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Reopen a Closed Referral:

This release will capture dates and history of reopening the referral, and the reasons why.

· If the Focus client has already been pushed to a Case, you will not be able to do this!
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Open the Referral – it will be ‘Read Only’.


 

	ACTION

Client Disposition  

Select the child you want to remove the disposition for.
Remove the date from ‘Closure Reason Date’ field, then choose ‘None’ as the Closure Reason.
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To open an Evaluated Out Referral:

ACTION
Determine Response
Change decision to None.
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SAVE TO DATABASE


Reopen History will populate to the Summary page of the referral.  The ‘original end date’ will always display on this page. 
When searching for a client, the Client Abstract will display ‘original end date’ in addition to the last End date. 
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Child Abuse or Severe Neglect Indexing Form:  BCIA 8583 
This form has been updated to the correct version March 2013.

Assembly Bill 717 – effective 1/1/2012: Inconclusive allegations are no longer reported to the Department of Justice. 

With this release, ‘ inconclusive’ allegations will no longer populate to this report and to the Notice of Child Abuse  Central Indexing form, SOC 832.

Only ‘substantiated’ allegations will populate.  You will not be able to generate this report unless the referral has at least one Substantiated allegation. 

The amended report will continue to populate as it currently does. 
Identity Theft Protection for Youth in Foster Care (Child Welfare & Probation)
On September 30, 2011, P.L. 112-34 requires each foster youth who has reached age 16 receive a free copy of credit reports from all three nationwide Credit Reporting Agencies (TransUnion, Equifax, and Experian) each year until discharged from care.  

CDSS will extract information from CWS/CMS on all youth in foster care ages 16 & 17, and transmit the data to each credit reporting agency to generate a credit report or a notice that none exist.  If CDSS finds a credit report exists then the County must follow up with a request of their own and that is when the ‘County Request Date’ field would be used.
Counties have the option of manually requesting a credit report on behalf on an affected foster youth. 

NMD’s may request and receive the credit reports themselves. The case record should document the reports have been requested/received or the NMD refuses to obtain reports. 
Blue Section:  Credit Report notebook – Use this notebook to document the credit reports requested and results from the agencies. This notebook is only available in a case. 
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This message will appear when opening a case that credit reports were requested, and 60 days have passed with no outcome indicating the report was clear or not clear. 

To clear the error, worker must enter the when the information was provided to the youth, whether it was cleared or not, and date cleared.
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Contact Notebook:
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New Values available under Case Management/Referrals section in Contact and Case Plan Notebook :
· Credit Results Reviewed with Youth

· Discuss Credit Counseling/Participation

· Referred for ID Theft Services

Associated Services Page – New Values in Independent Living Program category in Contact and Case Plan Notebook

· ILP – Credit Results Reviewed with Youth

· ILP – Discuss Credit Counseling 

Importing Documents
The ‘Import’ Button is currently in:

· Generate New Documents – Case/Referral
The ‘Import’ Button was added to:
· Generate New Documents – Client

· Generate New Documents – Placement

· Generate New Documents – Case Plan
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The following file types can be imported into all areas:

· Word Documents (*.doc)(*.docx)
· Adobe PDF Files (*.pdf)

· JPEG Image (*jpg;*jpeg)

· Microsoft Office Excel Workbook (*.xls)(*xlsx)
· Text (*.txt) 

· There is a 2.0MB limit for any type of individual file imported.

· There is a combined limit of 305MB for JPEG and PDF files imported.
When you use the ‘Import’ button in any area, this dialogue box will be generated:
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You will still be able to look for your file in any folder, C, D, etc.
The supported file types will be displayed.
File Title:  User will name the file – no more than 40 characters.  Whatever File Name is given here, will be displayed in the ‘open existing’ document section the file was imported into, and will indicated ‘imported’. 
Note: When importing a document in the Case Plan section, you can associated the document with an ‘In Progress’ or ‘In Effect’ case plan only.
Importing is slightly different in the Court section:

Open the ‘existing hearing’ that you want the imported document to be associated to. If there are multiple minors associated with the hearing, the ‘imported document’ will be available in each child’s case.
At the bottom of the ID Page:  use the ‘Import File’ button.  Then you will see the normal import dialogue box that asks for a File Name. 
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Once files have been imported into cases or referrals, ext. and size have been added so you can review how large the files are and why type they are. 
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File size will only be indicated for pdf, jpg, jpeg files.
Attaching Substitute Care Provider to a Foster Family Agency Certified Home (FFACH)

Prior to this release, a substitute care provider that is already in the system associated with any home - could not be attached to a Foster Family Agency Certified Home in the Client Services Application. 

Now, any existing Substitute Care Provider can be attached to Foster Family Agency Certified Homes in the Client Services Application. 

Examples include:

FFA Certified Home Changes Address or Agency or FFA Changes License Numbers – Placed Child moves with Family 

A New Home reflecting the New Address or NEW FFA or the FFA’s New License # must be created, and the current Substitute Care Provider (from the old home) must be attached to this home. This will insure the move to this home is not counted in outcome measures.

The child’s current placement in the old address must be ended, then child can be re-placed into the newly created home.

Work in the Child’s Case:

	STEP 1:  Create New Placement Home
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	Select ‘Foster Family Agency Certified Home’ as the home type.  Then, you must select the FFA that the certified home is licensed by.  Use the binoculars to activate the Search.  

Complete this page with as much information as you have. Enter the NEW ADDRESS on this page.

 

	STEP 2:  Attach the Substitute Care Provider 
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	Under the ATTACH/DETACH menu, you will find the Attach Existing Sub Care Provider command. Use this to attach the SCP from the old placement home. Do NOT use the plus + sign to create a New care provider!!
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	Complete these pages with as much information as you have.  Complete all YELLOW and GREEN fields.

	End the Child’s Current Placement at the Old Address and Re-place in the Newly Created Home.


Caps Lock Identifier Upon Logging on to CWS/CMS:

In this release, a new RED message will be displayed if the User has their Caps Lock key on when trying to log on to the CWS/CMS.

This way, the user doesn’t keep trying their ID and password too many times until they are locked out!
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After changing the Decision or removing/changing the Closure Reason, the Reopen Referral box will be displayed.  The reopen reason can be selected:


Change Disposition


Data Cleanup Activities


Grievance Review Hearing


New Information


Other





Comments can be entered, and are mandatory if Other is chosen.








This page will need to be updated annually on behalf of each minor in foster care upon reaching his/her 16th birthday, and for each NMD until case closure.





Use this page to document:


Credit Report requests made by CDSS, County or NMDs for each credit reporting agency.


Refusal of NMD to request report


Status of request – report rec’d / no report / or request rejected if requested by County or NMD.


Results of report provided to youth – cleared or not cleared.








This page can be accessed for closed cases to record credit reports.





Record the results of the credit reports here.
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