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PROBATION UNIT CLERK

SEARCH, ATTACH, ASSIGN AND MERGE SPECIALIST (SAAMS)

DATE OF ISSUE:




03/18/03
APPLICABLE TO:




The Search, Attach, Assign and Merge Specialist (SAAMS) 








who is responsible for the clearance and assignment of non-








county welfare department foster care children.  Their Clerical 








Administrator, Eligibility Supervisor (ES) and Human Services 







Administrator I (HSA I).

LEGAL BASIS:




None

RELATED POLICY RELEASE(S):
Eligibility Handbook Procedural Guide, E030-0710, 









CWS/CMS Computer Application Assignment Actions

NON CWS/CMS FORMS:


DCFS 263, WCMIS Case Clearance Worksheet









DCFS 2241, Closed Case Retrieval Report









PROB 12, Probation Worksheet









PROB 667, Placement Authorization









Detention Minute Order

CWS/CMS FORM(S):



Case Information Notebook









Case Notes









Client Relationship History 









Client Summary 









Conversion History 
SUPERSEDES AND CANCELS:

Procedural Guide C600-1160, Probation Unit Clerk, Search, 








Attach, Assign and Merge Specialist (SAAMS), dated February








1999
The Probation Placement Unit (PPU) faxes the PROB 667, PROB 12, and court minute order to the Covina Special Operations Probation Unit for initial foster care placements and replacements.

All persons identified on a PROB 667 packet are searched for on the Single Index and CWS/CMS computer systems.  When a clearance is completed, the SAAMS attaches or merges the existing client and assigns a new state number as appropriate.  The SAAMS is responsible for creating a new case on the CWS/CMS application. 

A.
WHEN:

A PROB 667 PACKET IS RECEIVED FROM THE PROBATION 



DEPARTMENT

WHO
      HOW




Probation Unit Clerk


1. Receive the PROB 667 packet.  Review the packet for client identification.  Contact the PPU if additional forms or information are needed.

2. Access the Probation Unit computer system.  Data enter the child identification.  Search to determine the child’s current status.

a) If the status indicates no record found or a closed record, process the PROB 667 packet as an initial determination.

b) If the status matches to an active child but the PROB 667 does not indicate a placement stop date, contact the PPU for verification of a stop date.  When the PROB 667 is received indicating a stop date, process the PROB 667 packet as a replacement (if less than 6 months).  If more than 6 months has lapsed, process as an initial determination.

c) If the status matches an active child with a placement stop date, process the PROB 667 packet as a replacement (if less than 6 months).  If more than 6 months, process as an initial determination.

3. Assign the PROB 667 packet to an eligibility caseload based on the workload management business rules.  Annotate the EW and file number on the top right corner of the PROB 667.
4. Deliver the PROB 667 packet to the Probation SAAMS.




Probation SAAMS

Probation SAAMS

Probation SAAMS


1. Receive the PROB 667 packet.  Review the packet for client(s) identification.  Contact the PPU if additional forms or information are needed.

2. Access the Single Index computer system.  Complete a search and clearance for each client identified on the PROB 667.

a) Activate a new state number if the search indicates no record.

b) Reactivate an existing state number if the search indicates a closed case record.

c) Activate a new separate family if the child is open on an existing state number.

3. Access the CWS/CMS computer system.  Complete a search for each client identified on the PROB 667.

a) If the search results indicate no record, create a new case.

NOTE:  A dialog box appears and asks the question, 


"You are about to create a new case without a 

referral.  The child you have selected will be 


the focus child.  Proceed?"  Select yes.  The 


CWS/CMS application automatically defaults 

to the Client Notebook.  However, complete 

the Case Information Notebook first to ensure 

the accurate "Non-CWD Case" (non-County 

Welfare Department) start date. 

i.
Data enter the following on the ID page:

· Client’s name as the case name

· Placement start date as the case start date

· Case start date as the court involvement date

· Intervention reason "Non-CWD Case" 

ii.
Data enter the service component as "FR" 
on the Service Component Page.

iii.
Data enter a primary assignment for the 
assigned EW on the assignment page.

NOTE:  The primary assignment date is the same 

as the case start date.  The EW is 



responsible for the eligibility 




determination and foster care payment as 

of the case/placement start date.

NOTE:  Data enter the date the PROB 667 was 


received in Case Notes.  If the PROB 


667 
was received 30 days after the 



placement date, the Probation 




Department is responsible for the foster 


care payment from the placement start 


date to the date the PROB 667 was 



received by DCFS.  In this situation, the 

"Non-CWD" case start date is the date 


the PROB 667 was received by DCFS.

iv.
Create a new Client Notebook for the focus 
child.  Data enter the identifying information 
from the PROB 667 on the ID and 
Demographics Pages.  Data enter the state 
number on the ID NUM page.  Save to 
database, reopen and update parents' 
information (i.e., names, address, 
relationship).


b)
If the search indicates a closed case, select the 


focus child and review the client abstract 



information.  Reconcile the information to the 


PROB 667 to ensure the accuracy of the selected 

focus child.  
i.
Create a new Case Information Notebook.  
Refer to step 3. a) i. above.

ii.
Review the ID, Demographic and ID NUM 


pages of the Client Notebook.  Data enter 


current information.

c) If the search indicates an open case, contact the CSW with the primary assignment.  This type of referral is known as a "change in jurisdiction."



WHO
      HOW




Probation SAAMS
i.
Inform the CSW of the change in jurisdiction 
and probation placement effective date.  
Request the date that the CSW will close 
their Child Welfare Services (CWS) case.  
Request that the CSW close their case with 
the reason of “600 adjudication.”

ii.
Set a control to verify the close of the CWS 
case.  If the CWS case is not closed by the 
set date, escalate to the Probation Unit 
Eligibility Supervisor.

NOTE:
The Foster Care Hotline (FCHL) 



receives the court minute order and 



stops the CWS foster care payment/ 


placement.  The Probation authorization 

for payment is received from the 



Probation Department.

NOTE:
If the Probation payment/placement  


start/stop effective dates are prior to the 

close of the CWS case, ensure that the 


eligibility caseload information is data 


entered on the unit Probation computer 


system.  This is the only way to track 


these types of cases.  The caregiver is 


paid via a manual budget.

iii.
Create a new Case Information Notebook 
when the CWS case is closed.  Refer to step 
3. a) i. above.




4. Prepare the eligibility case folder and attach the PROB 667 packet.  Deliver them to the assigned EW.

B.
WHEN:

A PROBATION ELIGIBILITY CASE IS RECEIVED 






INDICATING AN APPROVED, DENIED OR STOP PAYMENT/ 




END CASE STATUS
WHO
      HOW




Probation Unit Clerk


1. Receive a probation eligibility case indicating a status of approved, denied, or stop.

2. If the case status indicates an approval, complete the following:

a) Access the CWS/CMS computer system.  Search, retrieve and open the existing case.

b) Data enter the end date for the primary assignment on the Assignment Page of the case Information Notebook.  Data enter a new primary assignment and start date for the Probation Foster Care Library.  Refer to the Eligibility Handbook Procedural Guide #E030-0710, CWS/CMS Computer Application Assignment Actions.

3. If the case status indicates a denial, stop payment or end case, prepare and send the case to the Probation Suspense file.

4. Send the annotated PROB 667 to the PPU.

5. Update the unit controls.
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