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The Eligibility Worker (EW) is responsible for recording the foster care placement and eligibility determinations on the Child’s Welfare Services/Case Management System (CWS/CMS).  The EW will receive a secondary assignment to process these functions and document in the case notes.  The search command enables the user to search the CWS/CMS database using whatever information the user can provide about the individual or facility.  The information can then be retrieved from the database to perform the requested activity on CWS/CMS.

A.
WHEN:

DATA IS REQUIRED FROM THE DATABASE IN 







ORDER TO PERFORM AN ACTIVITY ON THE CWS/CMS 





APPLICATION REGARDING A CLIENT
	WHO
	      HOW

	
	

	EW

EW

EW


	1. Receive the DCFS 280 request to record a foster care placement and/or an eligibility determination for foster care.

2. Access CWS/CMS.  In the client services application, open the existing case.  The DCFS 280 indicates either the seven digit state/serial number or the nineteen digit referral or case number that includes the seven digit number.  The existing case/client shall be searched and retrieved from the database by either of these numbers or by the client’s name and birthdate.

3. SEVEN DIGIT STATE/SERIAL NUMBER.  Select start search from the search menu.  In the search dialog box, from the search type, select: client.  In the criteria box, scroll down to State ID Number - County and enter ‘19’.   Tab to State ID Number - Serial Number and enter the seven digit number.  Tab past the serial number and click the OK button. 

4. In the search results dialog box, highlight the row which indicates the client.  Double-click on the row to retrieve the abstract screens.  Review the abstract screens to determine if the correct client was retrieved from the database.  The search again command enables the user to repeat the previous search whose results were too broad to be useful.  Select this command to reopen the search dialog box.  Add additional criteria to narrow the results that display in the search results window.

5. Select open associated case from the associated menu.  In the associated case dialog box, highlight the row which indicates the client.  If the child’s history is available, determine which effective dates cover the period for the requested activity.  Double-click on the row to retrieve the case/client from the database.


NOTE:  The client services application will 





automatically default to the case management 


section, case information notebook, ID page 



for the existing case.  

6. CASE/REFERRAL ID NUMBER.  From the file menu, select the find folder command.  In the find folder dialog box, select the case or referral option button.  Data enter the nineteen digit case/referral ID number.  Follow steps 4 and 5 above.

7. CLIENT NAME AND BIRTHDATE.  From the search menu select the client.  Follow steps 3 through 5 above.  Data enter the client’s name, date of birth or any additional known information.


B.
WHEN:

UPDATING A PLACEMENT REQUEST OR PLACEMENT 





HISTORY RETRIEVAL 
	WHO
	      HOW

	
	

	EW


	1. Receive the request to record a foster care placement.

2. Access CWS/CMS.  Retrieve the existing case/client from the database.  Refer to the client search actions for complete instruction. 

3. In the Placement Management Section, select the existing placement.  In the placement dialog box, review the current and past placement effective dates. 

4. If the request to insert or update does not reconcile to the effective dates in the placement dialog box, select the history button.  The retrieve historical information dialog box shall come into focus.  Select the option button to view all the placements.  Click the OK button.  Review the placement history data to determine if an insert or update command is required.


C.
WHEN:

INPUTTING A FOSTER CARE PLACEMENT AND PAYMENT  






	WHO
	      HOW

	
	

	EW

EW


	1. After the CSW reviews the placement options retrieved by the Eligibility Worker’s search efforts on CWS/CMS and has made his/her selection for the home/facility.  Record the request for a foster care placement within 24 hours. 

2. Access CWS/CMS.  Retrieve the existing case/client from the database.  Refer to the client search actions for complete instruction. 

3. Select the start search command from the search menu.  In the search dialog box, search type:  select placement facility.  In the placement facility menu, select one of the following homes/facilities:  County Shelter/Receiving (Non EA/AFDC), Court Specified Home, Foster Family Agency, Foster Family Agency Certified Home, Foster Family Home, Group Home, Group Home Organization, Medical Facility, Relative Home, Non-Relative Extended Family Member, Small Family Home, or Tribe Specified Home.

4. Data enter into the appropriate field Los Angeles County or county where the home is located, LA Vendor ID, home/facility name, and ZIP Code.  Tab past the criteria and click the OK button.

5. The search results screen shall display the homes/ facilities retrieved from the database.  These homes/ facilities are now available to record the foster care placement and payment.  Select the new/create placement and the retrieved homes/facilities shall appear in the placement dialog box.  Select the appropriate home/facility to record the placement.


NOTE:  All prerequisites must be satisfied prior to 



recording an existing placement.  See 




Procedural Guide E030-0510, Initial 




Placement, and Procedural Guide E090-



0590, Placement/Replacement, for complete 



instruction.

6. If the search for a court specified home or relative home results in no records found, create a new placement home and substitute care provider.  A search for the substitute care provider shall also be required prior to creating a new notebook.

NOTE:
The County Shelter/Receiving Home is 




where MacLaren Children’s Center is found.  


The Court Specified Home is where the 




DCFS AWOL Child is found.


D.
WHEN:

INPUTTING FOSTER CARE PLACEMENT AND PAYMENT 




FOR A RELATIVE OR NON-RELATIVE EXTENDED FAMILY 




MEMBER

	WHO
	      HOW

	
	

	EW


	1. Receive the request to record a relative (Youakim) foster care placement within 24 hours.

2. Access the CWS/CMS.  Retrieve the existing case/client from the database.  Refer to the client search actions for complete instruction. 

3. Select the start search command from the search menu.  In the search dialog box, search type:  select Substitute Care Provider.  Data enter the first name, last name, social security number, and California driver license number.  Select the OK button.

4. If the substitute care provider is located on the database, it is not necessary to create a new substitute care provider notebook.  Retrieve the placement home from the database and proceed to record the placement.  See Procedural Guide E100-0510.11, CWS/CMS Budget Actions. 

NOTE:
If caretaker is not known to CWS/CMS 




contact the Resource Management in the 



Covina office to secure a vendor number and 


annotate it in your case notes.
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