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SEARCHING FOR PLACEMENT HOMES
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FROM THE CONTROL PANEL – CLICK ON RESOURCE MANAGEMENT
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Then:  OPEN EXISTING PLACEMENT HOME
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	Placement Home filter box will display, and you can select the type of home you are looking for, and enter whatever search criteria you have.

Once search results display, use the RETRIEVE DATA button on the right to do a new Search.

Double click the home you want to review.


                                                                     OR

	
FROM THE CONTROL PANEL – CLICK ON CLIENT SERVICES
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	SEARCH – Start Search

Select Placement Facility from Search Type.

Select type of home you are looking for.

Enter whatever search criteria you have.




Resource Management Searches:

· Are ‘Case Insensitive’

· Cannot return more than 25 homes

Client Services Searches:

· Phonetic Search capability for some names

· Can search using ‘WildCards’

· Can search by Region

· Can search across multiple facility types

LICENSING A FOSTER HOME – CREATING A NEW HOME

	RESOURCE MANAGEMENT
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	Open the Resource Management section of CWS/CMS.

	Create New Placement Home
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	Open the Placement Management section of Resource Management.

SEARCH for the home first (to be sure it is not in the database).

Before a home can be licensed, it must be created. 
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http://zip4.usps.com/zip4/welcome.jsp
Use this link to verify ZIP + 4 to fill in PERIWINKLE fields.   
	Use this page to identify the type of home you are licensing – Foster Family Home is the selection for a county licensed home.  Age range defaults to 0 to 18, adjust as necessary.  Enter ‘adjusted capacity’ – usually the number of children home is licensed for.  (No more than 6).

Enter physical address of the home on this page.
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	Note:  You can use the “Attach Existing Sub Care Provider” command under the ACTION menu if the provider is currently in the database attached to another home.  Be sure that home is in current work to do so.  

If the Substitute Care Provider is new, use the plus + sign in the upper left corner to add.

Complete the screen with as much information as you can, all GREEN and YELLOW fields included.

Be sure to check the Primary Provider box.
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	Use the + sign to list all children living in the home (not children placed).  

In the middle of the page, use the + sign to record the relationship of the child to the SCP.  
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	Use the + sign to list all adults living in the home.

In the middle of the page, use the + sign to record the relationship of the other adult to the SCP. 
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	Record all applicable characteristics of the home on this page.  
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	This page is read only – it is populated from the County License Case.

	[image: image14.bmp]
	This page is used to record comments about the Placement home that have been brought to the attention of a CWS staff person.  

Use the ‘Referred to Licensing’ checkbox if the comment refers to an incident, complaint or possible deficiency.
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	Special Projects – as defined by the County or State.
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	Record information about the person who will be the payee of Foster Care payments and where the payments are to be mailed.

This information will populate the SOC158A when a child is placed.
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	Use this page to document submission and receipt of background check information on SCP or any adult in the home.

	SAVE TO DATABASE


LICENSING A FOSTER HOME – A NEW COUNTY LICENSE CASE
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	Before you can create a new County License case, you must have created the placement home, and saved to the database.

Use the plus + sign to create a new county license case.

Select the placement home you are creating the case for.
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	Use this page to record status of the application.  Record the date the application received, and update application and license status to pending.   Use the + button to add a new line of history to application status box or license status box.
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	This page is used to record the license capacity of the home, age range home is licensed for, and gender.  Use this page to note whether a fire clearance is needed, and the date it was received.  
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	Use this page to document the date that the Licensing Worker makes certain contacts with the Foster Home, ie, initial visit, annual visit, etc. 

Use the plus + sign to record each contact. 

The narrative section is limited – only 4 full lines of information can be entered.
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	Use this page to document complaints, deficiencies and incidents that occur for the Foster Home.

Use the plus + sign to record each issue.

The narrative section is limited – only 4 full lines of information can be entered.



SAVE TO DATABASE

LICENSING A FOSTER HOME – UPDATING THE COUNTY LICENSE CASE
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	Open the existing County License Case that you want to record updates to:
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	Update Application Status or License Status here:

Use this page to update status of the application, use the + button to add a new line of history to application status box or license status box.

 Only a ‘County Administrator’ can revoke a license.
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	This page is used to record the license capacity of the home, age range home is licensed for, and gender.  Use this page to note whether a fire clearance is needed, and the date it was received.  
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	Record visits to the foster home here:

Use this page to document the date that the Licensing Worker makes certain contacts with the Foster Home, ie, initial visit, annual visit, etc. 

Use the plus + sign to record each contact. 

The narrative section is limited – only 4 full lines of information can be entered.
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	Complaints, Deficiencies, & Incidents:

Use this page to document complaints, deficiencies and incidents that occur for the Foster Home.

Use the plus + sign to record each issue.

The narrative section is limited – only 4 full lines of information can be entered.



SAVE TO DATABASE

RECORDING COMPLAINTS, DEFICIENCIES AND INCIDENTS
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	Open the County License case that you want to record an issue.

Select the placement home that the issue is for:
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	Complaints, Deficiencies, & Incidents:

Use this page to document complaints, deficiencies and incidents that occur for the Foster Home.

Use the plus + sign to record each issue.

The narrative section is limited – only 4 full lines of information can be entered.



SAVE TO DATABASE

PLACING AND RELEASING HOLDS ON A FOSTER HOME

If you have:  County License Case privilege – you will NOT be able to do this:
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	Open the placement home that you want to put the hold on:

	To Place a Hold on a Home:
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	Use the + plus button to activate this page.  Record the date of the hold, and select a hold reason.  

The home is only on hold in the county that placed the hold.  Other counties can continue to place in this home. 



	To Remove a Hold on a Home:
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	Once a date is entered in the ‘end date’ field, the hold will be removed.  The county can then place children in this home.




SAVE TO DATABASE

CHANGING ADDRESS OF PLACEMENT HOME

Use this function to change the address of a currently licensed placement home.  All current placements will be moved to reflect the new address.  
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	Open the placement home that you want to process a move.

	ACTION 

     Process Placement Home Move
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Complete this screen with the new information.

A message appears that reminds the user the new home will be saved, all current placements will be moved to the new home, and the process cannot be undone.

The License Status of the old home will be changed to Licensee Initiated Closure, and the ID page will indicate that SCP has moved to a new address.




MERGING DUPLICATE HOMES

Prerequisites:

· You must have the privilege of County License Case Management to merge county licensed homes.

· You must have Resource Management Placement Facility Maintenance to merge LIS licensed homes.

· You can only merge homes in your own county.

· The placement homes you want to merge must be open and available to your workstation – “in cache”.
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	Search for each placement home that you want to merge.  This will bring them from ‘Boulder’ and to your ‘cache’.  Don’t open the homes.

	ACTION

MERGE PLACEMENT HOMES


	Under the Action menu, select Merge Placement Homes.  

Merge Placement Home dialog box will appear:

Placement Home 1 reflects the home in focus.

Select the home under Placement Home 2.

MERGE

A Primary & Secondary home will be designated.  

Adjust if necessary.

Click OK.

A message will appear reminding you that once a merge takes place, it cannot be undone.

 


SAVE TO DATABASE

Merging Duplicate Substitute Care Providers

Be sure that ‘cache’ is cleared – either Save to Database before beginning, or log back on to clear cache.

Search for Duplicate Substitute Care Providers:

Double Click each client to bring up the ‘SCP Abstract’ for each.



ACTION – Merge Client

This dialogue box will allow you to see each client side by side before the merge.  

Then select a client to be Primary .

Once you accept the Merge, it cannot be undone – even if you don’t Save to Database!!

OPENING A LICENSING WORKER’S CASELOAD
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REASSIGNING A COUNTY LICENSE CASE TO ANOTHER WORKER
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	Open the existing County License Case that you want to reassign.
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	Update the New Staff Person from under the “Assigned Staff Person” drop down menu.
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Use the ‘binoculars’ to populate all Licensing Workers in the menu.  Then select the worker you wish to reassign this case to.

SAVE TO DATABASE

Recording Submission & Receipt of Background Check Information 

Note:  This page is not used to display results of a Background Check – just dates submitted and received.  It will also allow you to record Exemptions Requested, Denied and Granted – but not the specific details.
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	Open the Placement Home that you want to record the background check information in.
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	Anyone listed on this page will also appear on the Background Check page.
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	Anyone listed on this page will also appear on the Background Check page.
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	All Substitute Care providers and Other Adults will appear on this page.  Highlight an individual’s name, then use the plus + sign to add each type of background check submitted / received.  

SAVE TO DATABASE


CREATING PLACEMENT HOME REPORTS

Reports Available:

· History of Placements in the Home

· SCP – Licensing History

	FROM THE CONTROL PANEL – CLICK ON RESOURCE MANAGEMENT
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	File

Print Report

Under the ‘Area of Interest’, be sure that Placement Home Reports is selected.  Then select the report you want.  Select either Print or Print Preview.

Select the Placement Home you want to print the information for.




HISTORY OF PLACEMENTS IN THE HOME

This report identifies all of the children currently in placement in a specific placement resource, as well as all historical placements in this resource. This report provides a history of the numbers and types of children placed in a particular home. You can use this report to evaluate the home for a potential placement, determine how long children usually remain placed in the home, and the reason for their removal.

SCP – LICENSING HISTORY

This report displays Substitute Care Provider (SCP) identification information and a history of associations between the SCP and placement facilities. The second section of the report displays the history of placement home licensing issues that occurred during those periods when this SCP was associated with the respective placement homes.

CREATING LICENSING PROGRAM MANAGEMENT REPORTS

	
FROM THE CONTROL PANEL – CLICK ON RESOURCE MANAGEMENT
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	File

Print Report

Under the ‘Area of Interest’, select the category of Program Management –Licensing.

Select the Report you want, and Print.

From the dialog box that appears, select the appropriate parameters, then OK.




Available Reports

PMAGSCAP  Summary of Registry for Age and Gender of Licensed Capacity

Capacity and vacancy data on active licensed placement homes as it relates to the gender and age range criteria associated with the placement home.

PMETHCAP  Ethnicity Summary

Capacity and vacancy data for all active county licensed placement homes as they relate to all ethnicity characteristics associated with the placement home.

PMETHWRK  Ethnicity Report for Worker

Data on children whose ethnicity does not match that of the placement home they are in, including the child's name, primary and secondary ethnicity, case number, social worker ID, service component, and placement date. It also reports the placement facility's name, license number, capacity, and ethnic types.

PMLANCAP  Summary of Registry for Language by Placement Home Language

Capacity and vacancy data for all active placement homes as it relates to all language types associated with the placement home.

PMLCOMPL  Licensing Complaint Log for Foster Homes

Lists all licensing complaints filed against a foster home in the county, including name, license number, licensing social worker, a short description of the complaint, the date it was received, and the findings of the licensing staff.

PMLICMGT  Licensing Management Report

Licensing data on placement homes, grouped by foster family home type, including active and new licenses, closure of licenses, visit and annual visit status, application volume and status, total capacity for active placement homes, and license suspension volume.

PMLICREG  Licensing Registry by Type

Detailed data on every licensed foster family home in a county, grouped by foster family home type.

PMLICSTA  Licensing Statistics Report

Aggregate totals on county license case licensing for placement homes.

PMLLCHLD  Listing of Licensing Cases on Hold

Data on active placement homes that are on hold, including name, number, phone, geographic area, the start date, reason, and end date for the hold, and the licensing social worker.

PMLLCLOS  List of Children in Closing Foster Homes

Data on children in placement homes that are closing, including the child's name, state ID number, social worker's ID, and placement home information.

PMLLCWRK  List of Licensing Cases

Licensing data for active placement homes and the staff person assigned to the licensing case.

PMNOTCHG  Notice of Change in Foster Home Placement

Presents the licensing worker with information regarding all changes in child placement within his or her placement homes in the reporting period.

You need to be in Resource Management to see this Action Menu.








Choose the worker whose caseload you wish to see.  Use the binoculars to load all Licensing workers into this drop down.





This is the worker’s caseload .
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