C500-002

PROCESSING APPLICANT

CASE OPENINGS

DATE OF ISSUE:




02/27/02


APPLICABLE TO:




Applicant Intake Adoptions Assistant, ITC/Applicant Case 







Clerks, SSC/Applicant/Opening Clerks, Intermediate









Supervising Typist Clerk, and Adoptions Regional Clerical 







Administrator

LEGAL BASIS:




None


RELATED POLICY RELEASES:

None

NON-CWS/CMS FORMS:


DCFS 6-1, Miscellaneous Transmittal









DCFS 9-11, Applicant Folder 









DCFS 708, Child Placement Needs Assessment









DCFS 1950, Case Activity Log









DCFS 4362, Permanency Planning/Adoption Assessment









DCFS 5550, Adoption Home Study Referral Form-Part II









DCFS/A 96, Applicant Intake History









DCFS/Adoptions 50, Adoptive Family Study Sheet









DCFS/ADOPTIONS 385A, Order of Filing Material in “A” 







Case









DCFS/A 405, A-Check Doc, Applicant Case Checklist









DCFS/A 407, Home Study Referral Form, Attachment C









Adoption Liaison Worker’s Response and Signature Block









Adoptions SAAMS Unit Internal Check List









Applicant’s Appointment Letter (Long Letter)









Applicant’s Appointment Letter (Short Letter)









Applicant Master File Card

CWS/CMS FORMS:



Applicant’s Adoption Home Study Notebook

SUPERSEDES AND CANCELS:

None

The applicant assignment unit processes applicant case openings from three referral sources: an applicant who requests a child, a CSW who refers an applicant to adoptions or a CSW who refers a caregiver who has a child in the home.  The applicant assignment unit clears, assigns and sets up the physical case record.  Accurate records are very important for many reasons, including funding.  Thus, it is necessary to avoid duplicate records, correct any errors when they are found and track the case assignments.

It is important to differentiate between attaching an applicant to a child and matching an applicant to a child as the two terms are often confused.  Attaching is done in the Adoptions Integrated System, because Adoptions needs to track information very early in the adoption process, while matching is done in CWS/CMS after certain criteria are met and the applicant case is approved.
Also, the CWS/CMS and the AIS programs are compatible and CWS/CMS automatically updates AIS.  The update appears the next day on AIS.

A. WHEN:   THE ADOPTION ASSESSMENT AND ATTACHMENTS ARE 


   RECEIVED FROM PRU COORDINATOR FOR PROCESSING

	WHO
	       HOW

	
	

	Applicant Intake Adoptions Assistant
	1. Review the adoption referral and attachments that includes the DCFS 4362, Permanency Planning/Adoption Assessment with the “Activate Now” instructions.

a. If an Adoption CSW will be assigned, initiate and complete the DCFS/A96.

b. If a referral will be made to a private adoption agency, attach the DCFS/A 407.

c. Record receipt of page one of the DCFS 4362 Permanency Planning/Adoption Assessment with the “Activate Now” instructions and add the date the DCFS/A 96 is forwarded to the Applicant Case Opening Desk Unit.

2.
Forward the request to the Applicant Case Opening 
Desk Unit for assignment.


B.
WHEN:   A REQUEST IS RECEIVED FOR OPENING AN APPLICANT 



   CASE RECORD

	WHO
	       HOW

	
	

	Applicant Assignment Clerk

Applicant Assignment Clerk

Applicant Assignment Clerk

Applicant Assignment Clerk


	1. Within three days of receipt of a request to open an applicant case record from the Placement and Recruitment Unit, complete the following:

NOTE:
A request for a specific child is not attached 

to this request.

a. Check for a completed DCFS/A 96 and the applicant’s signed and dated application for adoption.

b. Clear the DCFS/A 96 on CWS/CMS under Client Services and Placement Home Search, STATS Database for open Applicant cases and/or duplicate clients and Master Files for closed or final adoption cases completed five years ago or longer.

1)
On CWS/CMS in Search Type, if there 

are multiple same names, you must 

match each name on the application 

with the correct address for the 


name(s).

2)
On CWS/CMS in Placement Facilities, 

type the name of the applicant(s), then, 

select the facility type and verify each 

applicant’s correct name and the 


address.

c.
Record the date cleared and initial in the 
disposition section of the DCFS/A 96.

d. Prepare the applicant folder and assign an applicant case number.

e. Make and attach a label to the applicant folder that includes the name(s) of the applicant(s) and the case number.

f. Forward the applicant case number and name to STATS Unit.

NOTE:
AIS will be updated automatically the 

next day since CWS/CMS and AIS are 

compatible.

g. Complete the applicant card and forward to master files.

h. Send the applicant case record to the Adoptions-AA99 desk on a DCFS 6-1.

i. File the initialed transmittal when it is returned.

2. Within three days of receipt of a DCFS/A 96 from a CSW to open an applicant case record forwarded by the Placement and Recruitment Unit, complete the following:


NOTE:
The Applicant Intake Adoptions Assistant 


forwarded a completed DCFS/A 96, the 



DCFS/A 407 Home Study Referral Form, 


Attachment C Adoption Assessment and the 


DCFS 4362 Permanency 






Planning/Adoption Assessment to the 



Applicant Case Opening Desk Unit.

a. Clear the case on CWS/CMS under Client Services and Placement Home Search, STATS Database for sibling cases, open Applicant cases and/or duplicate clients and Master Files for closed or final adoption cases completed five years ago or longer.
1) On CWS/CMS, enter Search Type and if there are multiple same names, you must select each name and verify the address.

2) On CWS/CMS, enter Placement Facilities and type the name of the applicant and then, select the facility type and verify the applicant’s correct name address.


b.
Create an Applicant’s Adoption Home Study 

Notebook on CWS/CMS.


c.
Set up the applicant folder and assign an 


applicant case number.

d. Make and attach a label to the applicant folder that includes the applicant name(s) and applicant case number.

e. Enter the basic applicant information on AIS.

f. Complete the applicant file card and forward to master files.

g. Mail an applicant’s appointment letter (short letter) with adoption worker’s name and file a copy in applicant case folder.

h. Send the case folder to worker’s SCSW on a DCFS 6-1 Transmittal (original and one copy).  Use third copy for mailing and retain one copy.


i.
File the copy of the transmittal when it is 


returned initialed from the CSW.

j.
Complete the Adoptions SAAMS Unit Internal 

Checklist if the adoptions worker is “in-house”.



	Applicant Assignment Clerk
	3. Within three days of receipt of a request for an applicant case opening for a specific child from the region forwarded by the Placement and Recruitment Unit, complete the following:

NOTE:
The Placement and Recruitment Unit 


forwarded a completed DCFS/A 96, the 


DCFS 5550, Adoptions Home Study 


Referral Form-Part 11 and the First Alert 

Unit section of the DCFS/A 405, A-Check

DOC, Applicant Case Checklist to the 


Applicant Case Opening Desk.

a.
Complete the remaining portion of the DCFS/A 
405 A-Check Doc, Applicant Case Checklist.

b. Clear the case on CWS/CMS and STATS Database for current related Applicant cases and Children’s cases and final adoptions five years or less and with Master Files for closes or final adoption cases completed five years ago or longer.


c.
Assign to the current CSW or a previous CSW 

if applicable or assign a CSW as a secondary 

worker.

d. Create an Applicant’s Adoption Home Study Notebook on CWS/CMS.

e.
Assign an applicant case number and enter the 
basic applicant information onto the STATS 
Database

f.
Follow the instructions on the Applicant 
Assignment Unit section on DCFS/A 405, A-
Check Doc, Applicant Case Checklist.

g. Prepare the appointment letter (long letter) which includes the CSW’s name, file number and phone number and mail to the applicant

h. Send the applicant case to the CSW with a DCFS 6-1 (original and one copy).  Use the fourth copy as a mailer and retain one copy.


NOTE:
File the copy of the DCFS 6-1 when it 


is returned initialed from the CSW.

i. Complete the Adoptions SAAMS Internal Checklist if the CSW is “in house.”



	
	


APPLICANT CASE CHECKLIST

Applicant Name(s)_______________________________A-Case #_____________

Assigned CSW__________________File Number________Number of Minors____

	FIRST ALERT UNIT


                                                                                                                                    Address page_____

( Review Adoptions Assessment and child’s placement notebook (CWS/CMS)        Crt Info. page_______
                                                                                                                                   Applicant page______

( Verify next hearing date (CWS/CMS) via minute order and enter in CWS/CMS if not present

( Made secondary assignment to First Alert Unit                                                      
( Determine case activation status                                                               Pre-CWS/CMS Assgt.   
FOR ACTIVATED CASES                                                                               ( Adoptions

( Complete DCFS/A 96 for In-house/Grandma’s House  OR                         ( Grandma’s House

( Complete DCFS/A 407 for Private Agency Referrals

( Make secondary assignment to Applicant Assignment Unit                        ( Private Agency

( End Date secondary assignment to First Alert Unit                                        

( Route Hard Case to Assignment Desk                                                         
FOR NON-ACTIVATED CASES                                                                       
( Make secondary assignment to either Tracking Unit or 5400 Pending File

( End Date secondary assignment to First Alert Unit                                     Date/Initials:__________

	APPLICANT ASSIGNMENT UNIT


( Search STATS, CWS/CMS and Master Files for sibling cases, open A cases and duplicate clients.

( Make secondary assignment to A/C CSW or Private Agency Home Study Unit (Nancy Chess).

( Notify Regional CSW of Assignment via e-mail.

( Route hard case to STATS OR ( Private Agency Cases to Applicant Units.    Date/Initials:_______

	STATS


( Issue A number (Grandma’s House and Adoptions A/C CSW Homestudies only).

( Route hard cases to Attached or Unattached Applicant Unit.                     Date/Inititals__________

	APPLICANT UNITS


( Perform Substitute Care Provider Search

( Create/Update Placement Home notebook

( Create Update Substitute Care Provider notebook

( Perform placement home merges as appropriate and possible

( Complete 280/708 for any duplicate homes that cannot be merged

( Create Homestudy Notebook            ( Enter Applicant Number            ( Enter A CSW’s name

( End Date secondary assignment to Applicant Assignment Unit

( Route hard case to SCSW of assigned CSW (In-House Homestudy) or (Private) Nancy Chess

                                                                                                                       Date/Initials___________
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