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Home/Facility Vacancy Search, their Eligibility Supervisors 








and Human Services
Administrators
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Search Results Screen 
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The Eligibility Worker completes the foster family home/facility vacancy search based on the information annotated on the TA Action Request (DCFS 280).  State law and regulations require that a child be placed in the least restrictive, most family-like setting consistent with the best interests and special needs of the child.  The Department’s priorities for placing a child are:

1. With relatives, even if they reside outside the child’s community;

2. Nonrelative extended family members who have a pre-existing relationship to the child as defined as “any adult caregiver that has an established family or mentoring relationship with a child;”

3. If no relatives are available, a licensed foster family home within the ZIP Code from which the child was removed;

4. If a licensed foster family home is not available, a foster family agency-certified foster family home in the ZIP Code from which the child was removed;

NOTE:
If the child is being replaced, the ZIP Code used in the search for the new 


licensed foster family home and/or foster family agency-certified foster 



family home should be specified by the CSW.

5. If no foster family agency-certified homes are available, adjacent ZIP Codes will be searched using the same method outlined above until a suitable placement is located;

NOTE:
The Children’s Social Worker is responsible for the placement decision of 


the child, the Eligibility Worker is responsible for assisting the Children’s 


Social Worker in finding available vacancies.

6. A specialized placement (e.g., a group home) within the child’s community of origin, if it is required to meet the physical, psychological and/or environmental needs of the child.

A. 
WHEN: 
WITHIN ONE HOUR OF RECEIVING A DCFS 280 







REQUESTING A FOSTER FAMILY HOME/FACILITY 






VACANCY SEARCH

	WHO
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	1. Review the Workload Management Log to determine if an Eligibility Worker is currently assigned to a task for the same child.

a) If so, add the foster family home/facility vacancy search request to his/her workload.

b) If not, assign an Eligibility Worker according to Revenue Enhancement’s workload management business rules.

2. Contact the CSW with the name and extension of the EW being assigned to their search request.

3. Deliver the DCFS 280 to assigned Eligibility Worker.

1. Access the CWS/CMS application.  Determine if the application is operational.

a) If CWS/CMS is operational, review the case information notebook assignment page to determine if there is another secondary assignment indicated with another Eligibility Worker.

i)
If not, enter the secondary assignment to 
indicate the appropriate caseload unit and 
file number.  Enter the task to be completed 
in the description text box.  Proceed to step 
3.

ii)
If so, contact the Eligibility Worker to 
ensure that a duplicate task is not completed 
or reconcile a conflicting task.  When 
reconciled, proceed to step 3.

b) If CWS/CMS is not operational, check with the County Office Administrator (COA) or Computer Assistance Technician (CAT) to determine whether the problem is countywide or within the office location.

i) If CWS/CMS is operational in another office location, contact that office location.  Request a foster family home/facility vacancy search to be completed in that office location and faxed to the requesting location.  When the search results are received, proceed to step 5.

2.
Complete the placement facility match on 


CWS/CMS.

NOTE:
If it is not indicated on the DCFS 280, the 

vacancy search priority is for a foster family

home.

a) Data enter the ZIP Code the child was removed from or the ZIP Code the CSW specifies for a replacement.

i) Determine additional search criteria from the behavior characteristics indicated on the DCFS 280.  Contact the CSW for clarification of specific placements needs.  Determine the population served type.

NOTE:
If the DCFS 280 indicates that a child
              isan American Indian child ensure the 

vacancy 
search includes a licensed or 

approved American Indian foster home.


b)
Print the search results screen that displays a

               list of the homes/facilities that match the ZIP
               Code search criteria.

NOTE:
A list of ZIP Codes, by region, is 


available on LA Kids.  See the Clerical 

Handbook, General Information C800-

404, DCFS Office Jurisdiction by ZIP 

Code.


c)
If the search results indicates “maximum hits” 

for the search criteria:

i)
Select “search again” and data enter 

the population served criteria.



Continue to 
“search again” if 



additional characteristics are indicated 

until a placement facility match search 

result is available.


d)
If search result indicates “no hits” for the ZIP 

Code that the child was removed from or last 

placed:

i) Select “search again” and select the foster family agency-certified home for the ZIP Code that the child was removed or last placed.

ii)
Repeat steps 2.(a) and (b) above.


e)
If the search results do not indicate enough 


foster family homes or foster family agencies for 

the ZIP Code that the child was removed from, 

complete the search again in adjacent ZIP 


Codes.  
Complete the search for foster family 

homes first then the foster family agencies
               within each ZIP Code before searching the next 
               adjacent ZIP Code.

3.
Search and locate a minimum of 15 foster family 
agency-certified homes prior to searching for a group 
home.  Include in the count of 15 the “no vacancy” 
or “not available” searches.

4. Contact each caregiver/provider listed on the search results screen to determine if there is a vacancy for this child.

NOTE:
If the search result indicates no telephone 

number for the contact person, open the 

placement home notebook to obtain the 


number.


a)
Determine the total number of children that the 

caregiver currently has in his/her home,
               including the number receiving the foster care 
               basic rate and/or specialized care increment and
               the 
number of the caregiver’s own children 
                currently living in the home.


NOTE:
The Eligibility Worker cannot give the 



caregiver any information regarding 



licensing issues.  Refer the caregiver to 



Community Care Licensing.



i)
Reconcile the number of children in his/her 


home on CWS/CMS with the caregiver’s 


statement of the number of children in 



his/her home.


NOTE:
It is the Department’s policy that the 



maximum number of children placed in 



one foster family home/facility cannot 



exceed six, including their own 





children.  In addition, there cannot be 



more than two children with a 





specialized care increment.



ii)
After reconciliation, if the caregiver 



currently has more than six children or
                      more than two children with a specialized 
                      care
increment, annotate the search results 
                      report and deliver a copy of the “history of 


placement in home” report to the CSW.



iii)
If the caregiver currently has fewer than six 


children or less than two children with a
                      specialized care increment, proceed to step 


4.c).


b)
Review the placement home notebook for 


each caregiver that indicates vacancy.  If the 


ID page “On-Hold Information” indicates a 


start/stop date and reason, print the screen 


and attach it to the search results.  If there 


is data in the description text box, print the 


screen and attach it to the search results.


c)
Annotate the caregiver’s comments, such 


as, no vacancy and/or not available, for each 


caregiver contacted on the printed search 


results.


d)
Once the CSW has chosen a placement 



facility/home, call the caregivers not 



selected and inform them that they were not 


selected for this child’s foster care 




placement.

5. Attach the annotated search results report and screen prints, if appropriate, to the DCFS 280.  Deliver to the CSW.

6. Receive the DCFS 280 indicating the selected home/facility and request for a placement package and Medi-Cal letter.

7. Enter the placement and payment on CWS/CMS.  Complete the placement package, including the Medi-Cal letter.  Deliver to the CSW.  Refer to Foster Care Eligibility Handbook Procedural Guide E090-0590.  (E030-2200), Technical Assistance Placement/Replacement.
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