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Adoptions
Training Guide

Adoptions Training is an instructor-led training designed for hands-on learning the CWS-CARES system within the training environment. This training phase is scenario-based and enables participants to execute key actions and business processes using data and scenarios that mirror production conditions, providing both functional and experiential readiness.  
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[bookmark: _Toc238823315]Lesson 1: Review Activity / Course Summary
[bookmark: _Toc238823316]Course Summary
This course will cover new and complex areas of CWS-CARES functionality related to Adoptions. Course participants will walk through program components specific to Adoption, including; Voluntary Relinquishment, Adoption Assessment, Adoption Finalization, Adoption Assistance Payments (AAP), Adoption case closure, and Post-Adoption Services. 
[bookmark: _Toc238823317]Audience
Anyone in your organization that is responsible for preliminary adoption assessments, adoptions documentation, gathering information for AAP benefits, Post-Adoption services. This functionality will be enabled in CWS-CARES through the following permissions:
· Adoption Workers
· Adoption Supervisors
· AAP Workers
· AAP Supervisors
· AAP Eligibility Resources
· Set Aside Investigation Worker
· Set Aside Investigation Supervisor
· State Read Only (Oversight Purposes Only)
Please Note: While above is our intended audience, we recommend that anyone who may benefit from and/or may be assisting in performing related activities should attend.
[bookmark: _Toc238823318]Supporting On-Demand Learning
The following On-Demand modules are essential learning modules available in CWS-CARES and should be complete prior to attending this ILT session. 
· CWS-CARES - Audit and Approval History on Records
· CWS-CARES - Family Transfer Request 
· CWS-CARES - Contact Log and Tribal Inquiries Basics
· CWS-CARES - Creating & Completing Tasks
· CWS-CARES - Creating & Managing Person Records
· CWS-CARES - Documenting Addresses
· CWS-CARES - Managing & Uploading Documents
· CWS-CARES - Managing Primary & Secondary Assignments
· CWS-CARES - Supervisor Review and Approvals
· CWS-CARES - Searching the Provider Directory
· CWS-CARES - Creating a Contact Note
· Adoptions - Creating an Adoption
· Adoptions - Finalization
· Adoptions – Introduction
[bookmark: _Toc238823319]Complete the Adoption Service Request 
To complete the Adoption Service Request, the Case Management worker will:
Step 1 Click the Item Service/Requests tab then the Item/Service subtab on the left navigation panel.
Step 2 Scroll down to the Adoption Service Request section and click New.

NOTE: If the Adoption Service request is generated by CWS-CARES when the 366.26 Hearing was scheduled, the worker would approve the request by clicking the Item/Service Request ID link in Adoption Service Request Section.
Persons Involved
Step 1 Click Persons Involved tab on the left navigation panel.

Step 2 Complete the following fields in the Adoption Service Request Persons Involved section:
· Adoption Type – Select Adoption.
· Reason for Adoption Service Request – Type “Test”
· If the request was system generated, there will be an additional drop-down field Worker Reviewed – and the worker would select either Accepted or Canceled.
· Open Adoption Case: Select the Yes radio button
Step 3 Click Save.

Approval Details/History
Step 1 Click Approval Details/History on the left navigation panel.

Step 2 Click the Approval Supervisor dropdown and select yourself.

Step 3 Click Save.

Step 4 Click Submit for Approval on the upper right-hand corner.

Step 5 On the Submit for Approval pop-up, click Next.  

NOTE: A message displays advising the Approval was submitted Successfully.
Step 6 Click Finish.

[bookmark: _Toc238823320]Approve New Adoption Request
To approve the Adoption request:
Step 1 Click the Approval Details/History tab on the left navigation panel and scroll down to the Approval History section. 

Step 2 On the Approval History section, click Approve.

Step 3 On the Approve Item/Service Request pop up, click Approve.

[bookmark: _Toc238823321]Open Adoption Case

Step 1 On the upper right-hand corner, click the Open Adoption Case button.

Step 2 On the Open Adoption Case pop-up window, complete the following fields:
· Adoption Case Type – Select Adoption.
· Focus Child Situation –Select Relinquishment of Dependent Child - One Parent & Termination of Parental Rights - One Parent. 
· Office – Select Trainer Office
· Unit– Select Trainer Unit
· Caseload –Select Trainer Caseload
Step 3 Click Save.
NOTE: A Success message displays and the assigned Adoptions Primary Worker receives a notification of a new case assignment.
Step 4 Click the “X” on the Item/Service Request tab to navigate back to the main case page.
[bookmark: _Toc238823322]Lesson 2: Adoption Assessments
[bookmark: _Toc238823323]Scenario Narrative: 
Although the parents initially participated in services, after Penny’s relapse and Paul’s sentencing, they have not been visiting or completing other components of their case plan.  Due to his older sibling’s placement needs, Peter and Victor are no longer placed together.  At the review hearing, the case manager recommended that reunification services be terminated.  A date for a WIC 366.26 Hearing is set by the Judge.
An Adoptions Service Request is sent to the Adoptions supervisor, and if approved for services, the adoptions supervisor will create a new adoptions case and assign a Primary Adoptions worker
[bookmark: _Toc238823324]Accessing Data Seeded Cases
Follow the steps below to access a data seeded Adoptions Case that can be used to complete the functionality in this lesson:
Step 1 From your homepage, search for your assigned Case ID in the global search
	NOTE: You can get this number from your course facilitators
Step 2 Click the hyperlinked Case ID to navigate to the specific case you will use.

Step 3 Click the Case Details tab on the left navigation panel within the Case.

Step 4 Click Assignments and select the New button in the right-hand corner.

Step 5 Enter the mandatory fields:
· Responsibility: Primary
· Caseload: Select Yourself
· Reason for Assignment: Administrative Reassignment

Step 6 Click Save

Review newly assigned Adoptions Case   
Step 1 Click the Details tab on the left navigation panel. 

Step 2 Complete the following on the Adoption Case Information section:
· Adoptive First Name: User Created
· Adoptive Last Name: User Created

Step 3 Click the Save button.

Step 4 Click the Adoption Case Types tab on the left navigation panel. 

Step 5 On the Adoption Case Types section, review the Case Type ID.

NOTE: Because this is a data seeded case, the Adoption Type is Adoption. 

Step 6 Click the X to navigate back to the main case page. 

Step 7 Click the Adoption Case Types tab on the left navigation panel. 

            Step 7 is just to demo the additional Adoption Types.

Step 8 On the Adoption Case Types section, click New. 

Step 9 On the Information section, view the following for Adoption Type:
· Adoption
· Non-Minor Dependent (NMD)
· Tribal Customary Adoption (TCA)
· Termination of Parental Rights (data seeded case)
· Safely Surrendered Baby

Step 10 Click the X on the Case Type tab to navigate back to the main Case page.

Step 11 Click the Persons Involved tab on the left navigation panel.  

NOTE: 
· Family members and current substitute care providers would typically display.
· Participants cannot be added to the adoptions case.
· If Prospective Adoptive Parents change placement in the case management case, those Person records will be updated in the Adoptions Case.

Step 12 Click the Case Management Review tab on the left navigation panel, and review the following:
· Case Plan Information: Start Date, Case Plan Status, Effective Date, Permanency Goal fields
· Court Case Information: Court Case Number, next hearing scheduled date and time fields
· Placement Information: Placement Name, Placement Start Date, Address and Phone Number fields

[bookmark: _Toc238823325]Scenario Narrative (Continued):
Next, the Adoptions worker completes an assessment of the proposed Permanent Plan. Adoption with his current Caregiver, MGM Veronica.  Upon completion of the Parent-Child Suitability Summary, the Adoption Worker submits the PCSS to the Adoption Supervisor. The Adoption Supervisor reviews and sends the PCSS back to the Adoption Worker requesting modifications. Once approved by the Adoption Supervisor, the Adoption Worker is made aware that the PCSS is ready and provides a copy of the PCSS to the potential adoptive parents to continue in the adoption process. Additionally, the Case Management Worker made aware that the completed PCSS is available on the child’s Case Management Case Record.

[bookmark: _Toc238823326]Create A Contact Log
Step 1 On the left navigation panel, click on the Contact Log & Tribal Inquiries tab.

Step 2 On the Contact Log section, click New

Step 3 Complete the following fields:
· Contact Start Date and Time: Select Today’s Date
· Participant(s): Select Prospective Adoptive Parents and Peter
· Contact Status: Select Completed
· Contact Purpose: Select Consult with Resource Family
· Topic: Select Plan of Adoption
· Method: Select In Person 
· Location: Select Office
· Documentation Status: Select In-Draft 
· Narrative: User Entered

Step 4 Click Save.

Step 5 Click on the X on the Log tab to navigate back to the Adoption Case page. 

[bookmark: _Toc238823327]Complete Preliminary Adoption Assessment
The Preliminary Adoption Assessment can be attached to the 366.26 court report.
Step 1 Within the Adoptions Case, click the Adoption Assessment tab on the left navigation panel.

Step 2 On the Permanency Assessments section, click New.

Step 3 Select Parent Child Suitability Summary radio button and click Next 

Step 4 On the Assessment Information section, select the Prospective Adoptive Parents as Parent 1 Name and if applicable, Parent 2 Name.  

Step 5 Click Save.

Step 6 Click the Assessment Responses tab on the left navigation panel within the Parent Child Suitability Summary record.

Step 7 On the Preliminary Assessment of the Eligibility & Commitment of the Identified Potential Adoptive Parent section, complete the following narrative fields:
· Social History: User Created 
· Results of Criminal History: User Created
· Results of CWS History Clearance for Prior Referrals for Child Abuse and Neglect: User Created
· Capability to Meet Child(ren)’s Needs: User Created
· Understanding of the Legal and Financial Rights and Responsibilities of Adoptions: User Created
Step 8 On the Relationship of Child to Potential Adoptive Parent section, complete the following narrative fields:
· Duration and Character of Relationship: User Created 
· Degree of Attachment: Type Test
· Commitment to Permanent Plan: User Created
· Motivation for Seeking Adoption: Type Test
· Child(ren’s) Statement(s) Concerning Placement and Adoption: User Created 

Step 9 Understanding of the Legal and Financial Rights and Responsibilities of Adoptions: User Created 

Step 10 Complete the Analysis of the Likelihood that Child will be Adopted if Parental Rights Are Terminated section: 

NOTE: Document why or why not they child would be Adopted if parental rights are terminated.

Step 11 Complete the Adoption Worker determines Recommended: Select Recommended

Step 12 For Document the Worker Recommendation Reason, select Recommended.


Step 13 Click Save.  

NOTE: The fields do not need to all be completed to Save the record, however, all fields will need to be completed prior to submitting the assessment for supervisor approval.



Update Approval Supervisor

Step 1 On the left navigation panel, click on the Approval Details/History tab.

Step 2 On the Approval Details section, verify the Approval Supervisor, and update if needed.

Step 3 Click Save.

Submit for Approval
Step 1 On the top right corner of the Assessment section, click the Submit for Approval.

Step 2 The supervisor would then Navigate to the Assessment, on the Assessment Responses page the Supervisor would document Adoption Supervisor Recommendation and the Supervisor Recommendation Reason.


Approve Adoption Assessment

Step 1 Click the Approval Details/History tab on the left navigation panel.

Step 2 On the Approval History section click Approve.


[bookmark: _Toc238823328]Generate Parent Child Suitability Summary
Step 1 Within the Adoption Assessment record for the PCSS, click the eSign on the top right corner of the section.

Step 2 Select the Template Type: Defaults to State. Leave as is.

Step 3 Complete the following fields:
· Document Type: Select Parent Child Suitability Summary
· Signer Name 1: Trainer/ User
· Signer Name 2: User

Step 4 Click Generate.

Finalize Parent Suitability Summary

Step 1 On the left navigation panel, click on the Documents tab.

Step 2 On the In Progress Document List section, click on the dropdown arrow next to the generated Parent Child Suitability document and click Edit.

Step 3 On the new window, click on Finalize Document in the top right corner.

Step 4 Once re-directed to Adobe Acrobat Sign, complete eSign for the Adoption Worker and click Apply.

Step 5 Click Submit at the bottom of the page.

Step 6 Once you receive the email from CWS CARES requesting supervisor signature, click on Review and Sign in the email body.

Step 7 Once directed to Adobe Acrobat Sign, complete eSign for the Adoption Supervisor and click Apply.

Step 8 Click to Sign at the bottom of the page.

Step 9 Exit Adobe Acrobat Sign.

Step 10 On the Document List section of the Assessment record, verify that the signed Parent Child Suitability Summary is available with a Status of ‘Final.’

NOTE: 
· The Status can be updated to final by clicking the arrow at the right end of the row for the document and selecting “Update Status,” on the Update Status window select Final and Save.
· The completed document can be reviewed in the Child Welfare Court Case in the Case Record. Click the Assessments tab in the left navigation panel. Verify the Parent Child Suitability Summary is available to view in the Adoption Assessment section.


[bookmark: _Toc238823329]Create Child Assessment and History
Step 1 Within the Adoptions Case, click the Adoption Assessments tab in the left navigation panel.

Step 2 On the Child Assessment and History section, click New.

Step 3 On the Child Information section, complete the following fields:
· Ethnicity/Ancestry: Describe the child’s ethnicity/ancestry, including any reported Native American ancestry or ICWA eligibility

Step 4 On the Birth Mother Information section, complete the following:
· Family Reunification Ended with Mother: Enter date from scenario
· Last Lived with Mother: Enter date from scenario

Step 5 On the Birth Father Information section, complete the following:
· Family Reunification Ended with Father: Enter date from scenario 
· Last Lived with Father: Enter date from scenario

Step 6 Scroll down and click Save. 

Step 7 On the left navigation panel, click on the Assessment Responses tab.

Step 8 On the Assessment Responses Information section, complete the following fields:
· Child’s Case History 
· Child Welfare History 
· Child’s Legal History
· Child’s Birth History
· Birth Mother Social History
· Birth Father Social History

Step 9 On the Child’s Post Birth Medical History section, complete the following fields:
· Child’s Health History
· Hospitalizations
· Development
· Behavioral and Emotional History
· Mental Health History
· Educational History/Cognitive Functioning
· Placement History

Step 10 On the Birth Relative/Significant Nonrelatives Connections section, complete the following fields:
· Identify the relationship
· Adoptive family’s plans for ongoing contact
· Adoption Assistance Program (AAP) Eligibility

Step 11 Check any applicable boxes under Recommendations

Step 12 Click Save.  

NOTE: The fields do not need to all be completed to Save the record, however, all fields will need to be completed prior to submitting the assessment for supervisor approval.


Submit for Approval
Step 1 On the left navigation panel, click on the Approval Details/History tab.

Step 2 On the Approval Details section, select yourself as the Approval Supervisor.

Step 3 Click Save.

Step 4 Click Submit for Approval in the top right corner of the Assessment section.

Step 5 Enter any comments and click Next.

Step 6 Click Finish.


To Approve
Step 1 On Approval Details/History tab in the Approval History section, click
Approve.

Step 2  Click Approve button in the popup window.

We can generate Document or e-Sign using the same process we used for the PCSS, by selecting the Applicable Documents.

Once the Assessment has been approved, it cannot be edited. Within the record, an updated assessment can be created by clicking the Update button in the Assessment section, cloning the original assessment and then the worker can add and edit. Once the new assessment is complete, it can be submitted for approval and generated following the same steps as the initial assessment.


[bookmark: _Toc238823330]Complete Grievance for PCSS
Step 1 Within the Adoptions case, on left navigation panel, click Court Records then select Administrative Hearing subtab. 

Step 2 On the Administrative Hearing tab, click New. 

Step 3 Enter Grievance Filed Date: Click in field and Enter yesterday’s date

Step 4 Enter Grievance Hearing Date: Click in field and Enter today’s date

Step 5 After the hearing, the hearing result, grievance officer name and narrative can be documented.
· Grievance Hearing Result
· Grievance Officer Name
· Narrative

Step 6 Click Save.
[bookmark: _Toc238823331]Lesson 3: Adoptions Documentation 
[bookmark: _Toc238823332]Scenario Narrative
When the Court terminates parental rights to Peter and orders the permanent plan of Adoption, the Adoptions Worker completes the Freeing Packet, including the AD 90 – Supporting Information for Issuance of CDSS Acknowledgement and Confirmation of Receipt of Child Freeing Documents, AD 551A – Notification of Procedure in Lieu of Signing Relinquishment, Waiver or Denial, and submits the necessary documentation. The Adoption Worker delivers the completed documents to the CDSS Adoption Support Unit through physical mail and documents the delivery of the child’s freeing documents to the CDSS Adoption Support Unit in CARES. The CDSS Adoption Support Unit reviews the provided documentation and provides a completed AD 4333 – Acknowledgement or Confirmation of Receipt of Child Freeing Documents to the Adoption Worker.  When the worker receives the AD 4333 – Acknowledgement or Confirmation of Receipt of Child Freeing Documents from CDSS Adoption Support Unit, the worker records this information indicating the child is legally free on the Details page of the Freeing Packet and the worker uploads it to the Adoption case.
[bookmark: _Toc238823333]Create a Freeing Packet
Step 1 Within the Adoption Case, in the left navigation panel, click the Packet tab, then the Freeing Packet subtab.

Step 2 On the Freeing Packet section, click New.


Step 3 Complete the following fields:
Select Adoptive Parent 1 Name from picklist
Select Adoptive Parent 2 Name from picklist

Step 4 Click Save.


AD90 Form
Step 1 Within the Freeing Packet record, on the left navigation, click the AD 90 tab, then the Details subtab.

Step 2 Scroll down to the I. Child Information section, and select the following: 
Verified: Select Yes. 

 NOTE: This information is updated in the Person Record in the Health Information tab, in the Vital Record Tab, in the Birthplace Information Section.

Step 3 Only fill out Section IV if applicable, including the indicated family Code Section.

Step 4 Click Save.

Step 5 On the left navigation panel of the Packet, click the AD90 tab, then the Form Persons tab.

Step 6 On the Forms section, click the Form Person ID for the first parent.

Step 7 On the Person Information section, add a Role and click the verified radio button for Yes. 

Step 8 Click Save.

Step 9 On the left navigation panel for the Form Person, click Other Names tab.

Step 10 On the Other Names record, any AKAs entered on the Person record should be displayed. Aliases will not be displayed in this list.

Step 11 Close the Form Person record and navigate back to Packet record.  

Step 12 Repeat Steps 6-10 for the second parent.

Step 13 Close the record and navigate back to the Freeing Packet record.

AD551 A Form
Step 1 Within the Freeing Packet record, in the left navigation, click the AD 551A tab, then the Details subtab. 

Step 2 On the I. Court Action Taken in California section, complete the following fields: 
· Court Action Taken in County: Select user’s county
· Child Declared Free FC 7802 or W&IC 366.26: Select W&IC 366.26.
Court Action Date: Enter Today’s Date
· Court Action Number: User Created

Step 3 Click Save.

Step 4 Within the Packet record, on the left navigation panel, click the AD 551A tab, then the Form Persons subtab.

Step 5 Click on the Form Person ID for the first parent.

Step 6 On the Person Information section, select the Role from the picklist.

Step 7 On the I. Action Taken In California section complete the following fields: 
· Child declared free from parental custody and control and referred to agency: Select Yes
Court Action Date: User Created
Court Action Number: User Created

Step 8 Click Save.

Step 9 Repeat Steps 5-8 for the additional Form Persons. 

Step 10 Exit Form Person tab. 

[bookmark: _Toc238823334]Generate Freeing Documents
Step 1 Within the Freeing Packet record, on the top right corner click Generate Document. 

Step 2 Complete the following fields:
Select Template Type: Defaults to State Leave as is.
Document Type: Select AD 551A – Notification of Procedure in Lieu of Signing Relinquishment, Waiver or Denial Form.  

Step 3 Click Generate.

Step 4  A green notification displays indicating, “The draft document has been successfully added to the In Progress Document List.”

Step 5 Within the Packet record, click the Generate Document button on the top right corner.

Step 6 On the Generate Document pop up, complete the following:
· Document Type: Select AD 90 – Supporting Information for Issuance of California Department of Social Services Acknowledgement and Confirmation of Receipt of Child Freeing Document Form. 
· Please Select Document Language: Defaults to English. Leave as is.

Step 7 Click Generate.

A green success notification displays. 

Step 8 On the Documents List section of the Documents tab, select the dropdown arrow next to the generated AD 551 document and click Update Status. 

Step 9 Update the Document Status to ‘Final’ and click Save. 

Step 10 Repeat the steps to update the status for the AD 90 to “Final.”

Merge Documents
Step 1 On the left navigation panel of the packet, click on the Documents tab. 

Step 2 On the Documents List section, click the checkboxes next to each form to be included, and click Merge on the top right corner of the section.

Step 3 On the merge document window that opens, on the top right corner, complete the following:
· Title field: “Freeing Packet”

Step 4 Hold down the CTRL key and click the titles of all documents to be included in the Freeing Packet. 

Step 5 Right click on your mouse and select Merge Selected. 

Step 6 Click Save. 


[bookmark: _Toc238823335]Submit Packet for approval

Step 1 On the left navigation panel, click the Approval Details/History tab.

Step 2 On the Approval Details section, select yourself as the Approval Supervisor.

Step 3 Click Save.

Step 4 Click Submit for Approval on the top right corner of the Assessment section.

Step 5 Click Next.

Step 6 Click Finish.



Approve Record
Step 1 On the Approval History section of the Approval Details/History tab, click
Approve on the top right corner.

Step 2 Click on Approve button in the popup window.

Packet Submission and Acknowledgement and Confirmation of Receipt (AD4333)
Step 1 Withing the Freeing Packet record, click the Details tab on the left navigation panel.

Step 2 On the Packet Delivery Information section, complete the following fields:
· Method of Delivery: Select Paper Mail
· Paper Mail: Select Certified Mail
· Worker Name: Type Your name
· Submitted Date and Time: Select today’s date

NOTE: Typically, the worker would not enter Submitted Date and time until the Acknowledgement is sent by CDSS

Step 3 Scroll down and click Save.

Step 1 Withing the Freeing Packet record, click on the Details tab. 

NOTE: On the Packet Delivery Information section, ensure a date is included on the Submitted Date and Time field to proceed.

Step 2 On the Acknowledgement and Confirmation of Receipt (AD 4333) section, complete the following fields:  
· Date & Time Received: Select User Created
· State Adoption Case Number: Select User Created
· Result: Select Acknowledgement Issued for Parents
· Relinquishment Completed for: Multi-select, select the parents
· Legally Free Date: Select Today’s Date

Step 3 Scroll to the bottom of the page and click Save.

NOTE: The worker would typically upload the AD4333 to the Document section, Using Adoption Case as Document Category.


[bookmark: _Toc238823336]Adoptive Placement Packet
[bookmark: _Toc238823337]Create an Adoptive Placement Packet
Step 1 Within the Adoption Case click the Packet tab, then the Adoption Placement Packet subtab on the left navigation panel.

Step 2 On the Adoption Placement Packet section, click New.

Step 3 Complete the following fields:
· Adoptive Parent 1: Select Prospective Adoptive Parent 1
· Adoptive Parent 2: Select Prospective Adoptive Parent 2
· Date of Adoptive Placement (AD 907): Enter a future date 

Step 4 Click Save.


Complete the AD 512 Form
Step 1 Within the Adoption Placement Packet record, on the left navigation panel, click the AD512 tab, then the Details subtab.

Step 2 Complete the following fields on the Form Information section:
· Child’s Adoption Assessment Date: User Created
· Child’s Adoption Assessment Completed by: Select an option from the picklist
· Child’s Birth Records Name of Hospital: User Created

Step 3 Click Save.

Step 4 Within the Packet record, click the Reports tab, on the left navigation panel, to document each medical report being provided with the Adoption Placement Packet. 

Step 5  Complete the following on the Report Information section:
· Type of Report: User Created 
· Name of Provider: User Created
· Type of Provider: User Created
NOTE: If Document is Unavailable, list record/reports, and reason Unavailable
· Date: User created, back-date

Step 6 Click Save.

NOTE: The worker would typically repeat for each report being provided with packet, until all have been documented. 

Step 7 Within the Adoptive Packet click the Generate Document button on the upper right corner.

Step 8 Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select AD 512 – Psychosocial and Medical History Child Form.
· Please Select Document Language: Defaults to English. Leave as is.

Step 9 Click Generate.

Step 10 Click the X on the Packet Record to navigate back to the main Adoption Case page.


The Adoptions Worker would complete the other Forms within the Adoption Packet record.
Merge Documents into Adoptive Placement Packet
Submit Placement Packet for Approval
The Adoptive Placement Packet will be finalized with Date of Placement Paperwork becoming read-only once approved by the supervisor. New documents cannot be uploaded to Placement Packet once they have been approved.

[bookmark: _Toc238823338]Adoptions Finalization Packet
[bookmark: _Toc238823339]Scenario Narrative (Continued)
Following the Adoptive Placement Signing, the Adoptions Worker prepares for the Finalization Hearing by completing the AD 856 – Notice to Discontinue Foster Care and compiles the Adoption Finalization Packet. Once completed, the Adoption Worker submits the packet to the Adoption Supervisor for approval.
Create a Finalization Packet
Step 1 Within the Adoptions Case, click on the Packet tab on the left navigation panel then the Finalization Packet subtab.

Step 2 On the Finalization section, click New.

Step 3 Complete the following fields on the Packet Information section: 
· Adoptive Parent 1: Select Prospective Adoptive Parent 1 
· Adoptive Parent 2: Select Prospective Adoptive Parent 2
· Status: Prepopulates to In Progress

NOTE: Lawyer Information section-If the Adoptive parents had attorneys, they would be entered here so they would populate on the documents to the court.

Step 4 Click Save. 

The Adoptions Worker would then complete the tabs on the left navigation panel within the Finalization Packet for the ADOPT 200, ADOPT 215, and ADOPT 230. Once all are completed the adoptions worker would Generate the Packet forms. 
The worker would select each one of the following forms individually as needed and click Generate:
· ADOPT 200 (Adoption Request)
· ADOPT 210 (Adoption Agreement)
· ADOPT 215 (Adoption)
· ADOPT 230 (Adoption Agreement)

Additional Forms
· JV 479
· VS 44 – Court Report of Adoption  
· AD 824 – Consent and Joinder 
· JV 364 – Termination of Dependency for Adoption (Juvenile)

Step 5 Close tab.

Merge Documents into Finalization Packet
Submit Finalization Packet for Approval

[bookmark: _Toc238823340]Additional Documentation for Finalization
In addition to the Finalization Packet, prior to Finalization, a Post Placement visit contact needs to be documented, the AD 856 needs to be generated, the Final Hearing needs to be scheduled, and the Final Court Report needs to be completed.
Document the Post Placement Visit  
Step 1 Within the Adoption case, in the left navigation panel, click the Contact Log & Tribal Inquiries tab.
Step 2 On the Contact Log section, click New.

Step 3 Complete the following fields:
· Contact Start Date and Time: Select (Today’s Date)
· Participant(s): Select Prospective Adoptive Parents and Peter
· Contact Status: Select Completed
· Contact Purpose: Select Post Adoption Placement Visit
· Topic: Select Plan of Adoption
· Method: Select In Person
· Location: Select In Placement 
· Documentation Status: Defaults to In-Draft. Leave as is.
· Narrative: User Created
· Reduce Post Placement Supervision: Select Yes

NOTE: The Reason field becomes mandatory when yes is selected.

· Reason for Reduction: Select The adoptive parent(s) has been the foster parent of the child to be adopted.. (this is 3rd in the picklist)
· Family’s Readiness to Finalize Adoption: User Created 

Step 4 Click Save. 

Step 5 Exit the Log record to return to the main Adoption Case record.

Generate AD 856 Document 
Step 1 Navigate back to the Adoption Case record.

Step 2 On the top right corner, click Generate Document. 

Step 3 Complete the following fields:  
· Template Type: State (prepopulated). 
· Document Type: Select AD 856 – Complete Notice to Discontinue Foster Care (FC) Payment Form. 

Step 4 Click Generate. 

Step 5 On the left navigation panel of the Case record, click on the Documents tab.

Step 6  On the Document List section, click on the dropdown arrow next to the generated AD 856 document and click Update Status. 

Step 7 Update the Document Status to ‘Final’ and click Save. 

 Create New Finalization Hearing
The adoptions worker will request a finalization hearing. The date of that hearing will be documented in a new Finalization Hearing record.
Step 1 Within the Adoptions Case, on the left navigation panel, click the Court Record tab then the Adoption Finalization Hearing subtab.

Step 2 On the Hearing section, click New.  
The record will open to the New Adoption Hearing Record Detail page.

Step 3 On the Adoption Finalization Hearing section, complete the following fields: 
· Hearing Type: Select  Adoption Finalization Hearing (auto populated). 
· Hearing Date and Time: User Created 
· Adoption Court Case Number: User Created

Step 4 On the Court Information section, complete the following fields:
· Court: Select Assigned County Court
· Department: User Created
· Judicial Hearing Officer: User Created
· Action Number: User Created

Step 5 Click Save.

Step 6 Navigate back to the Adoption Case record.

Create Final Court Report 
Step 1 On the left navigation panel, in the Adoption Case, click the Court Records tab and then click the Final Court Report subtab.

Step 2 On the Final Court Report section, click New. 

Step 3 Complete the following field in the Report Information section: 
· In The Superior Court of California In And For The County of: User’s County

Step 4 Complete the following fields in the Final Court Report section: 
· Summary of Recommendation: User Created 
· Indian Child Welfare Act: User Created

Step 5 Complete the following fields in the Minor Child section: 
· Child’s Birth Information: User Created
· Minor’s Health, Developmental, Mental, and Behavioral Functioning: User Created
· Minor’s Placement Information: User Created 
· Birth Parent Background Information: User Created

Step 6 Complete the following fields in the Legal Status of Minor section: 
· Notice of Action in Lieu of Signing Relinquishment, Waiver, Denial: User Created
· Appellate Court Decisions: User Created

Step 7 Complete the following fields in the Adopting Parent section: 
· Background Information: User Created
· Financial Situation: User Created
· Criminal Record Clearance, Child Abuse Index and Department of Motor Vehicles (DMV) Report: User Created
· Other members of the household: User Created
· Adoption Assistance Program: User Created

Step 8 Complete the following fields in the Post-Adoption Contact section: 
· Consent for Birth Parent Contact: User Created
· Post-Adoption Agreements: User Created
· Consent for Sibling Contact: User Created
· Recommendation: User Created

Step 9 Click Save. 

NOTE: The Adoptions worker can save at any point, but the court report cannot be submitted for approval until all the fields have been addressed. 

Submit Final Court Report for Approval and Approve
Step 1 On the left navigation panel, click the Approval Details / History tab. 

Step 2 On the Approval Details section, select yourself as the Approval Supervisor. 

Step 3 Click Save. 

Step 4 Click on the Submit for Approval button on the top right corner of the Report section. 

Step 5 Click Next.  

Step 6 Click Finish. 

Approve Final Court Report
Step 1 On the Approval Details/History tab, click on the Approve button in the top right corner of the Approval History section. 

Step 2 Click Approve.  


Generate Court Report
Step 1 Click Generate Document on the top right corner of the Report record.
Step 2 Complete the following fields:  
· Select Template Type: Defaults to State. Leave as is. 
· Document Type: Select Final Court Report. 

Step 3 Click Generate. 

Step 4 On the Documents List section, click the dropdown arrow next to the generated report and click Update Status. 

Step 5 Change the Document Status to Final and click Save.
 
NOTE: Just like the Child History Assessment, the Document can be updated after approval by clicking update report and it will create a clone of the report that can then be opened and edited and approved.

[bookmark: _Toc238823341]Lesson 4: Adoption Assistance Program (AAP)
[bookmark: _Toc238823342]Scenario Narrative
As part of the process, the grandmother is informed about the Adoptions Assistance Program. The CARES User completes the AAP 1 – Request for Adoption Assistance with the grandmother and the AAP case is opened.

Next, the CARES User uploads the completed AAP 1 into the AAP case. The CARES User generates the necessary forms (i.e., FC8 8, AAP 4), works with designated Eligibility Staff to complete them outside of CARES, and uploads to the AAP case in the system.  

Since the AAP4 confirms the child is AAP eligible, the CARES User completes the AAP 9A- Rate Determination Protocol Matrix and AAP 9B - Digital Scoring Form to assess the child’s Level of Care (LOC). Once the LOC has been determined, the CARES User completes and generates the AAP 6 - Negotiated Benefit Amount and the AD 4320 – Adoption Assistance Program Agreement forms. These forms are reviewed and approved by a supervisor, then wet signed by the adoptive parents. With the information from the AD4320 and AAP 6, the CARES User completes, generates, and signs the AAP 2. Next, the CARES User submits the child’s AAP information to CalSAWS to initiate the CalSAWS Case Link.

Once this information is sent, CalSAWS establishes an AAP case for the child and sends the CARES User the CalSAWS case number.  After receiving an eligibility determination from CalSAWS, CARES creates the necessary payment authorization, rate, and aid code records on the child’s AAP case. The CARES User then navigates to the child’s AAP Case Eligibility Record document section to view the received NA 791 and verifies the information that has been populated into the form.  

[bookmark: _Toc238823343]Creation of AAP 1 Document 
Step 1 On the top right corner of the Adoption Case, click Generate Document. 

Step 2 Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type:  Select AAP 1 – Request for Adoption Assistance Program Benefit. 
· Please Select Document Language: Defaults to English. Leave as is.

Step 3 Click Generate. 

Step 4 On the left navigation panel, click on the Documents tab. 

Step 5 Verify the generated AAP 1 document is available in the Document List section with a Status of Final. 

NOTE: The worker would typically download the document to give to Adoptive Parents.  


[bookmark: _Toc238823344]Upload and View the Document
Step 1 On the left navigation panel of the Adoptions case, click on the Documents tab. 

Step 2 Verify that the generated AAP1 document created in the Adoption Case is available under the Documents List section.  

Step 3 On the Document List section, click Upload on the top right corner. 

Step 4 Complete the following fields: 
· Document Category: Select AAP Case. 
· Document Type: Select AAP Eligibility. 
· Document Status: Select Final. 
· Description: Select AAP 1. 

Step 5 Click Upload Files button. 

Step 6 Select and upload document. 

Step 7 Click Upload. 

Step 8 Verify the uploaded document is present under the Document List section.


[bookmark: _Toc238823345]Create a New AAP CASE
Step 1 Within the Adoptions Case on the left navigation panel, check the Details tab to ensure the Adoptive First Name and Last Name have been entered. If not, add and click Save.

Step 2 Click on the Persons Involved tab and verify the Substitute Care Providers have been carried over to the case with the role of Prospective Adoptive Parent. 
Step 3 On the left navigation panel, click the AAP Case tab. 

Step 4 On the AAP Case section, click New. 

Step 5 On the Primary Assignment section, complete the following fields: 
· Office: Select User’s Office
· Unit: Select User’s Unit
· Caseload: Select User’s Caseload

Step 6 Verify the information from the Case Management Case has populated accurately into the Adoption Case Details page within the Create new AAP case screen.

Step 7 On the AAP Case Information section, complete the following field: 
· Basic Rate for the Initial AAP Agreement: Select Initial AAP Agreement signed after January 1, 2017 and used AAP LOC Protocol to determine AAP Basic Rate. (this is 2nd in the picklist)

Step 8 Click Save. 

NOTE: Confirm in the document section that the AAP 1 document is reflected. Within the AAP Case, click on the Documents tab and verify the AAP 1(both the original and upload are on the Document list). 

[bookmark: _Toc238823346]Generate FC8
Step 1 Click the AAP Case tab.

Step 2  On the AAP Case section, click the AAP Case ID link.

Step 3 On the left navigation panel of the AAP Case, click on the Eligibility tab. 

Step 4 On the Eligibility section click on the Eligibility ID link. 

Step 5 On the left navigation panel, click the Details tab. 


Step 6 Scroll down to the Financially Responsible County Information section, and complete the following fields: 
· Show Address Filter: Select Show All Addresses. 
· Financially Responsible County Address: User Selected

Step 7 Click Save. 

Step 8 On the top right corner of the Eligibility record, click the dropdown arrow and click Generate Document. 

Step 9 Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select FC 8 – Federal Eligibility Certification for Adoption. 

Step 10 Click Generate. 

Step 11 On the left navigation panel, click the Documents tab. 

Step 11 Verify that the generated FC 8 document is available under the Document List section with a Status of Draft. 

Step 12 Click the dropdown arrow next to the generated FC 8 document and click Update Status.  

Step 13 Document Status: Select Final and click Save. 

Step 14 Click on the dropdown arrow next to the generated FC 8 document and click Download.  

Upload Final signed FC 8 Document 
Step 1 Within the Adoptions Case, on the left navigation panel, click the Documents tab.

Step 2 On the Document List section click Upload. 

Step 3 Complete the following fields: 
· Document Category: Select AAP Case 
· Document Type: Select AAP Eligibility
· Document Status: Select Final. 
· Description: Select FC 8. 

Step 4 Click Upload Files button. 

Step 5 Select and upload document. 

Step 6 Click Upload. 

Step 7 Verify the uploaded document is present under the Document List section. 

[bookmark: _Toc238823347]Document AAP4 Information

Step 1 Within the AAP Eligibility record, on the left navigation panel, click on the AAP 4 Information tab. 

NOTE: To locate the AAP Eligibility Record, select the tab labeled ELG-#######. Alternatively, navigate to the Adoption Case Record (CAS-########), select the Eligibility tab in the left navigation panel, and click the Eligibility ID. 

Step 2 Complete the following fields in the Special Needs Determination (2/3) Adoption Placement without Financial Assistance section: 
· Adoptive placement without financial assistance is unlikely due to one or more of the following: Select Age of three or older. 

Step 3 Complete the following fields in the Special Needs Determination (3/3) Placement without AAP Benefits section: 
· An effort was made to place the child for adoption with appropriate parents without providing AAP benefits. One of the following statements must be met.: Select The need for adoption subsidy is evidenced by an unsuccessful search for an adoptive home to take the child without financial assistance. 
· Search Efforts Included: User Created

Step 4 Complete the following fields in the Citizenship section: 
· The above child meets one of the following citizenship requirements: Select The child is a citizen of the United States or a qualified alien. 

Step 5 Complete the following fields in the Title IV-E Eligibility Information section: 
· Applicable Child Definition: Select The child’s age meets the definition of “Applicable Child” in the selected Federal Fiscal Year. 
· Child’s Age: Enter 4. 
· Federal Fiscal Year: Enter 2026. 
· AND one of the following Title IV-E eligibility requirements: Select The child is in the care of a public or private child placement agency or Indian tribal organization and is the subject of either of the following. 
· And is subject to one of the following: Select An involuntary removal from the home in accordance with a judicial determination that continuation in the home would be contrary to the welfare of the child. 

Step 6 Complete the following fields in the Certification section: 
· Child Eligibility for Adoption Assistance: Select Yes. 

Step 7 Click Save. 


Generating AAP 4 - Eligibility Certification Adoption Assistance Program 
Step 1 In the top right corner of the Eligibility Record click on the dropdown arrow and click Generate Document. 

Step 2 Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select AAP 4 – Eligibility Certification Adoption Assistance Program. 

Step 3 Click Generate. 

Step 4 On the left navigation panel click on the Documents tab. 

Step 5 Verify that the generated AAP4 document is available in the Document List section with a status of Draft. 

Step 6 Download the AAP 4 to view and verify the AAP 4 fields have auto populated correctly.  

Uploading Final AAP 4 
Step 1 On the Document List section and click Upload on the top right corner. 

Step 2 Complete the following fields: 
· Document Category: Select AAP Case. 
· Document Type: Select  AAP Eligibility. 
· Document Status: Select  Final. 
· Description: Select  AAP 4. 

Step 3 Click Upload Files button. 

Step 4 Select and upload document. 

Step 5 Click Upload. 

Step 6 Verify the uploaded document is present under the Document List section. 

[bookmark: _Toc238823348]Document AAP 9A and AAP 9B 

Step 1 Within the AAP Case, on the left navigation panel, click the AAP Level of Care (LOC) tab. 

Step 2 On the AAP LOC section, click New. 

Step 3 Click Save on the New AAP LOC assessment screen. 

Step 4 On the left navigation panel, click on the Assessment Responses tab. 


Step 5 Complete Physical section by selecting:
· Prospective or adoptive parent(s) provides healthy meals, opportunities for daily activity, predictable sleep routine, and age/developmentally appropriate activities to promote healthy physical growth such as motor, language, and cognitive skills that are considered typical for their chronological age; and/or: Select Yes – 1 Point
· Prospective or adoptive parent(s) provides support to assist youth or child with independence activities and/or life skills that are age/developmentally appropriate; and/or: Select Yes – 1 Point or leave blank
· Prospective or adoptive parent(s) provides young children (Birth to age 4 years) activities of daily living such as feeding, diapering, guiding toilet training, bathing and provides mobility assistance according to the individual needs of a child.: Select Yes – 1 Point or leave blank

Step 6 Complete Behavioral/Emotional section by selecting:
· Prospective or adoptive parent(s) addresses expected/unexpected life stressors for a child/ youth with moderate symptoms and behaviors; supervision may include monitoring, observing, redirecting, prompting, consoling, soothing, talking about emotions and/or documenting behaviors; and/or: Select Yes – 1 Point or leave blank
· Prospective or adoptive parent(s) arranges, facilitates, provides transportation for initial assessment, and/or consults with or communicates with therapist and/or other professionals at least two times a month and participates in services/activities as recommended.: Yes – 1 Point or leave blank

Step 7 Complete Educational section by selecting:
· Preschool children: Prospective or adoptive parent(s) provides or coordinates up to 6 additional hours per week of age/developmentally appropriate activities that promotes the child’s participation in or benefiting from childcare/preschool programs and/or to ensure the child’s continued attendance in school.

Step 8 Complete Health section by selecting:
· Prospective or adoptive parent(s) arranges appointments with healthcare specialists at least three but not more than 11 times per year, including, but not limited to, orthopedics, orthodontia, neurology, endocrinology, psychiatry and/or medical/psychological care that support gender identity, and/or arranges early intervention activities as defined below; and/or 
· Prospective or adoptive parent(s) must observe, record and report medication effects to a doctor and administers at least one medication on a daily basis

Step 9 On the Resources Used to Inform the Decision section check applicable boxes. 

Step 10 Click Save.


 Submit for Approval
Step 1 On the left navigation pane of the Assessments AAP LOC record, click the Approval Detail/History tab. 

Step 2 On the Approval Details section, select yourself as the Approval Supervisor. 

Step 3 On the top right corner of the AAP LOC section, click Submit for Approval.

NOTE: The AAP supervisor receives notification and would navigate to the Approval Page.

Step 4 Click Approve. 


Generating AAP 9A and AAP 9B documents
Step 1 On the top right corner of the Assessment section, click Generate Document. 

Step 2 Complete the following fields: 
· Select Template Type: State. Leave as is.
· Document Type: Select AAP 9A - Initial AAP - Adoption Assistance Program (AAP) Level of Care Rate Determination Protocol Matrix. 

NOTE: The scoring of this document is currently being refined. We are demonstrating how it will be completed, and there are actively working to ensure it is scored correctly.

· Please Select Document Language: Defaults to English. Leave as is.

Step 3 Click Generate. 

Step 4 On the left navigation panel, click on the Documents tab. 

Step 5 Verify that the generated AAP 9A document available under the Document List section and is in Draft status. 

Step 6 Download the AAP 9A view and verify auto populated correctly.  

Step 7 Click the dropdown arrow next to the generated AAP 9A document and click Update Status. 

Step 8 Select the Document Status: Select Final then click Save. 

Step 9 On the top right corner of the Assessment section, click Generate Document. 

Step 10  Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select AAP 9B - Initial AAP - Adoption Assistance Program (AAP) Level of Care (LOC) Digital Scoring Form. 

Step 11 Click Generate. 

Step 12 On the Document List section, click the Refresh arrow in the top right corner to refresh the document list. 

Step 13 Verify that the generated AAP 9A document available under the Document List section and is in Draft status.

Step 14 Download the AAP 9B view and verify auto populated correctly. 

Step 15 Click the dropdown arrow next to the generated AAP 9A document and click Update Status. 

Step 16 Select the Document Status: Select Final and click Save. 
 
NOTE: Adoptive Placement must be completed prior to starting this section of the Initial AAP scenario. Adoptive Placement state will auto populate into the AD 4320. 


[bookmark: _Toc238823349]Document AAP 6 and AD4320 
Step 1 Within the APP Case record, on the left navigation panel, click the AAP Agreement tab. 

Step 2 On the AAP Agreements section, click New. 

Step 3 On the Details section, complete the following fields: 
· Narrative: User Created

Step 4 On the AAP 6 – Part B section, complete the following fields: 
· Date(s) of Contact with Prospective or Adoptive Parent(s): User Created
· Prospective or Adoptive Parent(s) AAP Benefit Request: $: Enter a dollar amount
· Maximum Eligible AAP Benefit: User Created
· AAP benefit amount has been agreed?: Select Prospective or Adoptive Parent(s) and responsible public agency have agreed on the negotiated AAP benefit amount.  Or AAP 2
· AAP Negotiated Benefit Amount $: Enter 1300
· Attached Supporting Documents: Select AAP Level of Care (LOC) Assessment Tools (AAP 9A, AAP 9B, and optional AAP 10 forms). 

Step 5 On the AD4320 – Agreement Information section, complete the following fields: 
· Federal or Non-Federal Eligible?: Select Title IV-E Federal Eligible. 
· Agreement Type: Select Initial Agreement.  
· Cash and/or Medi-Cal Start Date: User Created
· Reassessment Date: Select 2 years after Cash and/or Medi-Cal Start Date

Step 6 Click Save. 
Step 7 On the left navigation panel, click on the Rates tab. 

Step 8 On the Rate(s) section, click New. 

Step 9 Complete the following fields: 
· Rate Type: Select Basic Rate. 
· Rate Subtype: Select CA AAP Rate Structure. 
· Rate Amount: User Created

NOTE: Verify that the documented basic rate amount corresponds to a current state standard rate. 

Step 10 Click Save.  

Step 11 Close the Rates record to return to the AAP case.

NOTE: Additional Rates can be added.


Submit AAP Agreement for Approval and Approve 
Step 1 On the left navigation panel, click the AAP Agreement tab. 

Step 2 On the AAP Agreements section, click the AAP Agreement ID link.

Step 3  Click the Approval Detail/History tab on the left navigation panel within the AAP Agreement record.

Step 4 On the Approval Details section, select yourself as the Approval Supervisor. 

Step 5 Click Submit for Approval in the top right corner of the AAP Agreement section. 

NOTE: The AAP supervisor receives notification, and would navigate to the Approval Page

Step 6 Click Approve. 

Step 7 Click Finish.

Step 8 Refresh the screen and verify the AAP Agreement Status changed to Approved. 

Step 9 Navigate back to the AAP Agreement record. 

Generating AAP 6 

Step 1 Click Generate Document in the top right corner of the AAP Agreement section. 

Step 2 Complete the following fields: 
· Select Template Type: State. Leave as is.
· Document Type: Select AAP 6 - Initial AAP - Adoption Assistance Program Negotiated Benefit Amount and Approval Form. 
· Please Select Document Language: Defaults to English. Leave as is.

Step 3 Click Generate. 

Step 4 On the left navigation panel, click on the Documents tab. 

Step 5 Verify that the generated AAP 6 document is available under the Document List section and is in Draft status. 

Step 6 Download the AAP 6.  View and verify it auto populated correctly. 

Step 7 Click the dropdown arrow next to the generated AAP 6 document and click Update Status. 

Step 8 Select the Document Status: Select Final then click Save. 

Generating AD 4320 

Step 1 Click Generate Document in the top right corner of the AAP Agreement section. 

Step 2 Complete the following fields: 
· Select Template Type: State. Leave as is.
· Document Type: Select AD4320 - Initial AAP – Federal Eligibility Certification for Adoption Assistance. 
· Please Select Document Language: Defaults to English. Leave as is.

Step 3 Click Generate. 

Step 4 On the Document List section, click the Refresh arrow in the top right corner to refresh the document list. 

Step 5 Verify that the generated AD 4320 document is available under the Document List section and is in Draft status. 

Step 6 Download the AD 4320 view and verify auto populated correctly. 

Step 7 Click the dropdown arrow next to the generated AD 4320 document and click Update Status. 

Step 8 Select the Document Status: Select Final and click Save. 

Document Upload for AD 4320

Step 1 From the AAP Agreement Page, Click on the Documents tab in the left navigation panel. 

Step 2 From the Document List section, click Upload on the top right side.

Step 3 Complete the following fields:
· Document Category: Select AAP Case. 
· Document Type: Select AAP Rate. 
· Document Status: Select Final. 
· Description: Select AD 4320. 

Step 4   Click Upload Files button

Step 5   Select the AD 4320 document and click Open


Step 6   Click the Upload button

Step 7  Verify the AD 4320 document is on the Document List

Step 8 Navigate back to the AAP Case record.
	
[bookmark: _Toc238823350]Completing AAP2 Document 
Step 1 On the left navigation panel, in the AAP Case click the Eligibility tab. 

Step 2 Click the Eligibility ID. 

Step 3 On the left navigation panel, click the AAP 2 Information tab. 

Step 4 On the AAP 2 section, click the AAP Agreement ID. 

Step 5 On the Details tab of the AAP Agreement, complete the following fields in the Rate Header section: 
· [bookmark: _Int_W0lNBB8C]AAP 2 Agreement Type: Initial. (auto-populated). 
· AAP 2 Reason: Initial Assessment. (auto-populated). 
· Benefit Basis: Select AAP Rate. 

Step 6 Click Save. 

Step 7 On the left navigation panel, click on the Rates tab. 

Step 8 On the Rate Requests to CALSAWS section, click New. 

Step 9  Complete the following fields on the Rate Information section: 
· Rate Type: Select Basic Rate. 
· Rate Basis: Select Level Based Rate. 
· LOC Type: Select LOC 2. 
· Schedule Level: Select B - Basic Placement Rate. 
· Rate Start Date: User Created

Step 10  Click Save.  
Step 11 Navigate back to the Eligibility Record. 

Generate AAP2

Step 1 On the top right corner of the Eligibility section in the Eligibility Record, click the drop down arrow next to the eSign button, click the Generate Document button. 

Step 2 Complete the following fields: 
· Select Template Type: Defaults to State. Leave as is.
· Document Type: Select AAP 2 – Payment Instructions Adoption Assistance Program. 

Step 3 Click Generate. 

Step 4 On the In Progress Document List section, click the Refresh arrow in the top right corner to refresh the document list. 

Step 5 Verify that the generated AAP 2 document is present under the In Progress Document List section. 

Step 6 Click the dropdown arrow next to the generated AAP 2 document and click Edit. 

Step 7 Click Finalize Document in the top right corner. 

Step 8 Verify you have received an email to eSign.

Step 9 Click Review and Sign in the body of the email. 

Step 10 Once directed to the AAP 2 document, complete eSign and click Submit. 

Step 11 Navigate back to the Eligibility Record. 

Step 12 Verify the completed AAP 2, AAP 4, and FC 8 are available in the Document List section with a status of Final. 

NOTE: Before submitting data to CalSAWS make sure to add the Physical Address (Residence) and Mailing Address on the person records of both the prospective Adoptive parents for getting a successful CARES-CalSAWS transaction. 

[bookmark: _Toc238823351]Submit to CalSAWS 
Step 1 Within the Eligibility Record, click the Submit Data to CalSAWS button on the top-right corner. 

Step 2 Within the Eligibility Record, click the Communications & Transactions tab then the To CalSAWS subtab on the left navigation panel. 

Step 3 Review the Data Transaction to CalSAWS and verify the Transaction status: Pending CalSAWS Case Link



[bookmark: _Toc238823352]Lesson 5: Adoptions Case Closure
[bookmark: _Toc238823353]Scenario Narrative
After receiving the Adoption finalization orders, the CARES user creates the Adoption Case Closure Request to prepare the case for closure and submits to their supervisor for approval.

[bookmark: _Toc238823354]Document Adoption Finalization Hearing Outcome
Step 1 Within the Adoptions Case, in the left navigation panel, click the Court Records, then the Adoption Finalization Hearing subtab.

Step 2 Click the Hearing ID Hyperlink to open the Hearing record.

Step 3 On the Details page, in the Hearing Outcome section, complete the following fields: 
· Hearing Outcome: Select Finalized. 
· Adoption Finalization Date: Auto-populated with Hearing Date
· Hearing Outcome Narrative: User Created
· Adoptive Parents Relationship to Adopted Child: Select Relative. 
· Adoption Agreement Signed Date: User Created

Step 4 Click Save. 

Step 5 Navigate back to the Adoptions Case.

[bookmark: _Toc238823355]Receive Adoption Orders
Step 1 Within the Adoption case, click the Documents tab on the left navigation panel.

Step 2 On the Document List section, click the Upload button
Step 3 Complete the following fields: 
· Document Category: Select Adoptions Case 
· Document Type: Select Finalization 
· Document Status: Select Final. 
· Description: Select Adoption Orders

Step 4 Click Upload Files button and select the saved Orders Document.

Step 5 Click Upload in the bottom right corner of the record

A green notification displays indicating, “The draft document has been successfully added to the In Progress Document List.” 

Step 6 Verify the Adoptions Orders display in the Document List section.


[bookmark: _Toc238823356]Run AFCARS Data Checking Tool

Step 1 Navigate to the Child Welfare Court Case by clicking the Parent Case hyperlink in the Adoption Case Highlight panel. 

Step 2 On the top right corner of the Case page highlight panel, select the dropdown arrow and click Data Checking Tool. 

Step 3 On the Report Type field, select AFCARS from the picklist.

Step 4 Click Refresh. 

Step 5 Expand a section by clicking the caret to the left of the section name to see all AFCARS fields in the listed section.

Step 6 Select Update Record button to the right of the section name and enter any known information for fields outlined in blue.

Step 7 Click Save if fields have been updated. 

Step 8 Repeat for each section: 
· Demographic Information
· Education Information
· Tribal Information 
· ICWA Notice of Distribution
· Health & Well-Being Information
· Sibling Information
· Prior Permanency Outcomes
· CSEC History
· Removal Information
· Child Location Information
· Permanency Planning (Case Plan) Information
· Permanency Planning (Periodic Reviews) Information
· Permanency Planning (Caseworker Visits) Information
· Parent Information
· Foster Parent Information
· Adoptive Parent & Guardian Information
· Adoption & Guardianship Assistance Agreement Information

Step 9 Navigate back to the Adoption Case record.

[bookmark: _Toc238823357]Complete Tasks
Step 1 On the left navigation panel, click on the Tasks tab. 

Step 2 Click the checkbox next to the Upcoming and Overdue Tasks to mark as Complete. 

Step 3 Navigate back to the Adoption Case record.

[bookmark: _Toc238823358]Document Reason for Case Closure
Step 1 On the left navigation panel, click the Details tab 

Step 2 Complete the following fields on the Details page:
· Adoptive First Name: User Created
· Adoptive LastName: User Created

Step 3 Navigate to Adoption Case Closure section and complete the following field: 
· Case Closure Reason: Select Adoption Finalized. 

Step 4 Click Save. 

Submit Case Closure for Approval
Step 1 On the left navigation panel, click the History then the Approval Details/History subtab. 

Step 2 On the Approval Details section, select yourself as the Approval Supervisor.  

Step 3 Click Save. 

Step 4 Click Submit for Closure button in the top right corner of the Adoption Case section. 

A Submit for Closure Popup window displays.  

Step 5 Are you sure you want to proceed?: Click Yes 

Step 6 Click Next. 

Step 7 Click Finish. 

Step 8 On the Approval History section of the Approval Details/History tab, click Approve. 

Step 9 Click Approve. 

Step 10 On the highlight panel, confirm that Case Status: Closed 


[bookmark: _Toc238823359]Post-Adoption Services
After the case is closed, an Adoption Worker receives a Post-Adoption Information Request from Peter’s Adoptive mother. The worker searches CWS-CARES to locate the closed Adoption case. In the Post-Adoption Section of the case, the worker logs the request that was received.
Type of PAS Requests: 
· Adoptions Information Act Statement 
· Confidential Intermediary 
· Consent for Contact 
· County of Adoption/Superior Court 
· Non-Identifying Abstract of Original Birth Certificate 
· Non-Identifying Background Check 
· Petition for the Release of Adoption Records 
· Waiver of Rights to Confidentiality for Siblings 
· Waiver of Rights to Confidentiality for Siblings Under 18 
· Other (include narrative box to describe request) 


Create Post-Adoption Service Request
Step 1 Within the closed Adoption Case, on the left navigation panel, click on the Post-Adoption Service Request tab.

Step 2 On the Post-Adoption Service Request section, click New.

Step 3 On the Request Information section, complete the mandatory fields:
· Requestor Name: User Generated
· Request type: Select Non-Identifying Background Report, 
· Request Date: Today’s date
· Assigned To: Defaults to user
· Request Progress: Select Assigned

Step 4 Click Save.

Documenting Non-Identifying Background report
Step 1 On the left navigation panel of the Post-Adoption Service Request record, click the Non-Identifying Background Report. 

Step 2 Complete All the fields in the Birth Mother Information section.

Step 3 Complete All the fields In the Birth Father Information section.

Step 4 Click Save.

NOTE: The report can be saved at any time, and the fields are not necessary to save, but every field does need to be completed to be able to submit for approval.

Update Request Progress
· Contact Log is available in left navigation panel
· Tasks can be manually created using New Task button in Highlight Panel.  Subject is a text field, can assign to self or another worker.  All created tasks need to be completed prior to submitting for Approval.
· Documents can be uploaded to the Request.
The following Documents can be generated:  AD 904A - Waiver Of Rights To Confidentiality For Siblings Form, AD 904B - Complete the Waiver Of Rights To Confidentiality For Siblings Under The Age Of 18 Form, AD 908 - Adoptions Information Act Statement Form, AD 908A - Adoptions Information Act Statement Form, Item/Service Request for Service Provider, Item/Service Request Form

Close Post-Adoption Service Request
Step 1 On the left navigation panel for the request, click the Details tab.

Step 2 On the Request Information section, update the Request Progress field to Request Completed.

Step 3 A new section, Closure Information will appear, complete mandatory and relevant fields:
· Closure Date
· Closure Reason: Request Fulfilled
· Date of Notification
· Method of Notification
· Closure Staff

Step 4 Click Save.

Submit Request Closure for Approval
Step 1 Within the Post-Adoption Services Request, in the left navigation panel, click the Approval Details/History tab. 

Step 2 On the Approval Details section, select yourself as the Approval Supervisor.  

Step 3 Click Save. 

Step 4 Click Submit for Approval button on the top right corner of the Post-Adoption Service Request section.

Step 5 Enter comments and click Next. 

Step 6 Click Finish. 

Step 7 On the Approval History section of the Approval Details/History tab, click Approve. 

Step 8 Click Approve.

Step 1 From the Home Page, on the Action Laucher & Quick Links section, click the drop down arrow then select New Post-Adoption Service Request.

Step 2 A Person Search will open, enter the known Person information:
· First Name: User Created 
· Last Name: User Created
· Date of Birth: 
· County: Trainer’s assigned County

Step 3 Click Search.

Step 4 If the person is not found, click New Person button above the search results.

Step 5 A new Person Record is created.  Other details that were provided about the individual can be added to the Person Record.  

Step 6 On the top right corner click on the Person Record section, click the Add Person to Post-Adoption Service Request button.

Step 7 A new record opens, and the steps would be completed as in the record above.



[bookmark: _Toc238823360]Lesson 6: Set Aside Adoptions (CDSS ONLY) 
[bookmark: _Toc238823361]Scenario Narrative
The adoptive parent, MGM, of Peter filed a petition to set aside the adoption with the Superior Court of California (Family Law). The CDSS Regional Office worker creates the Set Aside Investigation on Peter's Adoption Case and assigns it to the CDSS Adoptions Worker to complete. 

The CDSS Adoptions Worker documents when the Case Consultation is initiated and contact information for the CDSS Attorney and Deputy Attorney General.   The worker records contact notes for each interview conducted with the Focus Child, Peter, and the adoptive parent, MGM.  The Adoptions Worker then documents the results of their investigation via a Set Aside Report. Once their report receives all required approvals, the worker documents who they have distributed the Set Aside Report to.

After filing the Set Aside Report with the court, the Adoptions Worker creates a Hearing record to capture the Hearing details.   Prior to closing the Set Aside Investigation, the worker documents a narrative on the readiness to close the Set Aside Investigation.  They also ensure all required documentation is uploaded, merged into one packet, and redacted as required.  


[bookmark: _Toc238823362]Update Persons Involved
Step 1 Within the closed Adoptions case, on the left navigation panel, click on the Persons Involved tab.

Step 2 Click the Name hyperlink for the Adoptive Parent.

Step 3 In the Person’s record, in left navigation panel, click arrow to the left of Family Information tab to expand and see the subtabs.

Step 4 Click on the Relationships subtab. 

Step 5 Click New.

Step 6 On Relationship Details page, complete the following fields in the Information section:
· Person: Adoptive Parent’s name should default
· Relationship Category: Select Immediate Family
· Relationship Type: Select Mother
· Family Relationship Modifier: Select Adopted

Step 7 In the Reciprocal Relationship Information section, complete the following fields:
· Related Person: select the adoptee from the picklist. 
· Reciprocal Relationship Type: should default
· Add the Start Date for the day the adoption finalized

Step 8 Click Save.

NOTE: Repeat for the second parent, if applicable.
Use the X to Close the Person records to navigate back to the Adoptions Case.


[bookmark: _Toc238823363]Create Set Aside Investigation
Step 1 Within the closed adoption case, on the left navigation panel, click on the Set Aside Investigation tab.
Step 2 Click the New button on the Set Aside Investigation section.

Step 3 Complete the Details Page
· Request Received Date.  

Step 4 Complete the following sections when information becomes available: 
· Case Consultation Info
· CDSS Attorney Info 
· Deputy Attorney General (DAG) Information

Step 5 Click Save.

A green success notification displays.  

NOTE: The investigation is automatically assigned to the worker who created the request, but can be updated through the assessment tab.  Secondary Assignments can also be added.  


[bookmark: _Toc238823364]Document Investigation
Step 1 In the left navigation panel, click on the Contact Log tab.

Step 2 In the Contact Log section, click New.

Step 3 On the Details Page, complete the following fields:
· Contact Start Date and Time (Today’s Date)
· Participant(s): Select Adoptive Parents
· Contact Stats: Select Completed
· Contact Purpose: Select Interview Adoptive Parents
· Topic: Select Interview
· Method: Select In Person
· Location: Select Office
· Documentation Status: Defaults to Final. Leave as is.
· Narrative: User Created

Step 4 Click Save.


[bookmark: _Toc238823365]Create Report
Step 1 Within the Set Aside Investigation record, on the left navigation panel, click on the Set Aside Reports tab.

Step 2 In the Set Aside Report section, click New.

Step 3 On the new Details Page, in the Set Aside Investigation Section, enter the following:
· Action Number
· Reason for Investigation

Step 4 In the Content of California Department of Social Services Investigation Section, complete the following fields:
· Interviews
· Phone Contact
· Written Data/Statements/Reports
· Information Requested but not received
· Petitioner Provided Information
· Adoption Case Records
· Dependency Case Records

Step 5 In the Adoptee Information Section, complete the following fields:
· Adoptee
· Birth Parent(s)
· Adoptive Parent(s)
· Adoptee’s Pre-Adoptive Placement History
· Adoptee’s Pre-Adoptive Evaluations
· School Reports
· Adoptee’s Post-Adoptive Placement History
· Adoptee’s Post-Adoptive Evaluations
· Pre-Adoptive Sharing of Information
· Factors Leading to Set-Aside Petition
· Interview with Adoptee
· Statutory Time Limit

Step 6 In the Summary & Recommendations Section, complete the following fields:
· Summary
· Recommendations

Step 7 Click Save

NOTE: Set aside fields are not mandatory to save, and the report can be worked on overtime, but all fields are required to submit the report for approval.

[bookmark: _Toc238823366]Generate Report
Step 1 In the Set-Aside Report record section, click on the Generate Document button.

Step 2 In the Generate Document Window, in the Document Type field, select Set Aside Report.

Step 3 Click Generate.

Step 4 A green notification that the report generated should display.

Step 5 The report can be viewed within the Set Aside Report record by clicking the Documents tab in the left navigation panel.

Step 6 Click the drop-down arrow at the right end of the document row for the Set Aside Report and select View

NOTE: The report can also be eSigned and redacted.


[bookmark: _Toc238823367]Submit the report for approval
Step 1 Within the Set Aside Investigation report record, in the left navigation panel, click on the Approval Details/History tab. 

Step 2 In the Approval Details section, select yourself as the Approval Supervisor.  

Step 3 Click Save. 

Step 4 Click Submit for Approval button in the top right corner of the Set Aside Report section.

Step 5 Enter comments and click Next. 

Step 6 Click Finish. 

Step 7 In the Approval History section of the Approval Details/History tab, click Approve. 

Step 8 Enter comments and click Approve. 

Step 9 Once approved, a new section appears under the Approval Details, CDSS Legal and the Deputy Attorney General (DAG) Review Information.  Complete the relevant fields:
· Date Email sent for Review & Approval
· Additional Details 


[bookmark: _Toc238823368]Documenting Set Aside Hearings and Appeals
Step 1 Within the Set Aside record, on the left navigation panel, click the Hearing tab.

Step 2 Click new.

Step 3 Enter Set Aside Hearing Details
· Hearing Date and Time
· Hearing Status
· Set Aside Report Filed Date

Step 4 Superior Court Information Section complete mandatory and relevant fields:
· Superior Court

Step 5 Click Save.

After the Hearing, the worker would Navigate back to the Hearing record and update Details page.

Step 6 In the Set Aside Hearing Section, update the Hearing Status field to Completed

Step 7 The Hearing Outcome section is displayed and becomes mandatory
· Hearing outcome: Select Set aside for all parents
· The Hearing Outcome Narrative: User Created

Step 8 Click Save.

[bookmark: _Toc238823369]Closing Set-Aside Investigation
When the Hearing and Appeals are complete, the worker can close the investigation and submit it for approval.

Step 1 Within the Set Aside Investigation record, in the left navigation panel, click on the Details tab.

Step 2 Ensure all sections have been completed, and in the Closure Information Section enter the Narrative on Readiness for Closure.

Step 3 Click Save.

Step 4 Within the Set Aside Investigation record, in the left navigation panel, click on the Approval Details/History tab. 
Step 5 In the Approval Details section, select yourself as the Approval Supervisor.  

Step 6 Click Save. 

Step 7 Click Submit for Approval button in the top right corner of the Set Aside Investigation section.

Step 8 Enter comments and click Next. 

Step 9 Click Finish. 

Step 10 In the Approval History section of the Approval Details/History tab, click Approve. 

Step 11 Enter comments and click Approve. 



[bookmark: _Toc238823370]Appendix 
[bookmark: _Toc238823371]Document Completed 366.26 Hearing Minute Orders 
Step 1 Navigate back to the Case Management Case Record by clicking the Parent Case hyperlink in the Adoption Case highlight panel.

Step 2 In the left navigation panel, click on the Court Records tab and click the Court Work Items subtab. 

Step 3 In the Hearings section, click on the Court Work Item ID link for the documented 366.26 Selection and Implementation Hearing. 

Step 4 In the Hearing Details tab, complete the following field in the Hearing Details section: 
· Status: Select Completed

Step 5 Click Save. 

Step 6 In the left navigation panel, click on the Court Minute Order tab. 

Step 7 In the Court Minute Orders section, click New. 

Step 8 In the Court Minute Order Details section, complete the following fields: 
· Select children/youth associated with this minute order: Select Peter
· Key Findings: Select Notice Given as Required by Law. 
· Key Orders: Select Parental Rights Term. Biological Father, Parental Rights Term. – Biological Mother. 
· Qualified Expert Witness Considered: Select No. 
· Court Order Status: Select As Recommended. 
· Court Ordered Special Programs: Select No. 

Step 9 Click Save. 
	
[bookmark: _Toc238823372]Document Termination of Parental Rights on Person Profile
Document the following within the Case Management case.
Step 1 Navigate back to the Case Record. 

Step 2 In the left navigation panel, click on the Persons Involved tab. 

Step 3 Click on the Person link for the Mother to open the Person Profile. 

Step 4 In the left navigation panel, click on the Family Information dropdown and click the Termination of Parental Rights subtab. 

Step 5 Complete the following fields: 
· Termination Method: Select Court Ordered. 
· Type of Court Order: Select WIC 366.26. 
· Court Case Number: User Created
· Court Order Date: User Created
· Court Location: Select User Created
· State: Select California. 
· City: User Created 
· County: User Created
· Country: Select United States. 

NOTE: Current area under refinement: need to document parental rights on all children of parent to be able to save the record.

Step 6 Click Save.  

Step 7 Repeat steps for both parents. 
[bookmark: _Toc238823373]Complete Relinquishment 
Demo Purposes- Training Content, users can view on trainer’s screen, they will not see it on Peter’s Case
Step 1 Within Adoption Case, click the Relinquishment tab in left navigation panel.

Step 2 Click on the Birth Parents subtab.

Step 3 On the Birth Parents section, click New. 

Step 4 Click Relinquishment Details demo fields that can be entered.
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	- Updated the date for Grievance filed to yesterday as hearing and file date cannot be the same. 
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- Fixed step numbering.
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