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CLOSED REFERRALS AND CASES





DATE OF ISSUE:			March 10, 1999





APPLICABLE TO:			Unit Clerk





FORMS: 					DCFS 258, WICS WORKSHEET PART I


						DCFS 259, WICS WORKSHEET PART II


						DCFS 261, Inactive Record Transmittal and Control





DOCUMENTS:			None





SUPERSEDES & CANCELS: 	PG # C300-089, Closed Referrals And Cases And Revised DCFS 261, Inactive 							Record Transmittal And Control, Dated 12-15-98





The Unit Clerk is responsible for processing closed referrals and cases and forwarding them to the Suspense Clerk.





A.	WHEN:		A REFERRAL OR CASE IS RECEIVED FOR CLOSING





WHO�
       HOW�
�
�
�
�
UNIT CLERK�
Receive hard copy case from SCSW.


2.	Verify that the referral or case is closed on CWS/CMS.


	If not, return the referral or case to the SCSW for 			closure on CWS/CMS.


Verify that the referral or case is closed on WCMIS.  If so, proceed to step 4.


If not, determine which Service Segments (S & W) on all Separate Families and which family member(s) must be closed and made inactive.


a.	Complete the appropriate document and submit to 	the Data Entry Clerk:





	1)	DCFS 258 when family members and a separate 			family are to be closed and made inactive; or,





		NOTE:	Only one DCFS 258 can be completed per 		Separate Family.





�
�
WHO�
       HOW�
�
�
�
�
UNIT CLERK�
	2)	a DCFS 259 when family members are inactive, 			but the separate family needs to be closed.


	NOTE:	In both instances, always change the 	[FILE #] to SUSP.  Forward the WICS to the 	Data Entry Clerk in the SAAMS Unit.





4.	Complete a DCFS 259 and change the [FILE #] to SUSP 	and submit to the Data Entry Clerk.





5.	Access WCMIS daily, up to four business days, to confirm 	that the referral or case and its family members are closed 	and the [FILE #] is SUSP.





	a.	Upon confirmation of case closure, proceed to�		step 6.





	b.	If the referral or case is not closed by the 4th 				business day, contact the Data Entry Clerk to 				determine why the transaction did not function and 			what steps need to be taken to correct the problem.





	NOTE:	The Data Entry Clerk has two additional 	business 	days to close the referral or case.  Continue 	to check WCMIS to confirm case closure.  If on the 	sixth business day the referral or case is still not 	closed, bring the matter to the attention of the 	Clerical Supervisor.





6.	Print two copies of the WCMIS Case Summary verifying 	that the referral or case is closed and the [FILE #] is 	SUSP.





7.	Attach one copy of the WCMIS Case Summary to the top 	of the master case folder.





8.	File the second copy in an alphabetical file.  Destroy after 	six months.





9.	Upon receipt of the DCFS 258 or 259 from the Data Entry 	Clerk, file in the Additional Services Documentation 	Folder (red).


�
�
WHO�
       HOW�
�
�
�
�
UNIT CLERK�
10.	Complete the following fields of a DCFS 261:


a.	Case Name


b.	Adoption Name (ADOPTIONS ONLY)


c.	Closing Control Date


d.	State ID # And Assistance Unit #


e.	Adoption Number (ADOPTIONS ONLY)


f.	Check The Box -- To:  (  Suspense


g.	Check The Box -- From: (  CSW





1)	Indicate the CSW’s last name


2)	Indicate the CSW’s File #





h.	Adoption Cases (ADOPTION'S ONLY) - Check the 	appropriate boxes.


�
�
�
11.	Attach the completed DCFS 261 to the top of the case 	folder.


12.	Forward the case folder with the attached WCMIS Case 	Summary and the DCFS 261 to the Suspense Clerk.


�
�
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