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  New Policy Release

 FORMCHECKBOX 
  Revision of Existing Procedural Guide E030-0740, Print Actions, dated 11/22/96

Revision Made: The title and Procedural Guide number have changed.  In addition, the Procedural Guide has been revised to reflect updated work practices, language is consistent with current terminology and the format has been updated.
Cancels: None
DEPARTMENTAL VALUES

The department continues to focus on three priority outcomes: Improved safety for children, improved timelines to permanency with the first permanency option being reunification, and reduced reliance on detention as the only method to assure safety for children. 

This policy supports the Department’s efforts to ensure the safety of DCFS supervised youth by providing instruction and guidelines for Eligibility Workers.

WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new and existing cases.

OPERATIONAL IMPACT

The Eligibility Worker is responsible for recording the foster care placement, foster care payment and eligibility determination or redetermination in the Child Welfare Services/Case Management System (CWS/CMS). The EW will receive a secondary assignment to process these functions and document the case activities in the CWS/CMS case notes. 
PRINT ACTIONS - The print report command lets you print reports from the client services and caseload applications. To print a report, CWS/CMS automatically exits to Microsoft Word and returns to the application when the report is complete. 

DOCUMENT – Documents provide information about one notebook within a case or referral at a time. A letter, form, or any type of “paperwork” that you create on your computer by typing information can be saved on your computer or other source of storage (i.e. USB Flash Drive, Thumb Drive, Memory Stick) so it can be retrieved for review or change at a later date. 

REPORT – Reports are based on the information in the CWS/CMS system on the date of the generation. They produce a snapshot of specifically requested data. You “run” and print a report; and in most cases the report can be saved but it may not be modified.
SCREEN – The screen print is to document an action taken or to consult with another worker to reconcile a payment problem.

Procedures

A. WHEN:
DOCUMENT.  WHEN IT IS NECESSARY TO HAVE A HARD               



COPY
Technical Assistant Eligibility Worker (TA/EW) Responsibilities

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

2. Access the CWS/CMS computer system.  In the client services application, search, retrieve and open the existing case.  

3. Select start search from the search menu.  In the search dialog box, from the search type, select: client.  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.  

5. Select open associated case from the associated menu.  In the associated case dialog box, highlight the row which indicates the client.  Double-click on the row to retrieve the case from the database.

NOTE:
The client services application will automatically default to the case   management section for the existing case.  
6. Complete the secondary assignment and eligibility task per the existing procedure.  The data recorded in the case, client, and placement notebooks will populate the appropriate report.

7. Open the new/create document placement or document client notebook.  Select the agency/foster home or group home agreement from the document placement dialog box.  Select the Health and Education Passport (HEP) from the document client dialog box.  These documents are populated from the completed placement or client management section.  Press the OK button.  The system automatically defaults to Microsoft Word.  When the document is populated and ready to view, maximize the window icon at the bottom left of the screen.

NOTE:
Existing HEP may have outdated information. Remove the existing and 


create a new for current information to be delivered to the current 



caregiver. 
8. Print the document in Microsoft Word per the existing procedure

9. Prepare and include the document in the placement packet.  Deliver the placement packet to the CSW.
B. WHEN:
FC 2 STATEMENT OF FACTS SUPPORTING AN ELIGIBILITY DETERMINATION TO FOSTER CARE WHEN IT IS NECESSARY TO HAVE A HARD COPY
Eligibility Worker Responsibilities

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

2. Determine eligibility to AFDC-FC.  Complete the FC2 notebook.  The FC2 contains identifying information about the child, his/her parents, deprivation factors, income and insurance.  The purpose of the FC2 is to document deprivation and income factors pertinent to this child in order to determine eligibility for foster care payment.  The FC2 is generated annually when the child remains in out-of-home placement.  

3. The notebooks that populate the FC2 report are the client, case information, placement, placement home, substitute care provider, education, education provider and FC2.  Review the data recorded in these notebooks.

4. Select print report from the File Menu.  Select client reports in the area of interest box.  Select FC2, Statement of Facts Supporting an Eligibility Determination in the report name box.  Select print preview if you desire to view prior to printing otherwise, select the print button.  The report will automatically default to Microsoft Word.  Maximize the window.  The report allows direct data entry for missing information in print preview mode or use “save as” feature. 
5. The date that eligibility was last determined on the AFDC-FC page of the client notebook, creates the reminder for the next FC2.  If conditions of eligibility change prior to the redetermination month, change the date eligibility was last determined to be the current date.  This will enable the user to create a new FC2.
C. WHEN:
MC 250 APPLICATION FOR MEDICAL ASSISTANCE. WHEN IT IS NECESSARY TO HAVE A HARD COPY.

Eligibility Worker Responsibilities

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

2. Determine eligibility to medical assistance.  If a child is eligible to AFDC-FC, (s)he is automatically eligible to Medi-Cal Benefits.  The MC 250 contains the child’s background information, amount of money being paid from public funds for the child’s care, information on the responsible public agency and contact person.  The purpose is to request Medi-Cal coverage for a child who is not living with a parent and for whom public funds are to be provided.

3. The notebooks that populate the MC250 are the Medi-Cal application, FC2, client, case, placement, placement home, and substitute care provider.  Review the data recorded in these notebooks.
4. Select print report from the File Menu.  Select client reports in the area of interest box.  Select MC250, Medi-Cal Application in the report name box.  Select print preview if you desire to view prior to printing otherwise, select the print button.  The report will automatically default to Microsoft Word.  Maximize the window.  The report allows direct data entry for missing information in print preview mode or use “save as” feature. 
D. WHEN:
REPORT. WHEN IT IS NECESSARY TO HAVE A HARD COPY 




REPORT
Eligibility Worker Responsibilities

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

2. Access the CWS/CMS computer system.  In the client services application, search, retrieve and open the existing case.  

3. Select start search from the search menu.  In the search dialog box, from the search type, select: client.  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.

5. Select open associated case from the associated menu.  In the associated case dialog box, highlight the row which indicates the client.  Double-click on the row to retrieve the case from the database.

NOTE:
The client services application will automatically default to the case 
management section for the existing case. 
6. Complete the secondary assignment and eligibility task per the existing procedure.  The data recorded in the case, client, and placement notebooks will populate the appropriate report.

7. Select ‘Print Report’ from the file menu.  Select ‘Client Reports’ from the print report dialog box area or interest field.  Select the appropriate report from the report name field.  

8. Application for Cash Aid.  This report is the application form for foster care funds and Medi-Cal coverage that can be initiated when a child is placed in out-of-home care.  This report is generated from the SAWS 1 notebook.

a. Select the option button in the SAWS 1 dialog box as follows:

i) Cash Aid:  ‘yes’

ii) Food Stamps:  ‘no’

iii) Medical Assistance:  ‘yes’

iv) Other Programs:  ‘yes’

9. Assignment History.  This report presents a history of all current and previous staff persons assigned to the case in focus.  This report is useful for tracking the last known TA/EW who completed an eligibility task.

10. Client Relationship History.  This report lists all client relationships that a child has had with any clients, living or deceased.  This report is useful when processing a relative (Youakim) foster care evaluation.

11. Client Summary.  This report presents a summary of key demographic, family, placement, and case information about the focus child.  This report is useful to duty workers and supervisor for a quick summary of a child’s case. 

OR

SD Field Worksheet. This is an alternative form for Client Summary.  To access this report, after selecting “Print Report,”  you would click on County Specific Report. This San Diego Worksheet has been added to LA County reports and is one used by LA County Children’s Services Workers. It also contains a summary of the child’s information, similar to Client Summary. 
12. Facts Supporting Eligibility for AFDC.  The purpose of the report is to record deprivation and income factors pertaining to the focus child to determine eligibility for foster care payment.  This report is generated from the FC 2 notebook. 

a. Select the focus child from the dialog box.  Select print preview.  Maximize the Microsoft Word window.  The report allows the user to type corrections or additional information onto the report prior to printing. 
13. History of Child Placements.  This report presents all instances of foster and non-foster placements, placement home name, address, and type of home placement, start dates, and end dates for a focus child.  This report is useful for tracking placement dates when a payment correction is needed. 
14. Medi-Cal Application (MC 250).  This report is the Medi-Cal application for the focus child who is not residing at home, on whose behalf public funds are being expended for care.  This report is generated from the Medi-Cal notebook. 
15. Temporary Custody Locations.  This report lists all temporary custody episodes and specific shelter placements for a focus child.  This report is useful in the determination of eligibility at initial, redetermination or if the conditions of eligibility change.
NOTE:
Another very useful tool is the Navigation Tool Icon on the far right of the control panel. Instead of clicking on all the tab pages in a Notebook, the Navigation Tool allows all pages to be seen in one printable document.
E. WHEN:
SAWS 1 APPLICATION FOR CASH, FOOD STAMPS, AND MEDICAL ASSISTANCE. WHEN IT IS NECESSARY TO HAVE A HARD COPY. 
Eligibility Worker Responsibilities

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

2. Determine eligibility for public assistance.  The SAWS 1 document contains identifying and qualifying information for assistance with cash aid, food stamps, and/or medical aid.  The purpose of this document is to apply for foster care assistance and/or medical assistance for a child placed in out of home care.

3. The notebooks that populate the SAWS 1 are case, client and SAWS 1.
4. Select print report from the File Menu.  Select client reports in the area of interest box.  Select SAWS 1, Application for Cash, Food Stamps, and Medical Assistance in the report name box.  Select print preview if you desire to view prior to printing otherwise, select the print button.  The report will automatically default to Microsoft Word.  Maximize the window.  The report allows direct data entry for missing information in print preview mode or use “save as” feature. 
5. The SAWS 1 is completed at the initial application and the creation of the out of home placement.  Any break in placement would necessitate a new application to be completed for the same client.
F. WHEN:
A NOTEBOOK/PAGE SCREEN IS NEEDED TO VERIFY A COMPLETED TASK OR TO BE USED IN TRAINING OR PROVIDE DOCUMENTATION TO VERIFY 1ST  WORKER DATA ENTRY (e.g. 2nd WKR ADDING DATA TO 1ST WORKERS INPUT)
Eligibility Worker Responsibilities
1. Receive the DCFS 280 request to record a foster care placement and/or an eligibility determination for financial participation.

2. Access the CWS/CMS computer system.  In the client services application, search, retrieve and open the existing case.  

3. Select start search from the search menu.  In the search dialog box, from the search type, select: client.  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.

5. Select open associated case from the associated menu.  In the associated case dialog box, highlight the row which indicates the client.  Double-click on the row to retrieve the case from the database.

NOTE:
The client services application will automatically default to the case 
management section for the existing case.  
6. Complete the secondary assignment and eligibility task per the existing procedure.

7. PRINT SCREEN ACTION.  From the start toolbar or desktop icon, open Microsoft Word.  Minimize Microsoft Word.

8. Bring the CWS/CMS screen, which is to be printed, into focus.  Press the ‘Print Screen’ key located on the top row of the keyboard.  

NOTE:
The print screen key allows the computer to store the screen in 
memory.  
9. Maximize Microsoft Word.  Use the menu or icon to complete the following:

a) ‘Open’ a new document; 

b) ‘Paste’ the screen print from CWS/CMS.  The notebook page will appear on the document;

c) ‘print’ the document, annotating if desired;
d) ‘Close’ the file.  A dialog box will ask if you want to save the document.  Click ‘no’. 

10. Minimize Microsoft Word.  The CWS/CMS application will return to the notebook page.

11. If it is necessary to scroll to the field on the notebook page, the print screen process will need to be repeated for the scroll portion. 

FORM(S) REQUIRED

DCFS 280

Technical Assistant Action Request

DOCUMENTS:

Case Information Notebook

Client Notebook

FC 2 Notebook

Medi-cal Notebook

Placement Notebook

SAWS I Notebook
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