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DEPARTMENTAL VALUES

This policy supports the Department’s priority of increasing the safety of children in DCFS’ care.  

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all eligibility segment transfers within Revenue Enhancement.

OPERATIONAL IMPACT

A.
WHEN:

RECEIVING AND TRANSERRING ELIGIBILITY SEGMENTS

ELIGIBILITY SUPERVISOR

1. Reviews the eligibility segment being transferred.

2. End dates the Secondary Assignment of the current intake or approved Eligibility Worker (EW) on CWS/CMS and assigns a secondary assignment to the Transfer Clerks In-box.

3. Forwards the eligibility segment to the Unit Clerk.

UNIT CLERK

1. Within 1 business day of receipt of case from the Eligibility Supervisor, completes the “Case Transfer Miscellaneous Transmittal” with the following information.

a)
Case Number

b) ID Number

c) Child’s Name

d) Receiving Eligibility Supervisor Name (if known)

e) Office Location Number (if known)

f) Case Type

g) Transferring Eligibility Supervisor Name

h) New Eligibility Worker file Number (if known)

2. Files one copy of the “Case Transfer Miscellaneous Transmittal” in appropriate office file.

3.
Forwards the “Case Transfer Miscellaneous Transmittal” via e-mail to the sending 
Eligibility Supervisor and to the Transfer Clerk for assignment.

TRANSFER CLERK

1. Assigns the eligibility segment within 1 business day of receiving the “Case Transfer Miscellaneous Transmittal.”

2. Reviews the eligibility segment to determine the correct office for transfer based on the following information.

a) Location of Children’s Services Worker (CSW)

b) Caseload

c) Language of the family

d) Notification by sending Eligibility Supervisor of sibling groups or files to be frozen

3.
Accesses the CWS/CMS application; click on Client Services (Teddy Bear).

4. Tabs to State ID County Number – enter 19.

5. Tabs to State ID and enter 7 digit case number (tab and click OK).

6. In search results, highlight and double click the child being researched.

Note: This will open to the Client Abstract Page.

7. Clicks on Associated, highlight and click on Open Associated Case.

Note: Item to open box comes up, click ok.

8. The Case Management Section will open.

9. Opens the Assignment Page, highlight the eligibility secondary.  If assignment for transferring Eligibility Worker is not closed double click and End Date box to add new date.

10. Clicks on the Plus Sign (located in caseload at left).  A new line will drop down for entry.

a) Click on arrow to locate the office (based on #2).

b) Click on Unit, locate the Eligibility Supervisor.

c) Click on Roll Type, highlight Eligibility worker and assign as secondary.

d) Click on File and go to “Save to Database.”

11. Completes any additional information required on the “Case Transfer Miscellaneous Transmittal.”

12. E-mails update information to both the sending and receiving Eligibility Supervisor and Unit Clerks.  Transfer Clerk will retain a copy for their records.

13. Updates the assignment information to the Active Case Transfer Log.

UNIT CLERK

1. Upon receipt of the e-mail notifying of the new an assignment Unit Clerk will prepare an address label and “Case Transfer Miscellaneous Transmittal” (6-1) attaching them to the transferring case.

2. Mails case within 24 business hours of the notification of assignment.

APPROVAL LEVELS

Section
Level
Approval

A.
Eligibility Supervisor


Review eligibility segment and assigns to the Transfer Clerks In-box.

OVERVIEW OF STATUTES/REGULATIONS

None
RELATED POLICIES

Procedural Guide C300-087, Case Transfers

FORM (S) REQUIRED/LOCATION
Hard Copy
Miscellaneous Transmittal (6-1)

Case Transfer Activity Log


Case Transfer Miscellaneous Transmittal

LA Kids:

None

CWS/CMS:

None

SDM:



None
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