search/Parent

DCFS 138, Search/Contact

DCFS 139, Search/Neighbor

DCFS 140, Search/Employer

DCFS 141, Search/Registrar

DCFS 142, Search/Postmaster

DCFS 144, Search/Motor Vehicles Out-of-State

DCFS 145, Search/Out-of-State Corrections

DCFS 146, Search/Military Services

DCFS 280, Technical Assistance Action Request

INF 254, Gov’t Agency Request for Drivers License/Identification Record 

       Information

Search Log Page

Declaration Regarding Due Diligence
Document Tracking Page

DCFS 4388, Declaration Re: Due Diligence

Manual Logs


A due diligence report documents the systematic effort made by the Department of Children and Family Services to locate a parent(s) or guardian(s) whose whereabouts and/or identity are unknown.  A due diligence ensures that all legal notice requirements are met and helps ensure that child welfare services are provided in accordance with the law.

The Dependency Investigation Assistant and Due Diligence Clerk are responsible for processing the DCFS 136 and may be asked to assist the Children's Social Worker (CSW) with formatting and/or creating the Declaration Regarding Due Diligence.

With the implementation of CWS/CMS, the DCFS 4388 and any manual logs were replaced by the Declaration Regarding Due Diligence, the Search Log Page and the Document Tracking Page within the CWS/CMS application.

If a required search and its results are not documented on the Declaration Regarding Due Diligence document or are older than six months, the due diligence is not valid and will not be accepted by the court.

REFERENCES
· CWS Handbook Procedural Guide #300-306.79, Declaration Regarding Due Diligence

· Attachment - Partial Resource Listing

A. WHEN:

SEARCHING TO LOCATE A PARENT(S) OR GUARDIAN(S) 




WHOSE WHEREABOUTS AND/OR IDENTITY ARE 






UNKNOWN

	WHO
	      HOW

	
	

	Due Diligence Clerk/

Dependency Investigation

Assistant (DIA)


	1. Receive a DCFS 136 from the CSW.

2. Review the form to ensure that it has all relevant information in order to complete a thorough search.

a)
If information is missing that can be obtained 


from CWS/CMS, access the case and retrieve 


the information necessary to complete the form 


and the search.

b)
If information is missing that only the CSW can 


provide, contact the CSW and request the 



needed information.

3. Access CWS/CMS and the case’s Document Tracking Page; document the date the DCFS 136 was received.

4. Search all areas that are checked on page 3 of the DCFS 136.  Based on the findings, contact additional agencies and/or individuals.

5.
Document the search efforts and results in 
CWS/CMS on the case’s Search Log Page.  Provide 
the following information in the specified fields:




	WHO
	      HOW

	
	

	Due Diligence Clerk/

Dependency Investigation

Assistant (DIA)


	Description

Enter a description of the search conducted.  For example, “Searched the New York City telephone directory” or “ Request for records.”

Results
Enter a description of the results of the search.  For example, “No record found” or “The search revealed the following information" (enter information found).


NOTE:  The CWS/CMS Search Log Page does not include a drop-down menu choice for all specified search areas.  For these searches, use the menu choice of “Other Search Sources.”




B.
WHEN:

CREATING THE DECLARATION OF DUE DILIGENCE 

	WHO
	      HOW

	
	

	Due Diligence Clerk/

Dependency Investigation

Assistant (DIA)


	1. Prior to creating the Declaration Regarding Due Diligence, review the Search Log Page to ensure that all search efforts have been documented.  If necessary, update the Search Log Page.  This will ensure that the fields populated by the database will be accurate.

2.
Ensure that only current (i.e., no older than six 
months) search efforts are displayed on the Search Log 
Page.  If necessary, update any outdated search 
elements.  The information documented on the Search 
Log Page will populate into the “Search Efforts” 
section of the Declaration Regarding Due Diligence 
document.

NOTE:  If new information is added to the Search Log Page after the Declaration Regarding Due Diligence is created, that information will not populate into that document.  In order for that information to populate, remove and recreate the Declaration Regarding Due Diligence.


	WHO
	      HOW

	
	

	Due Diligence Clerk/

Dependency Investigation

Assistant (DIA)


	3.
Create the Declaration Regarding Due Diligence 
document.

4.
If the search source numbers are erratic,
renumber 
them so that they are in sequence. 

Example:
9. Navy





1.
Navy


17.
DMV





2.
DMV


23.
Other





3.
Other

5.
Below the "I declare under penalty of perjury…" 
signature block, type a sentence indicating the search 
source numbers that correspond to the searches you 
conducted. 
Example:
I conducted the following searches: 1-5, 8 and 10.

If more than two staff members conducted one or more of the search efforts, copy and paste additional signature blocks as needed.

6.
Print the Declaration Regarding Due Diligence 
document.

7.
Sign the Declaration Regarding Due Diligence 
document.

8.
Submit the signed hard copy of the Declaration 
Regarding Due Diligence and all supporting 
documents (e.g., search results) to the CSW.


C.
WHEN:

ASSEMBLING THE DUE DILIGENCE FOLDER

The Search Folder (gray) must contain a separate Due Diligence Folder for each absent parent.

	WHO
	      HOW

	
	

	Due Diligence Clerk/

Dependency Investigation

Assistant (DIA)


	1. File the following documents in the Due Diligence Folder:

a) copies of the DCFS 136, letters and forms sent (right side)

b) replies received (left side)

c) copies of the Declaration Regarding Due Diligence (right side)




Prepared by: Ree Osbrink

PARTIAL RESOURCE LISTING

	Los Angeles County Jail











(213) 473-6100



	California Department of Motor Vehicles 







(916) 657-7827

(only if you have a "requestor" code)



	Department of Motor Vehicles Outside of California, see Clerical Handbook #C800-405



	California State Prisons












(916) 445-6713



	Out-Of-State Prisons, see Clerical Handbook #C800-403



	L. A. County Police/Sheriff Departments, see Clerical Handbook #C800-401



	Registrar of Voters













(562) 462-3030

	FOREIGN COUNTRY SEARCHES

International Red Cross 

17th and D Street, N. W.

Washington D.C.,  20006

(202) 737-8300

Foreign Embassies or Consulates for a specific country may be of assistance.

DCFS' International Placement Unit 


Change to (
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