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Resource Family Approval
Training Guide

Resource Family Approval (RFA) 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: _Toc238829567]Lesson 1: Review Activity
[bookmark: _Toc238829568]Course Summary
This course will cover new and complex areas of CWS-CARES functionality used by Resource Family Approval (RFA) workers/supervisors. This includes a walkthrough of components that support maintaining a Resource Family Home, complaints, and legal action.
[bookmark: _Toc238829569]Audience
Anyone in your organization that is responsible for managing RFA applications, maintaining Resource Family Home(s), processing complaints, and managing RFA legal action. This functionality will be enabled in CWS-CARES through the following permissions:
· RFA Workers
· RFA Supervisors
· RSO Workers
· RSO Supervisors
· CDSS County Liaison
· CDSS RFA Oversight Staff
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: _Toc238829570]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 - Creating & Managing Person Records
· CWS-CARES - Documenting Addresses
· Placements - Creating an RFH
· RSO Address Investigations
· RFA - Maintain Resource Family Home
· Resource Management Directory



[bookmark: _Toc238829571]Lesson 2: RFA Applications

[bookmark: _Toc238829572]Scenario Narrative
As the result of a recent recruitment event, a Resource Family Applicant (RFA) submits an RFA Application to become a Resource Family Home. By completing the RFA Application and providing a signature, the applicant understands that background checks, a family evaluation, pre-approval training, and a Home Health and Safety Assessment must be completed to be an approved Resource Family Home.   
Once the Application has been received, a Resource Family Approval (RFA) worker will enter the application in CWS-CARES. The worker self-assigns the application and begins to coordinate with the Applicants to complete pre-approval trainings, receiving any relevant information and scheduling a visit to complete the Home Health and Safety Assessment. The RFA Worker will then begin the background check process. As the background check results are returned, the worker document the results.   
[bookmark: _Toc238829573]Create Recruitment Record
STEP 1: From the Homepage, on the Action Launcher & Quick Links section, click the drop down arrow and select New Recruitment. 

NOTE: You can also Recruitments on the Navigation Menu, then click the New button.


[bookmark: _Toc238829574]Document Recruitment Participant Information
STEP 1: Complete the following fields in the Recruitment Information section:
· First Name: User Created
· Last Name: User Created
· Relative or friend to a youth in foster care: Select No
· Inquiry Received Date: User Created
· RFH Preference: User Created
· Source: Prepopulated to In-Person
· Status: Defaulted to Open. Leave as is.


STEP 2: Complete the following fields in the Contact Information section:
· Preferred Contact Method: User Created.
· Home Phone Number: User Created
· Cell Phone: User Created
· Email: enter User’s Email address

NOTE: Depending on the selections made, additional fields display.

STEP 3: Complete the following fields in the Address Information section:
· Country: United States. 
· Address Line 1: User Created** 
· County: User’s County.

STEP 4: Click the Save button.


[bookmark: _Toc238829575]Document Recruitment Closure
STEP 1: Complete the following fields in the Recruitment Information section:
· Notes: User Created
· Status: Select Closed
· Closure Reason: Select Moving forward with application process. 

STEP 2: Click Save.

 
[bookmark: _Toc238829576]Create New RFH Application
STEP 1: Navigate back to the Homepage.


STEP 2: On Action Launcher & Quick Links section click the drop-down arrow and select New RFA Application. 

NOTE: This can also be done from Navigation Menu by selecting Applications then click the New button.


[bookmark: _Toc238829577]New Application Screen
STEP 1: On the New Application page, fill out the following fields in the Application Information section:
· Application Type: Select Community
· Family Primarily Interested: Select Foster Care
· Application Start Date: User Created
· County Processing Application: User’s County auto populated

STEP 2: Complete the following fields in the Tribal Referral Information section:
· Referred to RFA program by Tribe?: Select the No radio button.

STEP 3: Click Save and Proceed.

 
[bookmark: _Toc238829578]Document Application Information
Add Applicant
STEP 1: On the left navigation panel, click the on the RFA Application, then the Application Participant subtab.

STEP 2: On the Applicants section, click New.

STEP 3: Complete the following fields in the Person Information section:
· First Name: Enter the name you included on the Recruitment record. 
· Last Name: Enter the name you included on the Recruitment record. 
· Sex at Birth: User Created 
· Date of Birth: MM/DD/1980 (or any year to make sure the person is 18+).
· County of Jurisdiction: User’s County.

STEP 4: Once all fields are complete, click Next.

The Search results display.

STEP 5: Click the Add New Person button.

STEP 6: Complete the following fields on the Person Information section:
· Marital Status: User Created
· Social Security Number: User Created
· Gender Identity: User Created. 
· Highest Level of Education Obtained: User Created
· Driver’s License Number: User Created
· Driver’s License State Code: Select CA
· Resided Outside of California in the last 5 years?: Select No

STEP 7: Complete the following fields in the Application Information section:
· Role Start Date: User Created
STEP 8: Complete the following field in the Race Information section:
· Race Indicated: Select Yes
· Race: User Created
· Race Details: User Created

STEP 9: Complete the following field in the Hispanic or Latino Ethnicity Information section: 
· Hispanic or Latino Ethnicity Indicated: User Created.

NOTE: Depending on the selection made, additional field displays.

STEP 10: Complete the Tribal Affiliation Information section:
· Any Applicant have tribal affiliation?: Select N/A

STEP 11: Complete the following fields on the Contact Information section:
· Opted Out of E-Sign: User Created
· Preferred method of Contact: User Created
· Cell Phone Number: User Created
· Home Phone Number: User Created
· Email Address: enter User’s email address
STEP 12: Complete the following fields on the Employer Information section:
· Employment Type: User Created
· Occupation: User Created
· Work Phone Number: User Created
· Name of the Employer: User Created
· Primary Income Type: Select Earnings or Wages
· Annual Income: User Created
STEP 13: Complete the following fields on the Relationship History section:
· Married/Domestic Partnership?: User Created
· Past Marital/Domestic Partnership?: User Created

STEP 14: Click Save.

STEP 15: Navigate back to the Application Record by clicking the X of the Application Participant tab.


Complete Application Address
STEP 1: On the left navigation panel, click the RFA Application tab then the Application Address subtab.

STEP 2: On the Application Address section, click New.

STEP 3: Complete the following fields on the Application Information section: 
· Address Type: Select Physical Address
· Country: Select Defaults to United States. Leave as is.
· Address Line 1: User Created
· City: User Created
· State: User Created 
· County: Use User’s County

NOTE: 
· Users should ensure this field is the same county as the county they are assigned to in CARES. Documenting RFH’s with outside county addresses may hinder the ability to complete the RFA process in CARES.
· To locate the County associated with your profile, click the bear icon on the upper right hand corner. Select your name on the pop up. You worker profile record displays. From the Details tab, scroll down to the Organizational Information section and locate the County field. This is your assigned County.

· Zip Code: User Created.

STEP 4: Complete the following fields in the Residence Information section:
· Residential Details: Select Own
· Languages spoken in home: Select English
· Weapons in the home?: Select No
· Bodies of water?: Select No
· Does anyone not listed use this address?: Select No
· Mailing address same as Physical Address: Check the checkbox

STEP 5: Click Save.

STEP 6: Navigate back to the Application Record by clicking on the X of the Application Address tab.

		Refresh the tab as needed.


Complete Child/NMD Preference
STEP 1: On the left navigation panel, click the RFA Application tab, then the Child/NMD Preference subtab. 

STEP 2: Complete the following field on the Child/Non-Minor Dependent Information section:
· Child or Non-Minor Identified?: Select No
· Age Range Preference: User Created
· Sibling Group Preference: User Created

STEP 3: Click Save and Proceed.


Add Declaration
STEP 1: Click the Declaration tab on the left navigation panel.

STEP 2: Complete the following fields on the Declaration Information section:
· Application Signature Verified: Select the checkbox 
· Application Received Date: User Select Created

STEP 3: Click Save.


Assignment
STEP 1: On the left navigation panel, click the Assignments tab towards the bottom.

STEP 2: On the Assignments section, click New.

STEP 3: Complete the following fields in the Select Assignment section:
· Responsibility: Select Primary
· Office: User’s Office
· Unit: User’s Unit 
· Caseload: User’s Caseload

STEP 4: Click Save. 

STEP 5: Click the X on the Assignment tab to navigate back to the RFA Application.


Generate Document
STEP 1: On In the top right corner of the RFA Application banner, click Generate Document 

A Generate Document pop up displays.

STEP 2: Complete the following fields on the Generate Document pop up:
· Select Template Type: Defaults to State. Leave as is.
· Select Document Type: Select RFA 01A – Resource Family Application
· Please Select Document Language: Defaults to English. Leave as is.

STEP 3: Click Generate.

STEP 4: Click the Documents tab on the left navigation panel.

STEP 5: On the Document List section, click the down arrow at end of row for the RFA 01A-document, and select Update Status.

An Update Document Status pop up displays.

STEP 6: For Document Status select Final.

STEP 7: Click the Save button.
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STEP 1: Within the RFA Application, click the Background Check & Investigation tab on the left navigation panel.

STEP 2: On the Background Checks section, click New.

STEP 3: Complete the following information on the Background Check Information section:
· Select Participant: Select the user Created RFH Participant 
· Select Background Check Type: Select DOJ, CACI, Megan’s Law, LIS, AARS (Administrative Action Information System), DMV, and FBI.
· Background Check Narrative: Type Test
· Passed Background Check: Select Yes
· Completed Date: User Created
· Resided outside of California in Last 5 Years?: Select No. 

NOTE: If yes is selected, you’ll need to add Adam Walsh on the Select Background Check Type field.

· NLI (No Longer Interested) Notification Sent Date: Leave blank.

STEP 4: Complete the following information on the Background Check Results section
· AARS:
· AARS Requested Date: Today’s Date
· AARS Received Date: Today’s Date
· AARS Results: Select Information Reviewed
· AARS Findings: Select No Further Action Needed

· CACI:
· CACI Requested Date: Today’s Date
· CACI Received Date: Today’s Date
· CACI Results: Select No Results
· CACI Findings: Select Clearance

· DMV:
· DMV Requested Date: Today’s Date
· DMV Received Date: Today’s Date
· DMV Results: Select Information Reviewed
· DMV Findings: Select No Further Action Needed

· DOJ:
· DOJ Requested Date: Today’s Date
· DOJ Received Date: Today’s Date
· DOJ Results: Select No Convictions
· DOJ Findings: Select Clearance

· FBI:
· FBI Requested Date: Today’s Date
· FBI Received Date: Today’s Date
· FBI Results: Select No Convictions
· FBI Findings: Select Clearance

· LIS:
· LIS Requested Date: Today’s Date
· LIS Received Date: Today’s Date
· LIS Results: Select Information Reviewed
· LIS Findings: Select No Further Action Needed

· Megan’s Law:
· Megan’s Law Requested Date: Today’s Date.
· Megan’s Law Received Date: Today’s Date
· Megan’s Law Results: Select No Results
· Megan’s Law Findings: Select No Further Action Needed

STEP 5: Click the Save button.

STEP 6: Click the X on the Background Check tab to navigate back to the RFA Application.

[bookmark: _Toc238829580]Lesson 3: Home Health & Safety Assessment
[bookmark: _Toc238829581]Scenario Narrative
As a part of the process, the RFA Worker must conduct an inspection of the home and complete a Home Health and Safety Assessment with their findings in CWS-CARES. During the inspection, the applicant informed the RFA Worker that they have completed the pre-approval training hours required by their county. The applicant provides 3 references. Following the inspection, the worker documents their Written Report in CWS-CARES as well as their interview with the applicant.    
With all required information documented in CWS-CARES, the worker reviews and submits it to their supervisor.  The RFA Supervisor approves the application. Upon approval, the applicant is now considered a Resource Family Home and is listed in the CWS-CARES RM Directory. The family completed their CPR and First Aid Training within 90 days.

[bookmark: _Toc238829582]Complete Home Health & Safety Assessment
STEP 1: Click the Assessments tab then the Home Health & Safety Evaluation subtab on the left navigation panel.
STEP 2: On the RFA 03 Home Health & Safety Evaluation section, click New.

STEP 3: Complete the following fields on the Assessment Information section:
· Assessment Reason: Select Application
· Does RFA03 meet standards?: Select Meets Standards radio button
STEP 4: Complete the following on the Residence & Capacity Information section:
· Type of Residence: User Created
· Number of Bedrooms: User Created
· Number of Bathrooms: User Created

NOTE: For the Counties contract out assessments with a Community Based Organizations (CBO), they would enter CBO Information.

STEP 5: Click the Save button.


Complete Home and Grounds Section
STEP 1: On the left navigation panel, click on the Home and Grounds tab within the Assessments record.

STEP 2: Complete the following fields on the Home and Grounds section:

· The home of the applicant(s)/Resource Family is clean, safe, sanitary, and in good repair: Select Met
· Outdoor and indoor passageways, stairways, inclines, ramps, and open porches are free of obstruction: Select Met
· The toilet, sink, and tub/shower are safe, clean, and in operating condition: Select Met
· Faucets for personal care have hot water that is at a safe temperature: Select Met
· All water used in the home is safe and sanitary: Select Met  
· Fireplaces, freestanding stoves, and space heaters are safely maintained and operated: Select Met
· The temperature of the home is safe and comfortable: Select Met
· Lighting in each room and other areas of the home is adequate to ensure comfort and safety: Select Met.
· Windows with security bars have safety release devices that meet all state and local requirements: Select N/A
· Smoke detectors, carbon monoxide detectors, and sprinklers (if applicable) are commercially manufactured, and functioning properly. Smoke detectors and carbon monoxide detectors are installed in hallways of each sleeping area: Select Met
· The applicant/Resource Family is approved to use delayed egress devices pursuant of Welfare and Institutions Code 16519.52: Select N/A
· There are first aid supplies appropriate to meet the needs of a child or NMD, and supplies are accessible to NMDs: Select Met
· Based on information provided by the applicant/Resource Family, and observations by the RFA program staff, animals in the home do not appear to be a health and safety risk to children or NMDs. (Concerns shall be evaluated and resolved prior to approval.): Select N/A
· List Animals in home/comments: Type Test.

STEP 3: Click Save & Proceed



Bedrooms
STEP 1: Complete the following fields in the Bedroom section: 
· There are no more than 4 children or 4 NMDs of the same gender or gender identity sharing a bedroom: Select No placement(s)
· There are no more than 1 child and 1 NMD of the same gender or gender identity sharing a bedroom: Select No placement(s)
· There are no children sharing a bedroom with a Resource Parent, applicant, or other adult residing in the home: Select No placement(s)
· There are no more than 2 infants sharing a bedroom with the Resource Family/applicant: Select No placement(s)
· There are no bedrooms used by a child or NMD that are commonly used for any other purpose, such as a passageway, utility room, or living room: Select Met
· Each bedroom used by a child or NMD has an operable window or door that ensures a safe, direct emergency exit to the outside: Select Met
· Each child or NMD has an individual bed with a clean and comfortable mattress: Select No placement(s)
· Each child’s or NMD’s bed has clean linens, blankets, and pillows, and is in good repair: Select No placement(s)
· Bunk beds are not more than 2 tiers high and have railings on both sides of the upper tier. The upper tier of the bunk bed is not used for children under 6 years old or who are unable to child into or out of the upper tier unassisted: Select No placement(s)
· Bedroom furniture is arranged to allow easy passageway between beds and easy entrance into the room: Select No placement(s)
· Each bedroom used by a child or NMD has sufficient storage space: Select Met.
· All infants, or a child requiring a crib, are supplied with an individual age and size appropriate, safe and sturdy bassinet or crib, with a clean and comfortable mattress and clean linen. (The crib or bassinet may not have a drop-side, be tiered, or stacked or have slats that could pose a risk of trapping an infant.): Select No placement(s)

STEP 2: Click Save & Proceed


Complete Outdoor Activity Space
STEP 1: Complete the following fields in the Outdoor Activity Space section:
·  Yards and outdoor activity spaces are free from hazards that may endanger the health and safety of a child or NMD: Select Met.
· All swimming pools, spas, and similar bodies of water are inaccessible to: Children in placement under 10 years of age; a child or NMD who is developmentally, mentally or physically disabled; a minor parent’s child or NMD parent’s child who is under 10 years of age, or developmentally, mentally, or physically disabled. Select one from the following: Select Met
· Safety Features in Use: Select Enclosure
· All pools are kept clean and maintained to ensure they are free from objects that may pose a risk to the safety of a child. Select one from the following: Select N/A
· Notes/Comments: Type Test
STEP 2: Click Save & Proceed


Complete Storage Area
STEP 1: Complete the following fields in the Storage Space section:
· All household knives, medicines, disinfectants, and cleaning solutions are inaccessible to a child or NMD. Note: A Resource Family/applicant may allow a child or NMD to have access to the above, as well as appliances, while applying the reasonable and prudent parent standard: Select Met
· All poisons such as pesticides, paint products, anti-freeze and other dangerous items are stored in a locked storage area: Select Met
· Firearms and other dangerous weapons are stored in a locked container such as a lock box or gun safe. Note: In lieu of locked storage, a Resource Family may use locking devices, as defined in Penal Code section 16860, such as trigger locks or cable locks. Select Met
· Ammunition is stored in a locked container, separate from firearms: Select Met
· Waste is located, stored, and disposed of in a manner that will not permit the transmission of communicable diseases or odors, create a nuisance, or provide a breeding place or food source for insects or rodents: Select Met
STEP 2: Click Save & Proceed


Complete Emergency Procedures 
STEP 1: Complete the following fields on the Emergency Procedures section:
· Emergency phone numbers are placed in a prominent location: Select Met.
· An identifiable “Emergency Binder” is maintained and accessible at all times for use in emergency situations: Select Met.
STEP 2: Click Save & Proceed


[bookmark: _Toc238829583]Complete Telephones 
STEP 1: Complete the following fields on the Telephones section:
· Cellular, internet, or landline telephone service is accessible to a child or NMD at all times. Select one from the following: Select Met.

STEP 2: Click Save & Proceed




Complete Records for Children Section
STEP 1: Complete the following fields on the Records for Children section:
· All the records of the child or NMD are maintained and appropriately stored in a confidential manner. If there are no placement(s), an appropriate location has been identified. Select one from the following: Select Met.
· If applicable, records of the child or NMD include documentation of prescription medications, injections, and glucose testing, as well as any refusals by a child or nonminor dependent to take a prescribed psychotropic medication. Select one from the following: Select No Placement(s).

STEP 2: Click Save & Proceed


Complete Food and Nutrition 
STEP 1: Complete the following fields in the Food & Nutrition section:
· Nutritious meals and snacks are available to children and NMDs including meals and snacks for special dietary needs or practices, if applicable. Select one from the following: Select No Placement(s).

STEP 2: Click Save and Proceed.

Complete Other Home Environment Standards 
STEP 1: Complete the following fields in the Other Home Environment section:
· Reportable incidents shall be properly reported to the approval and placement agencies. Select from the following: Select Met.
· Each child and NMD shall be accorded their personal rights as specified in Welfare and Institutions Code section 16001.9 and the RFA Written Directives. Select one from the following: Select Met.
· Reasonable and prudent parent standard shall be applied as required for decisions related to children. Select one from the following: Select Met.
· Care and supervision shall meet the specified needs of the child or NMD and ensures the child’s health, safety, and well-being. Select one from the following: Select Met.
· The Resource Family/applicant shall refrain from smoking and prohibit anyone else from smoking in the home or vehicles used to transport a child or NMD or when a child or NMD is present on the outdoor grounds of the home. Select one from the following: Select Met.
· Transportation shall be provided to children and NMDS for health-related services, school, and extracurricular, enrichment, cultural, and social activities. Select one from the following: Select Met.
· Vehicles that are used (or that will be used) to transport children or NMDs are in safe operating condition: Select Met.
· The Resource Family is transporting children in appropriate child passenger restraint systems. If no placement(s), appropriate restraint systems have been identified. Select one from the following: Select Met.

STEP 2: Click Save and Proceed.

Notes and Comments
STEP 1: Complete the following field on the Notes/Comment section:
· Notes/Comments: Type Test
STEP 2: Click Save and Proceed.


Complete Indian Community Standards 
STEP 1: Complete the following fields in the Indian Community Standards section:
· Did a tribal representative participate in the home health and safety assessment?: Select No.

STEP 2: Click Save.


Generate Document
STEP 1: Within the Assessments record, click Generate Document on the upper right hand corner.

A Generate Document pop up displays.

STEP 2: Complete the fields on the Generate Document popup:
· Document Type: Select RFA 03 - Resource Family Home Health and Safety Assessment Checklist. 
· Please Select Document Language: Defaults to English. Leave as is.

 NOTE: The Language defaults to English, but Spanish can be selected.

STEP 3: Click Generate.

NOTE: A DAP, Documented Alternative Plan, can be documented in the Health and Safety Assessment within the Assessments record.

STEP 4: Click the X on the Assessments tab to navigate back to the RFA Application record.


[bookmark: _Toc238829584]Document Pre-Approval Trainings
STEP 1: Click the Trainings tab on the left navigation panel.

STEP 2: On the Training Attendances section, click New.

STEP 3: Enter the following information on Training Details section:
· Name of the Training: User Created
· Category: Select Orientation
· Completed Date: User Created
· Hours Completed: Enter 12
NOTE: 
· RFH Applicants are required to have at minimum 12 hours of Pre-Approval Training completed. 
· Users will need to document multiple training instances if the ‘Hours Completed’ field is less than 12.  

· Training Description: User Created
· Training Provider: User Created
· Specialized Training: Select No
· Participants: Select the User Created RFH Applicant from the picklist
STEP 4: Click Save.

 
[bookmark: _Toc238829585]Complete Written Report Assessment
Complete RF (Resource Family) Contact Section
STEP 1: On the left navigation panel, click the Communications tab, then the RF Contact subtab.

STEP 2: On the All Contact Logs section, click New.

STEP 3: Complete the following fields on the Contact Log record:
· Participant(s): Select all user created Applicants Application 
· Contact Status: Select Completed
· Contact Purpose: Select Family Evaluation
· Contact Start Date/Time: User Created
· Visit Type: User Created
· Method: Select In-Person
· Location: Select Home
· Documentation Status: Defaults to Final
NOTE: In practice, if the application was still in progress, change the Status to Draft before saving.
· Tribal Representative will attend the visit: Select No
· Was a document generated from visit?: Select Yes
· Narrative: Type Test

STEP 4: Click Save.

STEP 5: Click the X on the Contact Log record to navigate back to the RFA Application.


Create Family Evaluation/Additional Information/Overall Evaluation Assessment
STEP 1: On the left navigation panel, click Assessments tab, then the Family Evaluation/Additional Information/Overall Evaluation subtab.

STEP 2: On the Family Evaluation/Additional Information/Overall Evaluation section, click New.

STEP 3: On the Assessment Information section, the fields are prepopulated. Click Save.


Complete Family Evaluation 
STEP 1: On the left navigation panel, click on the Family Evaluation tab within the Assessments record.

STEP 2: Complete the following fields on the Family Evaluation Information section: 
· Applicant(s) understands the legal and financial responsibilities for providing care to a child or nonminor dependent: Select Yes.
· Explanation: Type Test
· Applicant(s) understands the safety, permanency, protection, and well-being needs of children and nonminor dependents who have been victims of child abuse and neglect: Select Yes.
· Explanation: Type Test
· Applicant(s) understand the role as a Resource Family and has the capacity to work cooperatively with the agency, service providers, birth parents and extended family, and an Indian child’s Tribe (when applicable) in implementing the child’s case plan: Select Yes.
· Explanation: Type Test
· In the case of an Indian child, the applicant(s) demonstrates an ability and willingness to maintain the child’s connection with the Tribe, culture, family, and tribal community such as by visitation and participation in cultural events and ceremonies: Select Yes.
· Applicant(s) has demonstrated an understanding of the Personal Rights of children and nonminor dependents in care and understand the responsibility to safeguard those rights: Select Yes.
· Explanation: Type Test
STEP 3: Click Save & Proceed.

Complete Additional Information 
STEP 1: Complete the following fields in the Additional Information section:
· Applicant(s) has been provided with information regarding their right to Due Process: Select Yes
· Explanation: Type Test
· Applicant(s) has signed the Quality Parenting Initiative Plan (for QPI counties): Select Yes
· Explanation: Type Test
· Applicants has been provided with information regarding Adoption Assistance Program (AAP), Kin-GAP, Approved Relative Caregiver (ARC), and any other assistance that may apply: Select Yes
· Explanation: Type Test
· Applicant(s) has been provided with information on how to access health, mental health, and dental care through Medi-Cal, in-home supportive services, and developmental or other services based on the needs of the child or nonminor dependent in the care of a Resource Family: Select Yes
· Explanation: Type Test
· Any additional resources, services, or supports identified by the applicant and/or RFA Program Staff to support their role as a Resource Family and the child(ren)/youth in care or to strengthen their skill set or qualifications?: Select Yes
· Explanation: Type Test

STEP 2: Click Save & Proceed.

Complete Overall Evaluation 
STEP 1: Complete the following fields on Overall Evaluation Information section: 
· Was this a specific child approval?: Select No.
STEP 2: Click Save

STEP 3: Click the X on the Assessments tab to navigate back to the RFA Application.
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Add References
STEP 1: On the left navigation panel, click on the References tab.

STEP 2: On the References section, click New.

STEP 3: Complete the following fields in the Reference Information section:
· First Name: User Created
· Last Name: User Created
· Telephone Number: User Created
· Email Address: User Created (user should use a temporary email to practice)

NOTE: 
· If an email address is entered and the Send Reference Email checkbox is selected, the reference email is automatically sent. 

STEP 4: Complete the following fields in the Address Information section:
· Country: United States.
· Address Line 1: User Created.
· City: User Created.
· State: User Created.
· Zip Code: User Created.
· County: User Created.
STEP 5: Click Save.

NOTE: A minimum of three (3) references need to be documented for the RFA Application to be considered complete.

STEP 6: Click the X on the Application Participant tab to navigate back to the RFA Application. 

STEP 7: Repeat the steps above two more times.
Generate Written Report and Submit for Approval
Generate RFA Written Report
STEP 1: On the top right corner of the RFA Application banner, click Generate Document. 

NOTE: If it’s not visible, click the drop-down arrow and select Generate Document.

STEP 2: Complete the following fields on the Generate Document pop up:
· Select Template Type: Defaults to State. Leave as is.
· Document Type: RFA 05 – Resource Family Approval – Written Report.
STEP 3: Click Generate.



Finalize the RFA 05 - Resource Family Approval - Written Report
STEP 1: On the left navigation panel, click on the Documents tab.

STEP 2: On the In Progress Document List section, click the dropdown to the right of the generated document and click Edit.


STEP 3: Complete all editable fields.

STEP 4: Click Finalize Document in the top right corner.

Update Approval Supervisor
STEP 1: On the left navigation panel, click on the Approval Details/History tab within the RFA Application.

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

STEP 3: On the Additional Information section, complete the following fields:
· Type of Approval Request: Select Approve application.
· Capacity: Enter a number 1-5. 
STEP 4: Click Save.



Submit the Application for Approval
STEP 1: On the top right corner of the Application record, click the dropdown arrow and click Submit for Approval.

STEP 2: On the Submit for Approval popup click Submit.

Approve the Application
STEP 1: From the Approval Details/History tab, scroll to the Approval History section, and click the Approve button.

STEP 2: On the Approve Application pop up, click Approve.

STEP 3: Verify the Status of the Application is changed to ‘Approved’ on Application record banner.


Or Another way to approve the record: 

STEP 1: Click on the Notifications button (bell icon) and select the approval request notification.

STEP 2: Click Approve. 

STEP 3: Click on Approve on Application Approval pop-up. 



[bookmark: _Toc238829587]Generate the RFA 05A
STEP 1: Click Generate Document button on the top right corner (or click on the dropdown arrow and select Generate Document).

STEP 2: Complete the following fields on the Generate Document pop-up:
· Select Template Type: Defaults to State. Leave as is.
· Document Type: RFA 05A – Resource Family Approval Certificate.
· Please Select Document Language: Defaults to English. Leave as is.
STEP 3: Click Generate.

STEP 4: On the left navigation panel, click the Documents tab.

STEP 5: On the In Progress Document List section, click the dropdown arrow to the right of the generated document and click Edit.

STEP 6: Complete all editable fields.

STEP 7: Click Finalize Document in the top right corner.

[bookmark: _Toc238829588]Verify the Resource Family Home Record is Created
STEP 1: Click on the Notifications button (bell icon) and select the assignment notification. (e.g., “you have been assigned as a primary for Organization … RFH”).



Alternatively, open RFH Record by completing the following Steps:
STEP 1: Navigate to the Home Page. 

STEP 2: Select Organizations- tab from the drop-down of the Navigation Menu from the Home page. 

NOTE: Click the drop-down arrow next to Recently Reviewed and select My Organizations (list view).

STEP 3: Search for record.

STEP 4: Verify the Resource Family Home Record is created.

STEP 5: Click on the Name link, System will open a new tab to access the RFH Record created


[bookmark: _Toc238829589]Assign the RFH
STEP 1: Within the RFH Organization record click the Assignments tab on the left navigation panel.

STEP 2: On the Assignment section, click New.

		NOTE: If you’re not the assigned Primary worker, proceed with the steps below.

STEP 3: On the Details page, in the Select Assignment section complete the following fields:
· Responsibility: Select Primary
· Office: Defaults to your office
· Unit: Select User’s Unit
· Caseload: Select Username
STEP 4: Click Save

 
[bookmark: _Toc238829590]Lesson 4: Maintain Resource Family Home
[bookmark: _Toc238829591]Scenario Narrative (Part 1)
The family has received approval to operate as a Resource Family Home (RFH), a Resource Family Approval (RFA) Worker is assigned to ensure ongoing compliance and safety within their household. The RFA Worker visits the RFH and documents it as a contact in CWS-CARES.  This consistent documentation ensures that the family provides a safe and nurturing environment for the children in their care.   
Annually, the family must complete a minimum of eight hours of training designed to keep them informed about the best practices in caregiving and child welfare. The RFA Worker monitors these training requirements on the Resource Family Home’s profile and through alerts in CWS-CARES that remind them of upcoming deadlines. By logging completed training hours, the worker ensures a clear record of the family's commitment to continuous improvement and adherence to state standards.   
Every 24 months, the worker completes an Approval Update for the family. As part of the 24-Month Approval Update, the RFA Worker is made aware that a Resource Parent must be removed due to declining health. As a result, the RFA worker documents Removal of Resource Parent as a Secondary Update Reason. During the Approval Update, the RFA Worker will visit the Resource Family Home to conduct interviews and a Home Health and Safety assessment, verify the family’s information for the Written Report, confirm required trainings and subsequent arrest notifications, and obtain documentation of written request for the Resource Parent removal.  The worker uses alerts and documentation tools to ensure all steps are tracked efficiently and all requirements are met. If issues are identified during these reviews, the worker immediately devises and documents a corrective plan to address them, prioritizing the well-being of the children placed within the Johnson home. Through these measures, the worker ensures that the Johnson family remains a safe and compliant Resource Family Home. 
[bookmark: _Toc238829592]Document In-Home Visit and Training:
[bookmark: _Toc238829593]Document In Home Visit 
STEP 1: On the left navigation panel of the Organization Resource Family Home record, click the Communications tab then the RF Contact Log subtab. 

STEP 2: On the All Contact Logs section, click New. 

STEP 3: Complete the following fields on the New Contact Log record: 
· Participant(s): User Created RFH Parent 
· Contact Status: Select Completed
· Contact Purpose: Select RFA Case Management
· Contact Start Date/Time: User Created
· Method: Select In-Person
· Location: Select Home
· Documentation Status: Defaults to Final
· Narrative: User Created

STEP 4: Click Save.

STEP 5: Click the X on the Contact Log tab to navigate back to the Organization RFH record.



[bookmark: _Toc238829594]Document Training (Post Approval) 
STEP 1: Click the Participant Information tab, then the Trainings subtab on the left navigation panel. 

STEP 2: On the Training Attendances section, click New. 

STEP 3: Complete the following fields on the Training Details section: 
· Name of Training: User Created. 
· Category: User Created
· Completed Date: User Created
· Hours Completed: Type 8

NOTE: 8 hours a year is the requirement.

· Training Description: User Created
· Training Provider: User Created
· Specialized Training: Select No
· Select Participant: User Created RFH Participant
STEP 4: Click Save. 


[bookmark: _Toc238829595]Create a 24 Month (Biennial) Update 

Create an Update Request- 24 Month Update

STEP 1: Click the Status Requests tab then the Update subtab on the left navigation panel. 

STEP 2: On the Update Request section, click New.  

STEP 3: Complete the following fields on the Update Request Information section: 
· Primary Update Reason: Select 24 Month Update
· Secondary Update Reason: Select Obtain General Approval
· Information Change Requested Date: Select today’s date
· Does the update meet standards?: Select Meets
· Requires a Corrective Action Plan?: Select No

STEP 4: Click Save. 

STEP 5: Click the X on the Request tab to navigate back to the Organization RFH record. 



Document Contact Log
STEP 1: On the left navigation panel, click the Communications tab then the RF Contact Log subtab.

STEP 2: On the All Contact Logs section, click New. 

STEP 3: Complete the following fields on the New Contact Log record: 
· Participant(s): User Created RFH Participant
· Contact Status: Select Completed
· Contact Purpose: Select Approval Update
· Contact Start Date/Time: User Created
· Visit Type: Select Approval Update
· Method: Select In-Person
· Location: Select Home
· Documentation Status: Defaults to Final
· Narrative: Type Test

STEP 4: Click Save. 

STEP 5: Click the X on the Contact Log tab to navigate back to the Organization Resource Family Home record. 


[bookmark: _Toc238829596]Complete Home Health and Safety Assessment 

[bookmark: _Toc238829597]Scenario Narrative (Part 2)
Later, during the continued maintenance of the Resource Family Home, the family reaches out to the RFA Worker to verbally request inactive status due to a death in the family. The RFA Worker must update the family’s home status to Inactive in CWS-CARES, as well as the reasonings, effective date, and anticipated end date. Since the family does not have an active placement, the worker is able to successfully update the family’s home status.
Then, the family reaches out and informs the worker that they would like to close their Resource Family Home.
[bookmark: _Toc238829598]Place a Resource Family Home on Inactive Status

STEP 1: On the left navigation panel click the Status Requests tab, then the Inactive subtab.
 
STEP 2: On the Inactive Request section click New. 

STEP 3: Enter the following on the Inactive Information section: 
· Inactive Reason: User Created 
· Inactive Start Date: User Created

STEP 4: Click Save.

STEP 5: Navigate back to the Resource Family Home record. 



[bookmark: _Toc238829599]Closing a Resource Family Home
Family informs worker they would like to close home. The RFH marks the home as "Closed-Surrender" in CWS-CARES. 

Closing the Resource Family Home
STEP 1: Click the Status Requests tab then the Closure subtab on the left navigation panel.

STEP 2: On the Closure section, click New. 

STEP 3: Enter the following on the Home Closure Information section: 
· Closure Reason: Select Surrender 

NOTE: Surrender is voluntary. If the Agency is closing the home, it is a Forfeiture.

· NLI Form Submission Date: User Created 
· Closure Date: Today’s date 
· Closure Narrative: User Created 

STEP 4: Click Save.

[bookmark: _Toc238829600]Lesson 5: Resource Family Approval Complaints

[bookmark: _Toc238829601]Scenario Narrative
 A complaint is filed through hotline, alleging unsafe living conditions that pose a safety risk within a home. As the complaint involves a Resource Family Home (RFH), it is cross reported to the county RFA office after Hotline Supervisor approval. The RFA Investigator selects Complaint Investigation as the Complaint Pathway. An RFA Supervisor is notified that they have a complaint that must go through the pathway determination. RFA Supervisor determines to handle as a complaint. Once the pathway has been determined, an RFA Investigator is then assigned to the complaint and begins the investigation. During the investigation, the investigator adds complaint-specific allegations of inadequate childproofing in the home to the record, contacts the complainant to gather additional information, and logs this interaction as a contact. After their review, the investigator substantiates the allegations but determines the issue can be addressed through a Corrective Action Plan (CAP). 
The RFA Worker creates a CAP in CWS-CARES and records the issue as a deficiency, that is correctable, and details how the family can resolve it within 30 days. The RFA Worker then generates the RFA 9099C along with the 9099 and delivers it to the RFH, who agrees with the CAP. The RFA Worker will now monitor the CAP and continue to work with the RFH to correct the identified deficiencies.   
Ten days prior to the CAP due date, the RFA Worker is notified that the RFH's CAP due date is approaching. The RFA Worker reaches out to the RFH, and the family informs the RFA Worker that they have not corrected the deficiency and the RFA Worker continues to follow up. On the day of the due date, the family informs the RFA worker that they have not corrected the deficiency and will not be doing so. Therefore, the RFA Worker documents that the CAP was not completed by the due date and indicates that they have submitted a request to legal for consult to rescind the approval, along with the 30-day notice prior to consult.

[bookmark: _Toc238829602]Accessing Data Seeded Records
Follow the steps below to access a data seeded Resource Family Home that can be used to complete the functionality in this lesson:
STEP 1: Ensure you are logged into the CARES104 Training Environment

STEP 2: From your homepage, search for your assigned RFA ID in the global search
· Note: You can get this number from your course facilitators

STEP 3: Click the hyperlinked ORG ID to navigate to the specific record you will use  

STEP 4: On the ORG record, navigate to the seeded Complaint record (in the Complaints & RSO tab)

[bookmark: _Toc238829603]Complete Complaint Investigation
STEP 1: Click the Complaints & RSO tab then the Complaints subtab on the left navigation panel.

STEP 2: On the Complaints section, click the Complaint ID.

STEP 3: Complete the following on the Complaint Information section:
· Complaint Pathway: Select Complaint Investigation 
· Is it a serious complaint: Select No 

STEP 4: Scroll down and click Save. 



Assign Primary Worker to Complaint
STEP 1: Click the Assignments tab on the left navigation panel within the Complaint record.

STEP 2: On the Assignments section, click New. 

STEP 3: Complete the Select Assignment section:
· Assignment Area: In County Assignment is select by default
· County: Select by default  
· Responsibility: Select Primary
· Unit: User’s Unit
· Caseload: User’s Name
STEP 4: On the Assignment Details section, complete the Reason for Assignment field and select Administrative Reassignment

STEP 5: Click Save. 

STEP 6: Navigate back to the Complaint record.
Add Core Participant (RFH Participant)
STEP 1: Click the Participants tab on the left navigation panel within the Complaint record.

STEP 2: On the Core Participant section, click the New button.

STEP 3: Complete the following on the Person Search Criteria section: 
· First Name: User name of RFH Participant 
· Last Name: User created
· Date of Birth: User Created 
· County: use User’s County
· Sex at Birth: User Created
· Race: User created 

STEP 3: On the Search results, click the Add New Person button. 
NOTE: In practice, if the person is found click the radio button to the left of their name then click Select Person button.

STEP 4: Complete the following on the Information section: 
· Role: Select Alleged Perpetrator
· Secondary Role: Select Resource Parent

STEP 5: Click Save. 


STEP 6: Navigate back to the Complaint record. 


Add Allegations
STEP 1: Click the Allegations tab on the left navigation panel. 

STEP 2: On the Allegations section, click New.

STEP 3: Complete the Allegation Details section:
· Alleged Victim: Select the Alleged Victim
· Alleged Perpetrator: Select the Alleged Perpetrator
· Allegation Type: User created
STEP 4: Click Save. 

STEP 5: Complete the Allegation Rationale field:
· Allegation Rationale: User created. 
STEP 6: Click Save.
STEP 7: Click the X on the Allegation tab to navigate back to the Complaint record. 



Add a Contact Note
STEP 1: Click the Contact Log tab on the left navigation panel. 

STEP 2: On the Contact Log section, click the New button. 

STEP 3: Complete the following on the Contact Details section:
· Contact Start Date/Time: Today’s date and time 
· Contact Purpose: Select Investigation Interview with Resource Family/RFA 9099
· Follow-up Comments: User created
· Participant: Select the Child and Caregiver
· Contact Status: Select Completed
· Method: Select In-Person
· Location: Select Home 
· Documentation Status: Defaults to Final
· RFA 9099-Referral Findings: User created
· Is Visit Announced on the Contact: Select Yes
· RFA 9099-Estimated Days for Completion: Type 2

STEP 4: Click the Save button.

STEP 5: Click the X on the New Complaint Contact Note tab to navigate back to the Complaint record.



Submit Complaint for Approval
Update Approval Supervisor
STEP 1: Click the Approval Details/History tab on the left navigation panel of the Complaint record.

STEP 2: On the Complaint Pathway Approval Details section update the Approval Supervisor and select yourself.

STEP 3: Click Save.


Submit for Approval
STEP 1: Click Submit for Approval button on the upper right corner.

STEP 2: On the Submit for Approval pop up, click Next.

STEP 3: Click Finish.



Approve the Complaint Pathway for approval
STEP 1: Scroll down to the Approval History section and click Approve.

STEP 2: On the Approve Complaint pop up, click Approve.

Document Allegations and Findings
STEP 1: Click the Allegations tab on the left navigation panel within the Complaint record.

STEP 2: On the Allegations section, click the Allegation ID link. 

STEP 3: Complete the following on the Allegation Details section: 
· Allegation Finding: Select Substantiated
· Allegation Finding Rationale: User created
STEP 4: Click Save. 

NOTE: Repeat the steps for each Allegation ID link.
STEP 5: Click the X on the Allegation tab to navigate back to the Complaint record.

Create Correction Action Plan
STEP 1: On the Complaint record, click the Corrective Action Plan tab on the left navigation panel.

STEP 2: On the Corrective Action Plan section, click New.

STEP 3: Complete the following on the CAP Details section:
· Plan Reason: Select Complaint Investigation
· Complaint ID: Select the Complaint ID link available
· Start Date: Select today’s date
STEP 4: Click Save. 



Create a Deficiency Record
STEP 1: Within the Corrective Action Plan record, click the Deficiencies tab on left navigation panel.

STEP 2: Complete the following on the Deficiency Details section: 
· Deficiency Type: Select Home Environment
· Deficiency Correction Due Date: Within 30 Day
· Deficiency Correction Details: User created
STEP 3: Click Save. 


Generate RFA 809 C – Resource Family Visit – Corrective Action Plan
STEP 1: Within the Plan record, click Generate Document.

STEP 2: On the Generate Document pop up complete the following: 
· Select Template Type: Defaults to State
· Document Type: Select RFA 809C - Resource Family Visit - Corrective Action Plan
· Please Select Document Language: Defaults to English
STEP 3: Click Generate.

STEP 4: The document can be viewed by clicking on the Documents tab within the Plan record.



Submit Corrective Action Plan for Approval and Approve 
Update Approval Supervisor
STEP 1: Within the Plan record, click the Approval Details/History tab on the left navigation panel. 

STEP 2: On the Approval Details section, update the Approval Supervisor and select yourself.

STEP 3: Click Save. 



Submit for Approval
STEP 1: Click Submit for Approval button on the upper right corner within the Plan record.

STEP 2: On the Submit for Approval pop up, click Next.



Approve the Request
STEP 1: Scroll down to the Approval History section and click Approve.

STEP 2: On the Approve Plan pop up click Approve. 

STEP 3: Click the X on the Plan record to navigate back to the Complaint record.



Update Complaint Conclusion
STEP 1: Within the Complaint record, click the Details tab on the left navigation panel and scroll down to the Complaint Conclusion section.

STEP 2: Complete the Complaint Conclusion field and select Complaint Closed-No Further Action.

STEP 3: Click Save.

STEP 4: Close the Complaint record. 

[bookmark: _Toc238829604]Lesson 6: Resource Family Approval Legal Action

[bookmark: _Toc238829605]Scenario Narrative
The RFA Worker schedules a Legal Consultation and prepares the Legal Consultation Memo. Upon meeting with a CDSS attorney, and it's determined that there is enough evidence to move forward with legal action against the RFH. A Notice of Action (NOA) is sent to the family, detailing the recission of their Resource Family Approval due to failure to comply with RFA Standards. The family decides to appeal the decision. The RFA Worker documents the appeal information in CWS-CARES, preparing the case for hearings.
[bookmark: _Hlk219984584]
[bookmark: _Toc238829606]Create Legal Consultation on RFH
Create Legal Consultation 
STEP 1: Navigate to the Organization Resource Family Home record.

STEP 2: Click the Legal Consults & Appeals tab on the left navigation panel. 

STEP 3: On the Legal Consult section click New.

STEP 4: Complete the following on the Legal Consult Details section:
· Resource Parents: Select the caregiver
· Reason for Legal Consult: Select Recission
· Recission Type: Select Failure to comply with RFA Standards.
STEP 5: Click Save.



Create Initial Legal Consult Meeting 
STEP 1: Click the Legal Consult Meetings tab on the left navigation panel. 

STEP 2: On the Legal Consult Meetings section, click New.

STEP 3: On the Legal Consult Meeting Information section, complete the following:
· Meeting Purpose: Select Initial Legal Consult Meeting
· Status: Select Completed
· Start Date and Time: Select today’s date

STEP 4: Click Save.

STEP 5: Navigate back to the Legal Consult record.



Generate Legal Memo & Fill out Legal Memo 
STEP 1: Click the Generate Document button on the upper right corner.

STEP 2: On the Generate Document popup, complete the following:  
· Template Type: Defaults to State
· Document Type: Select Resource Family Approval Legal Consultation
STEP 3: Click Generate.


Finalize Document
STEP 1: Click the Documents tab on the left navigation panel within the Legal Consult record.

STEP 2: On the In Progress Document List section, click the down-arrow to the right of the Resource Family Approval Legal Consultation document and click Edit.

	The document displays in a separate browser. 

STEP 3: Click Finalize Document.


[bookmark: _Toc238829607]Create Notice of Action 
STEP 1: Click the Notices tab on the left navigation within the Legal Consult record.

STEP 2: On the All Notices of Action section, click New.

STEP 3: Complete the Details section:
· Notice Type: Select 09 (Notice of Action Regarding Resource Family Approval). 

NOTE: The RFA09B, RFA09E, RFA09 can also be generated here.

· Notice Being Sent to: Select the caregiver
STEP 4: Complete the following on the Serve Attempt Information section:
· Method of Delivery: User Selected
· Date Notice Served: Select today’s date
STEP 5: Click Save



Generate the Notice of Action Document 
STEP 1: Click Generate Document button on the upper right corner of the Notice record. 

STEP 2: On the Generate Document pop up, complete the following:
· Select Template Type: Defaults to State
· Document Type: Select RFA 09- Notice of Action Regarding Resource Family Approval

STEP 3: Click Generate. 


Finalize the RFA 09- Notice of Action Regarding Resource Family Approval
STEP 1: Click the Documents tab on the left navigation panel within the Notice record.
		
The document displays on the In Progress Document List section.

STEP 2: Click the drop down-arrow to the right of document and click Edit.

	The document displays in a separate browser.

STEP 3: Review the document then click Finalize Document.

STEP 4: Click the X on the Notice tab to navigate back to the Legal Consult record. 


[bookmark: _Toc238829608]Create Appeal
Create a New Appeal Record
STEP 1: Click the Appeals tab on the left navigation panel within the Legal Consults record.

STEP 2: On the All Appeals section click New. 

STEP 3: Complete the following on the Appeals Information section:
· Appeal Received Date: Select today’s date
· Notice of Action: Select the link for notice 
· Appeal Sent By: Select Resource Parent.
· Appealed by Resource Parent: Select the caregiver from the picklist
· Hearing Forum: Select SHD (State Hearing Dept).
STEP 4: Click Save.


Create an Appeal Hearing
STEP 1: Click the Hearings tab on the left navigation panel within the Appeal record.

STEP 2: On the Appeal Hearings section, click New.

STEP 3: Complete the following on the Appeal Hearing Information section:
· Hearing Type: Select Appeal Hearing
· Hearing Date and Time: Select today’s date
· Assigned Attorney: User created
· Hearing Result Narrative: User created
STEP 4: Complete the following on the Appeal Address Information section:
· Appeal Address Information: User created

STEP 5: Click Save.



[bookmark: _Toc238829609]Managing Administrative Action Research System (AARS) Status
Document AARS Status
STEP 1: Click Details tab on the left navigation panel within the Appeal record.

STEP 2: Scroll down to the ACMS & AARS Information section complete the following:
· AARS Status field: Select NOA Uploaded

STEP 3: Click Save.







[bookmark: _Toc238829610]Lesson 7: Registered Sex Offender (RSO) Investigations
[bookmark: _Toc238829611]Scenario Narrative
Each month, California Department of Social Services (CDSS) receives a spreadsheet listing Resource Family Homes (RFH) potentially linked to Registered Sex Offenders (RSO). The Robinson family is flagged on this list due to an address match, which prompts CDSS RFA Oversight Staff to create an RSO Address Investigation record in CWS-CARES for the home and send it to their corresponding county.  
A County RSO Supervisor reviews and assigns the Robinson family's Address Investigation record to an RSO Investigator to investigate the address. In CWS-CARES, the RSO Investigator views their assignment on the RSO Investigation homepage. They notice that their assignment has a green flag, indicating that the due date is at least 6-45 days away. The RSO Investigator contacts the Primary Resource Parent listed on the home’s Provider Person record to schedule a meeting to talk. The RSO Investigator conducts the investigation using a set of questions and documents their findings on the Address Investigation Record.   
During this investigation, it is discovered that the RSO lived in the same apartment complex but did not have any associations with the RFH. The RSO Investigator documents that the RSO has no association with the SCP (Substitute Care Provider) home at the identified address, no safety action is required, and the status of the home at the time of completion is “RSO Investigated – ok to place” on the RSO Address Investigation record before submitting it for approval. The RSO Supervisor then reviews the case and approves, which then locks the record so that it is no longer in the RSO Investigators queue. CWS-CARES automatically closes and archives the investigation. The results are sent to CDSS, validating that the Robinson family home maintains compliance and remains a secure environment for foster care. 


[bookmark: _Toc238829612]Create and Document a Register Sex Offender Address Match Investigation
Create a New RSO Investigation
STEP 1: From the Homepage, on the Navigation Menu, click the drop-down arrow and select RSO Address Match.

STEP 2: On the RSO Address Matches section, click the drop-down arrow and select RSO Current RSO Investigation Assignments.

STEP 3: On RSO Address Investigations section, click New.  



Create a New RSO Investigation
STEP 1: On the New RSO Investigation record, enter the following information: 
· Resource Family: User created (created above).  
· RSO Name: User created
· RSO Date of Birth: User created
· SCP Start Date: User created
· Case ID: User created
· County: User created
· Client ID: User created
STEP 2: Click Save



Create Assignment
STEP 1: On the RSO Address Investigation page, click on Assignments on the left navigation.  

STEP 2: On the Assignments banner, click New.  

STEP 3: On the Assignments page, enter the following information: 
· Responsibility: Primary.  
· Unit: User created.  
· Caseload: User created.  

STEP 4: Assignment Details section, enter the following: 
Reason for Assignment: User created.  

STEP 5: Click Save. 

[bookmark: _Toc238829613]Complete RSO Address Investigation
Navigate to RSO Address Investigation within RFH Profile 
STEP 1: Navigate to the notifications bell icon and select the RSO Address Investigation Assignment.

STEP 2: Alternatively, using the RM Directory, navigate to the Resource Family Home that has been associated with the RSO Address Investigation. 

STEP 3: On the Left-Hand Navigation panel of the Resource Family Home, click on the RSO Investigation tab under the Complaints & RSO dropdown.

STEP 4: Select the RSO Address Investigation ID. the RSO Address Investigation page, click on Assignments on the left navigation.  

STEP 5: On the Assignments banner, click NEW.  



Document Contact 
STEP 1: Within the RSO Address Investigation page, click Contact Log.

STEP 2: In the Contact Log banner, click New. 

STEP 3: Complete the following fields: 
· Participant(s): User Created RFH Participant. 
· Contact Status: Completed. 
· Contact Purpose: Conduct RSO Address Investigation. 
· Contact Start Date/Time: User Created.
· Visit Type: None. 
· Method: In-Person. 
· Location: Home. 
· Documentation Status: Final. 
· Scenario: User Created. 

STEP 4: Click Save.

Green success notification displays.


Document RSO Address Investigation Findings 
STEP 1: Navigate back to the RSO Address Investigation screen and click Details.

STEP 2: Scroll to the Finding Information section.

STEP 3: Complete the following fields:
· Safety Action: No safety action required
· RSO Address Verification Outcome: RSO has no association with the SCP home at the identified address
· SCP Home Status: RSO Investigated – ok to place 


Document RSO Address Investigation for Approval 
STEP 1: Navigate In the left navigation panel of the RSO Address Investigation, click Approval Details/History. 
Approval Supervisor: User’s name. 

STEP 2: Click Submit for Approval. 

STEP 3: Navigate to the notifications bell icon and select the request for approval of the plan. 

STEP 4: Click Approve.  
	
NOTE: Another way to approve the record: 
[bookmark: _Hlk220939053][bookmark: _Hlk220939066][bookmark: _Hlk220939211][bookmark: _Hlk220939254]Click on the Approval Details/History tab, at the bottom in Approval History section, click the Approve button.
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