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Using the Collateral Notebook to Record Relative/NREFM Assessment 

	Create the Individual as a Collateral:
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	Complete these pages with as much information as you have regarding the individual.

Be sure that all children that may be placed are listed on the Related Clients page.
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· LiveScan Rec’d

· DOJ CACI Rec’d

· FBI Requested

· DOJ RAP-Backs Requested

These checks at minimum must be entered.
	The collateral’s name will appear on this page.

Use the + to add information regarding criminal clearances requested, rec’d, etc.

Record status updates on this page as received.
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	Use the + to select the children that the assessment is being done on behalf of.  

Complete this page with the appropriate relative assessment information.  

Note:  The Approval Worker and Supervisor will not be enabled unless all the required background checks have been entered.

Once all required entries are made, the screen becomes Read Only.

	Generating the SOC 815, 817, 818 ‘s
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	Select the document you want to create from the list.

Select the relative you want the assessment document created for.  The forms will be populated with information from the Relative/NREFM Assessment page.  

The Declaration and Agreement page of the SOC 818 can be created in English or Spanish.

	SAVE TO DATABASE
	


If this relative is approved for placement, this assessment can be ATTACHED to the placement.

QUICK GUIDE TO RELATIVE PLACEMENT – 5.5 Release

Note:  If you are placing multiple children in the same home, you must open each child’s case.
	STEP 1:  Review Each Child’s Client Notebook to be sure they have an Active State ID number . 
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	TIP:   All children to be placed must have an active STATE ID number.  

If there is not an Active State ID number, follow your county’s procedure for obtaining and entering number.

	STEP 2:  SEARCH  for Relative Placement Home 


	Search for ‘Placement Facility’ and Type as Relative/NREFM Home to see if this relative home has already been entered into CWS/CMS.

If the Relative Home is already in the system, open the home and go to Step 4:  

	STEP 3:  Create New Placement Home
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	Complete this page with as much information as you have.

Be sure to enter the number of beds needed in the Adj. Cap. box on the ID page of the placement home.

http://zip4.usps.com/zip4/welcome.jsp  Use this link for Zip + 4 for the Placement Home address.

	STEP 4:

 If the Relative Assessment has been approved in the Collateral Notebook – SKIP this step.
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	If you found the SCP in your search, use the ‘Attach Existing Sub Care Provider’ command in the menu bar to attach them to the home.

If your search did not find SCP, use the plus + sign in left corner to activate the page, and record as much information as you have.

Be sure to check ‘Resident’ and ‘Primary Provider’.
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	Complete these pages with as much information as you have.  Complete all YELLOW and GREEN fields.

	If the Relative Assessment has been approved in the Collateral Notebook – SKIP this step.
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	Complete this page with all background check information for individuals 18 and over that live in the home.  

	STEP 5:  Create New Placement
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	Select child(ren) that you wish to place in the first box, then select the home you are placing in from the bottom box and click OK.

Worker can multi select children for placement into the same home. 
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	Complete this page ONLY if this is initial removal of the child(ren).If  not the initial removal, SKIP this page.**  
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Complete these pages for each child placed – the placements have been opened automatically – select under WINDOW.
	Complete all YELLOW  and applicable PERIWINKLE fields.  

Record any Foster Care payments on the Ongoing Requests page.

Complete Incidental Payments page ONLY if authorized.

IF Guardian Home – be sure to check box GUARDIAN CHILD IS A DEPENDENT on the ID PAGE!!

	ATTACH EXISTING RELATIVE ASSESSMENT
	ONLY use this command if Relative Assessment had been completed in the Collateral Notebook. Verify Reassessment Due Date.
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	Complete this page if not completed in Collateral Notebook and attached in prior step.

	STEP 6:  Create Placement Documents
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	Create the Placement Agreement document for the type of home child placed in.

SOC158A – Foster Child’s Data Record can be created here. SOC 815, 817 & 818 can be created here.

SAVE TO DATABASE


Reassessment of Relative/NREFM Home  

Child/siblings currently placed in this home.

Open the Existing Placement Home:
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Be sure this page accurately lists care providers.  Be sure all GREEN fields have been filled in.
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Be sure this page accurately lists other adults living in the home.  Persons listed on this page will also be listed on Background Check page.
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    Use this page to record background checks on all adults.  All adults 18 and over living in the home must be listed here.  The system requires at least these 4 checks on each person:

· LiveScan Rec’d

· DOJ CACI Rec’d

· FBI Requested

· DOJ RAP-Backs Requested

If these 4 items have not been entered for all adults, the Approval Worker will be disabled on the Relative/NREFM Assessment page.

Open the Existing Placement:     (If multiple children are placed in the home, you must have all cases open.)
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   If home is a Guardian Home - be sure to check the box ‘Guardian Child is a Dependent’ - this will allow the plus sign to be enabled on the next page. 
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   Use the plus + sign to add the new reassessment row. If multiple children are placed in the home, be sure to select all children, that way it will populate to all cases.  Record reassessment information on this page.  This page will show a history of assessments for the home.  

Create all New Placement Documents here:

[image: image30.png]


                     SOC 158A, SOC 815, 817, 818 can be created here.
SAVE TO DATABASE

Corrections / Deleting Relative Assessment Information 

If the Child is currently placed:
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	Open the Existing Placement:

The Relative Assessment Page is Read Only (blue) after completion.

Individual fields cannot be corrected.  The entire row must be removed and a new one created with correct information.

The SOC 815, 817 & 818 associated with the Relative Assessment must be removed first.

ATTACH / DETACH Menu:

Use Detach Existing Relative/NREFM Assessment command.

Updated information will have to be re-entered.

SAVE TO DATABASE

	If Child not yet placed, but corrections needed to Assessment information in Collateral:

	Open the Existing Collateral:
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	These pages can be updated and corrected at any time – they are NOT read only.

The Collateral can be removed entirely if the Background Check & Rel NREFM Assess. Pages have been cleared and no contacts have already been associated with this person.
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	Background check information can be updated at any time – the rows are NOT read only.  Rows can also be deleted – use the Remove Row command under the Edit menu or highlight the row and use the Delete key.
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	Rows become READ ONLY after they have been completed.  Individual fields on the row cannot be corrected.

Remove the row using the Remove Row command under the Edit menu and re-enter correct data.

SAVE TO DATABASE


ATTACHING RELATIVE/NREFM ASSESSMENT to child’s Placement:

Complete this step if the assessment was completed in the Collateral Notebook

	

           [image: image39.png][



         

[image: image40.png]



	Open the Existing Placement:

ATTACH / DETACH Menu:

Use ATTACH  Existing Relative/NREFM Assessment command.

Select the assessment to attach – you should see the relative(s) that were created as collaterals.

Once the relative assessment has been attached, it will be visible on the Relative/NREFM Assessment Page.

SAVE TO DATABASE
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