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FOSTER CARE HOTLINE

	DATE OF ISSUE:

APPLICABLE TO:

LEGAL BASIS:

RELATED POLICY RELEASE(S):

NON-CWS/CMS FORM(S):

CWS/CMS FORM(S):

SUERSEDES AND CANCELS:
	09/06/01

Foster Care Hotline Agents, Foster Care Hotline Support Staff, Their Supervisor(s) and The Administrative Support Services Manager
None

None

DCFS 489-2, Placement Termination of Foster Child
DCFS 1758, Notice of Actions Affecting Child Support Notifying District 

    Attorney’s Office Placement Terminated for Foster Child
DCFS 4008, Evaluation of Foster Caregiver at Placement 




    Termination/Interim Evaluation
NOA 290,
 Notice of Action

Foster Care Hotline Work Order

None

Clerical Handbook C600-0100 (March 1998)


The purpose of the Hotline is to enable caregivers and CSWs to have a central place to call to provide or receive eligibility information regarding children in foster care.

A.
WHEN:

A TELEPHONE CALL, VOICE MAIL OR AN ELIGIBILITY 



ACTIVITY REQUEST IS RECEIVED
	WHO
	      HOW

	
	

	Foster Care Hotline Agent 


	1.
Determine the nature of the correspondence.

2.
Complete a Foster Care Hotline work order.

3.
Access the Foster Care Hotline computer system.  
Obtain the following information from the caller and 
data enter the work order type and identifying 
information.

a)
case/state/serial number

b)
case name

c) caller's name, relationship to the foster care child

d) caller's telephone number

e) caregiver's/vendor's name and vendor number

f) foster care child(ren) names and dates of birth

g) brief description of the eligibility activity


	WHO
	      HOW

	
	

	Foster Care Hotline Agent

Foster Care Hotline Support Staff
	4.
Save the Foster Care Hotline work order to the 
database.  The Foster Care Hotline computer system 
automatically assigns a reference number.

5. Assign an Eligibility Worker (EW) file number to the work order.

6.
Advise the caller to write down the work order 
reference number and the EW's file number.

7.
Inform the caller that an EW will contact him/her 
regarding the request within one business day.  If the 
caller should have further questions regarding the 
matter, advise him/her to call back and provide the 
Foster Care Hotline Agent with the 
work order 
reference number.

8.
If the telephone call is regarding a payment problem for 
a group home child(ren) or a group home address 
change, inform the group home to fax the request on 
either a Covina 71 or on their letterhead to 


(626) 858-0636.

9.
If the call is regarding a stop foster care payment, 
assign the file number as STOP, close the work order, 
and file the work order in the STOP file.

1.
Retrieve the STOP work order from the STOP file.

2.
Review the work order request on the Automated 
Provider Payments System to ensure the stop 
payment occurred.  If 
it has, shred the work order.  If it 
has not, prepare a new work order and assign to a 
STOP EW.  Attach the second work order to the first 
work order and forward to the STOP EW.


B.
WHEN:

A STOP EW SUBMITS A "STOP ACTION" REQUEST

	WHO
	      HOW

	
	

	Foster Care Hotline Support Staff
	1. Complete the following forms:

a)
DCFS 4008


	WHO
	      HOW

	
	

	Foster Care Hotline Support Staff
	b)
DCFS 489-2

c)
DCFS 1758

d)
NOA 290

2. With the exception of the DCFS 1758, mail the aforementioned forms to the CSW and caregiver.  Mail the DCFS 1758 to the appropriate California Department of Child Support Services office. 

3.
Forward a copy of all forms to the Foster Care Library 
for filing in the eligibility segment.
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