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Probation Training 
Training Guide
 
Courts 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: _Toc240541135]Lesson 1: Key Processes to Open a Case
[bookmark: _Toc240541136]Scenario Narrative
A youth (age 15) has a history of involvement with local law enforcement and was recently arrested. Due to an escalation in their criminal behavior and the fact that the youth’s parent stated that they cannot control their behavior, the Juvenile Court took jurisdiction under Section 602 of the Welfare and Institutions Code (WIC), the Court made Findings and Orders for out-of-home placement, and the youth was placed on formal probation under supervision of the Probation Department.  
Once the Probation Department receives the court order, a designated probation staff person reviews the case, approves it, and assigns the new case to a Juvenile Probation Officer in their dedicated probation system and the Juvenile Probation Officer opens a new non-investigative case for the youth in CWS-CARES. 
[bookmark: _Toc240541137]Create a New Non-Investigative Case 
Use the following steps to create a non-investigative case for Probation:  
STEP 1: On the Home page, click New Case in the Action Launcher & Quick Links card

Note: If a user has multiple permission(s), they may need to find the New Case button using the drop-down arrow in the Action Launcher & Quick Links card.

 
[bookmark: _Toc240541138]Search & Add Person(s) 
STEP 1: On the Person Search page, complete the following fields to conduct a person search: 
· First Name: User created
· Last Name: User created 
· Sex at Birth: User created
· Date of Birth: 02/06/2009 
· County of Jurisdiction: Select your county 
· Race: User created
STEP 2: Click Search. 
STEP 3: Select New Person.  
Note: If the person did already exist in the system, the user could select the person’s name in the search results and follow the steps below.
STEP 4: Within the person record, click Add Person to Case in the top right corner. 
[bookmark: _Toc240541139]Update New Case Information 
STEP 1: From the New Case page, complete the following details: 
· Case Type = Select Juvenile Probation. 
· Primary Responsible Agency = Select Juvenile Probation. 
· Date Notification Received = Select Today’s Date
· Service Component = Select Family Reunification. 
· Source: Select Court.  
· Method of Notification Received: Select Court order. 
Note: Users should always make sure that their correct caseload is indicated in the Caseload field. This will typically populate with the creating user’s caseload from their primary office. If this is blank, then the user does not have a caseload.
STEP 2: Click Save. 
 
[bookmark: _Toc240541140]Submitting & Approving the Probation Case
Submit the Probation Case for Approval
Complete the following steps to submit the probation case for approval:
STEP 1: On the Case screen, in the left navigation panel, click History and then select Approval Details/ History. 

· Approval Supervisor = Select yourself. 
STEP 2: Click Save. 
STEP 3: On the Case screen, select the Submit for Approval button in the top right corner of the screen, and then click the Next button.
A Submit for Approval pop up window will appear
STEP 4: Click Finish

Approve the Probation Case
Complete the following steps to approve the probation case:
STEP 1: On the Case screen, in the left-hand navigation panel, click the History dropdown and then select Approval History
STEP 2: On the Approval History banner, click Approve, and then Approve again to finish approval. 
Note:
· You can find the case number for the non-investigative in the top right corner of the Case page under the Case ID field.

Reassign the Probation Case
If you have a need to re-assign a case you created to another person in your organization, complete the following steps:

STEP 1:  On the Case screen, in the left-hand navigation panel, click the Case Details tab, then click the Assignments subtab.

STEP 2: On the Assignments tab, click the New button in the right-hand corner.

STEP 3: On the New Assignment page, under the Select Assignment section, complete the following fields :
· Responsibility: User can select whether the new assignee will be primary, secondary, or read-only.
· Primary will give the user full access to the case
· Secondary will give the user full access to the case
· Read-Only will only allow the user to read information on the case, they will NOT be able to add or edit existing records.
· Office: Select the applicable office for the new assignee 
· Caseload: Select the name of the caseload you would like to be the new assignee

STEP 4: On the New Assignment page, under the Assignment Details section, complete the following fields:
· Reason for Assignment: Select Administrative Reassignment

[bookmark: _Toc240541141]Add Core Participants to Probation Case
Add Core Participants
To add Core Participant(s) to the probation case, complete the following:
STEP 1: On the left navigation panel, click on Persons Involved tab. 

STEP 2: On the Core Participant banner, click the New button to add a new participant.

STEP 3: Enter the following Person Information: 

· First Name = <Tester created>. 
· Last Name = <Tester created>.
· Sex at Birth = Male.  
· Date of Birth = XX/XX/XXXX. 
· County = <Use Tester’s County>. 

STEP 3: Select Next. 
STEP 4: At the bottom of the screen, click Add New Person. 
STEP 5: On the New Case Person screen, under Person Information, complete the following information:
· Role: Select Parent
NOTE: When Parent is selected CFT Member is automatically selected as a role, making the CFT info required
STEP 6: Click Save

Add Relationship 
Person Relationships consist of parents, adults fulfilling the parental role, guardians, children, and others related by ancestry, adoption, marriage, domestic partnership, and cohabitation; or as defined by the family itself.  
STEP 1: In the left navigation panel of the Persons Involved record, select the Relationships tab. 

STEP 2: Complete the following fields in the Information section: 

· Relationship Category: Select Immediate Family. 
· Family Relationship Modifier: Select Biological. 
· Relationship Type: Select Father. 

STEP 2: Complete the following fields in the Reciprocal Relationship Information section: 
· Related Person: Select the Focus Child
· Reciprocal Relationship Type: Defaults to Child, but you can change it to daughter or son. The two options are available to record gender neutral relationships
· Start Date: System automatically defaults to child’s date of birth 
STEP 3: Click Save.

NOTE: 
· Once saved, a summary is displayed on the Relationships section (just above the Information section within the Person Involved record).

Credit and Identity Theft Check 
STEP 1: In the left navigation panel of the Persons Involved record, select the Background Information tab. 

STEP 2: Click the Credit Report History subtab. 

STEP 3: Click the New button. 

STEP 4: Complete the following fields in the Credit History Information section: 

· Requested By: 
· Request Date:
· Credit Agency:
· Status: 
· Status Date: 
· Date Results Provided to Youth:  
· Result Outcome:

STEP 5: Click the Save button.

Drugs, Alcohol and Mental Health Issues
STEP 1: Select the Persons Involved tab on the left navigation panel.  

STEP 2: Click the Name link of the child with drug, alcohol, and/or mental health issues. 

STEP 3: Select the Health Information tab followed by the Health Records subtab. 

STEP 4: Click the New button within the Behavioral/Emotional/Social Health section. 

NOTE: A Behavioral and Emotional Health Condition record must be created first before the alcohol or substance abuse record can be created.   

Behavioral and Emotional Health Condition Record
STEP 1: Click the radio button for Behavioral and Emotional Health Condition within the New Health Information Section.   

STEP 2: Click Next.

STEP 3: Select the radio button for No, Select New Provider.  

STEP 4: Complete the following sub sections as follows: 

· Provider Name: Mark Peter (Not a real provider)
· Service Provider Organization: Mark Peter (Not a real service provider organization)
· County: Mono (Choose from the picklist)
· City: Los Angeles
· Service Category: Substance Use Services (Choose from the picklist)
· Service Type: Substance Use Assessment and Treatment (Choose from picklist)

STEP 5: Click the Next button, then click the Manually Enter Provider Information button. 

STEP 6: Complete the following mandatory fields: 

· Provider Documented in RM Directory: Auto populates to No
· Provider Name (NCANDS): Mark Peter (Not a real provider)
· Country: United States (Auto populates)
· Address Line 1: 1216 Apple Street (Faux address)
· City: Los Angeles
· State: California
· Service Category: Substance Use Services (Choose from the picklist)
· Service Type: Substance Use Assessment and Treatment (Choose from picklist)

STEP 7: Complete the following for Behavioral and Emotional Health Condition Information:

· Behavioral and Emotional Health Need (AFCARS, NCANDS): Other Behavioral or Emotional or Social Health Need
· Other Behavioral/Emotional/Social Health Need: Substance and alcohol abuse with mental health issues.
· Source Name: Mary Jay
· Source Relationship to Focus Child: Teacher
· Date Source Observed Concern (NCANDS): 09/01/2026
· End Date (AFCARS, NCANDS): Today’s date
· Date Reported to Probation Officer or Social Worker: Today’s Date


STEP 8: Click the Save button. 

NOTE: X out of Health Information and it will take you back to the Health Records tab. 

STEP 9: Click the New button. 

STEP 10: Select the Alcohol or Substance radio button. 

STEP 11: Click the Next button. 

STEP 12: Select the No, Select New Provider radio button within Select Provider from Recent Health Records sub section. 

STEP 13: Complete the following sub sections of Select Provider:

· Provider Documented in RM Directory: Auto populates to No
· Provider Name (NCANDS): Mark Peter (Not a real provider)
· County: Los Angeles (Choose from picklist)
· City: Los Angeles
· Service Category: Substance Use Services (Choose from the picklist)
· Service Type: Substance Use Assessment and Treatment (Choose from picklist)


STEP 14: Click the Next button then click the Manually Enter Provider Information button.

STEP 15: Complete the following for Provider Information:

· Provider Name (NCANDS): Mark Peter (Not a real provider)
· For Provider Address Validation, complete the mandatory fields. 
· Country: United States (Auto populates)
· Address Line 1: 1216 Apple Street (Faux address)
· City: Los Angeles
· State: California

STEP 16: Complete the following section’s mandatory and relevant fields:

· Current Alcohol or Substance Use Information: Yes 
· Type of Use Challenge (NCANDS): Substances
· Substance Type: Other Substance Not Listed
· Has Person Received Treatment: No
· Source Name: Mary Jay
· Source Relationship to Focus Child: Teacher
· Date Source Observed Concern (NCANDS): 09/01/2026
· Date Reported to Probation Officer or Social Worker: Today’s Date
· Reason Refused Treatment: Child/minor stated he likes getting high on drugs and alcohol with his friends. 

STEP 17: Click the Save button. 

NOTE: X out of Health Information and it will take you back to the Health Records tab. 

Reproductive and Health Education Rights Record
STEP 1: Click the New button for Behavioral/Emotional/Social Health.

STEP 2: Select the radio button for Commercial Sexual Exploitation At-Risk Indicators. 

STEP 3: Click the Next button. 

STEP 4: Complete the relevant fields: 

· CSE AT-RISK Indicators (AFCARS): Youth gives vague or misleading information about their age, whereabouts, residence, or relationships. 
· Source Name: Mary Jay
· Source Relationship to Child: Teacher
· Date Source Observed Concern (NCANDS): 09/01/2026
· Date Reported to Probation Officer or Social Worker: Today’s Date
· Additional Information: Child/minor would benefit from an annual sex and health education class. 

STEP 5: Click the Save button. 

Create a CANS Assessment
STEP 1: Click the Assessments tab on the left navigation panel. 

STEP 2: Select the New button for CANS Assessment. 

STEP 3: Complete the Assessment Information section:

· Assessment Reason: Select Initial
· Assessment Date: Auto populates
· Child/Youth Has Caregiver: Select Yes
· Caregivers: Select Penny from the picklist

NOTE: The caregiver in CANS is usually one or both parents, not the Substitute Care Provider. We rate the Parents’ strengths and need to include in the Case plan. Functionality is not allowing us to add the parents, if we answer yes to the Child/Youth Has Caregiver you will likely get an error message. Change it to no and you will be able to proceed.

STEP 4: Click the Save button. 

STEP 5: Select the Assessment link within the Assessment Record. You will be redirected to the P-CIS interface to begin the CANS Assessment. 

NOTE: If the link fails to display, refresh the page. If the CWS-CARES session has expired, re-login will be required. Workers will receive notification indicating the CANS Assessment has been created in P-CIS via the Notification Bell. P-CIS may take several seconds to completely load. 

STEP 6: Scroll down and click Save, then Submit. Complete the Assessment with the following information: 

NOTE: Click the (+) sign on the left of the questions to expand definitions and guidance. The fields that require completion will be highlighted in red. 

· Assessment Details:
· Completer Last Name: Enter your name
· Completer First Name: Enter your name
· Completer Role: Enter or Select (1) Child Welfare Caseworker
· Release of Information on File: Select Yes
· IP-CANS Module: Select/Enter 1
· Number of Parents and Caregivers Involved In Case: Select/Enter 1
· Behavioral/Emotional Needs Domain: 
· Psychosis: 0
· Impulsivity/Hyperactivity: 0
· Depression: 0
· Anxiety: 0
· Oppositional (Non-Compliance with Authority): 0
· Conduct: 0
· Anger Control: 0
· Substance Abuse: 0
· Adjustment to Trauma: 0
· Notes: Leave Blank
· Life Functioning Domain:
· Family Functioning: 1
· Living Situation: 1
· Social Functioning: 0
· Development/Intellectual: 0
· Decision Making: 0
· School Behavior: 0
· School Achievement: 0
· School Attendance: 0
· Medical/Physical: 0
· Sexual Development: 0
· Sleep: 0
· Risk Behaviors Domain:
· Suicide: 0
· Non-suicidal Self-injurious Behavior: 0
· Other Self Harm (Recklessness): 0
· Danger to Others: 0
· Sexual Aggression: 0
· Delinquent Behavior: 0
· Runaway: 0
· Intentional Misbehavior: 0
· Cultural Factors Domain:
· Language: 0
· Tradition and Rituals: 0
· Cultural Stress: 0
· Strengths Domain: 
· Family Strengths: 1
· Interpersonal: 1
· Educational Setting: 1
· Talents and Interests: 1
· Spiritual/Religious: 0
· Cultural Identity: 0
· Community Life: 0
· Natural Supports: 0
· Resiliency: 0
· Potentially Traumatic/Adverse Childhood Experiences Domain:
· Sexual Abuse: No
· Physical Abuse: No
· Neglect: Yes
· Medical Trauma: No
· Witness to Family Violence: No
· Witness to Community/School Violence: No
· Natural or Manmade Disaster: No
· War/Terrorism Affected: No
· Witness/Victim to Criminal Activity: No
· Disruptions in Caregiving/Attachment Losses: Yes
· Parental Criminal Behavior: Yes
· Caregiver Resources and Needs: 
· Select the Parent
· Supervision: 2
· Involvement with Care: 2
· Knowledge: 0
· Social Resources: 2
· Residential Stability: 0
· Medical/Physical: 0
· Mental Health: 0
· Substance Abuse: 3
· Developmental: 0
· Safety: 2

STEP 7: Click the Save button, followed by the Submit button.  

STEP 8: Select the X on the P-CIS tab to navigate back to CWS-CARES. 

Approve a CANS Assessment
STEP 1: Click the Notification bell icon within P-CIS. 

STEP 2: Select the Review button. 

STEP 3: Choose the Review button within the Assessment Details section. 

STEP 4: Click the Approve button.

NOTE: Clicking Return will return it for corrections. 

STEP 5: Select Yes on the Confirm Approve popup.

STEP 6: Click the X on the P-CIS window to navigate back to CWS-CARES. 

[bookmark: _Toc240541142]Lesson 2: Creating Emergency Placements & Entering Rates
[bookmark: _Toc240541143]Scenario Narrative
This will be a continuation of the scenario we had in Lesson 1...
The youth will be placed with his paternal aunt and uncle in an emergency placement (pre-RFA approval). The Juvenile Probation Officer creates a Removal Record, indicates Legal Authority 602 and creates a Child Location placement in CWS-CARES to document that the youth is placed with their paternal aunt, who have been approved placement providers.  
[bookmark: _Toc240541144]Add Birth Country to Child’s Person Record
NOTE: Prior to initiating a Removal, the child’s country of birth needs to be documented in their Person record.
To add the child’s country of birth, complete the following steps:
STEP 1: From within the non-investigative Case record, on the left navigation panel, click the Persons Involved tab.

STEP 2: On the Core Participants section, click the Person link for the focus child

STEP 3: Within the Person record, on the left navigation panel, expand the Health Information tab and click on the Vital Records subtab.

STEP 4: Click the Birthplace Information section and complete the following field:
Birth Country: Select United States

STEP 5: Click Save.

STEP 6: Navigate back to the non-investigative case.

[bookmark: _Toc240541145]Initiate Removal 
Create a New Removal Record 
STEP 1: Click the Placement Information tab then the Removals subtab on the left navigation panel.
STEP 2: On the Removal section, click New.

The New Removal Details page displays. 

STEP 3: On the Removal Episode Information section, complete the following fields:
· Removal Date & Time: Select today’s date and time
STEP 4: On the Child Removal Information section and complete the following fields:
· Primary Reason for Removal: Select Law Violation 
· Environment at Removal: Select Parent Household 
· Secondary Reason for Removal: Leave blank 
· Persons Present at the Home: Select the options from the picklist
· Person who lived with the child at any point in the last 6 months: Select the options from the picklist.

STEP 5: On the Removed From section, complete the following fields:
· Removed From (Person 1): Select the Parent

STEP 6: Scroll down to the Removed By section and complete the following fields:
· Removed By: This will automatically populate to Placement Order from Juvenile Court
· County Agency/Staff Worker Name: Auto populates the worker entering the removal

STEP 7: Scroll down to the Child Circumstances section and complete the following:
· Child Circumstances: Select Child Behavior Problem 

STEP 8: Scroll down to the Family Circumstances section and complete the following:
· Family Circumstances: Select None Apply
 
STEP 9: Scroll down and click Save.
Document Legal Authority on the Removal
STEP 1: Click the Legal Authority tab on the left navigation panel within the Removal record.

STEP 2: On the Legal Authority section, click on the Legal Authority ID of the existing record.

STEP 3: In the Legal Authority record, complete the following in the Legal Authority Information section:

STEP 4: Legal Authority for Placement: Select WIC 602 (based on scenario)

STEP 5: Effective Date: Select today’s date.

STEP 6: Click Save. 

NOTE: 
· Some record types require a detention hearing to take place prior to creation.
· When a new Legal Authority is created on a Removal record, the previous legal Authority is end dated.
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Based on the scenario, we will emergency place the child with their aunt. Follow along to begin this process.
Add the Relative as a Core Participant
Before Manually Creating an Emergency RFH or Tribal Approved Home Placement Option, the Substitute Care Provider needs to be added to the Referral or Case as a Core Participant with a Role that includes Substitute Care Provider. The Person record also needs to have an Active Address.  
Add the Relative as a Core Participant
STEP 1: Click the Persons Involved tab on the left navigation panel. 

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

STEP 3: Complete the relevant fields on the Person Search Criteria section: 
· First Name: User Created
· Last Name: Enter a fictitious Last Name
· Sex at Birth: Select Female
· Date of Birth: Enter MM/DD/1974
· County of Jurisdiction: Select your county

STEP 4: Click Next. 

STEP 5: Scroll down to the bottom of the page and click the Add New Person button.

STEP 6: On the Person Information section, update the Role field and select Relative and Substitute Care Provider.

STEP 7: Scroll down and click Save.  

Add Relationships
STEP 1: Within the Person Involved record, click the Relationships tab on the left navigation panel.

STEP 2: On the Information section complete the mandatory and relevant fields:
· Relationship Category: Select Extended Family 
· Family Relationship Modifier: Select Biological
· Relationship Type: Select Aunt

STEP 3: On the Reciprocal Relationship Information section complete the following:
· Related Person: Select the Focus Child
· Reciprocal Relationship Type: Defaults to Niece
· Parental Side: Select Maternal
· Start Date: 
· Reciprocal Relationship Text: 

STEP 4: Click Save.  

STEP 5: Click X on the Persons Involved tab to close the tab (CSP-XXX)


Add Substitute Care Provider Address

STEP 1: On the Person Involved banner at the top of the page, click on the hyperlink under the Person field for the Relative/Substitute Care Provider you created. 

STEP 2: Within the Person record, click on the Contact Information tab then the Addresses subtab on the left navigation panel.  

STEP 3: On the Active Person Addresses section click New.

STEP 4: Complete the Address Information section: 
· Address Type: Select Residence

STEP 5: Complete the Address Validation section: 
· Address Line 1
· City
· County
· Zip Code

STEP 6: Click Save.

STEP 7 Click the X on the various tabs to navigate back to the main Case page.

Conducting a Placement Search & Manually Creating a Placement
STEP 1: Click the Placement Information tab then the Placement Search subtab on the left navigation panel. 
STEP 2: Click the Search button.
STEP 3: Click the Manually Create Placement Option. 
STEP 4: Complete the following on the Placement Information: 
· Home/Facility Name: User Created 
· Placement Type: Select Resource Family Home 
· Primary Substitute Care Provider: Select the relative from the picklist 
· Placement Address: Select the Address Entered for the Relative from the picklist
· Emergency Placement checkbox: Select the checkbox

STEP 5: Scroll down and click the Save button. 
A success notification displays.
Create a New Contact for Placement
STEP 1:  Click the Contact Log tab on the left navigation panel within the Provider Option record.
STEP 2:  On the Contact Logs section, click the New button.

STEP 3:  On the Contact Details section, complete the following: 
· Contact Start Date/Time: Enter Today’s Date/Time
· Contact Purpose: Defaults to Consult with Other based on the contact type.  
· On Behalf of Child(ren): Automated by system. 
· Participants: Select the Focus Child and Substitute Care Provider
· Staff Person: 
· Contact Status: Select Completed
· Contact Topic: Select Initial Placement
· Method: Select Telephone
· Documentation Status: Defaults to Final. Leave as is
· Narrative: Type Test
STEP 4:  Scroll down to the Additional Questions section and complete the following:
· Willing to accept placement? - Select the Yes radio button.  
· Can the Placement Option provide Care?: Select Yes.
· Able to transport to school of origin?: Select the Yes radio button.

STEP 5:  Click Save.
STEP 6:  Click the “X” on the Contact Log tab to navigate back to the Provider Option page then refresh.

Create California Law Enforcement Telecommunications System (CLETS) and Child Abuse Central Index (CACI) Background Checks 
STEP 1: Click the Background Checks tab in the left navigation panel within the Provider Option record.

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

STEP 3: Complete the mandatory and relevant fields in the Background Check Information section.
· Person: Select the Substitute Care Provider from the picklist. 
· Type: Select CACI 
· Requested By: 
· Background Entity: Select the applicable agency from the picklist. 
· Requested Date: Field defaults to the current date and user can update, if needed. Enter the applicable date in the Received Date field when the background check results are received.   
· Received Date – Today’s date
· Background Check Results: Select Clear
· Background Check Narrative: Complete this field if additional information should be added. 

STEP 4: Click the Save & New button to save the background check record, and to create another background check request.  

STEP 5: Complete the CLETS request for the Substitute Care Provider following Steps 1-3 above
· Person: Select the Substitute Care Provider from the picklist.
· Type: Select CLETS 
· Background Entity: Select the applicable agency from the picklist.
· Requested Date: Field defaults to the current date and user can update, if needed. Enter the applicable date in the Received Date field when the background check results are received.
· Received Date – Today’s date
· Background Check Results: Select Clear
· Background Check Narrative: Complete this field if additional information should be added.

STEP 6: Click Save.

NOTE: If there were other adults in the home we would repeat Steps 1-5 for each person.

STEP 7: Click the X on the Background Check to close the record and navigate back to the Provider Option record.

Inspection
STEP 1: Click the Inspections tab in the left navigation panel within the Provider Option record.

STEP 2: On the Inspections section, click the New button. 

STEP 3: Complete the Inspection Information section:
· Person: Select the Substitute Care Provider
· Reinspection Required: Select the No radio button
· Is the Home Safe? Select Yes
· Are the Child’s Care Needs Met: Select Yes. 

STEP 4: Click the Save button. 

STEP 5: Click the X on the Assessments tab to close the record and navigate back to the Provider Option record.

Document Placement Decision
STEP 1: Click Placement Decision in the left navigation panel from the Provider Option record.

STEP 2: Complete the mandatory and relevant fields in the Placement Decision section:
· Will the Placement Proceed? Select Yes.
· Decision Date: Select today’s date
· Staff Present: The worker entering the Placement is added by default.  
· Participants: Select the Substitute Care Provider from the picklist. 
· Decision Narrative: Type Test

STEP 3: Click Save.

NOTE: Notice that the highlight panel now shows a Placement Option Determination Status of Accepted. 

STEP 4: Click the X on the Provider Option tab to navigate back to the main Case page.

Create a New Child Location Record
Ensure you are back on your non-investigate case. To create a new Child Location record, follow these steps:
STEP 1: Click the Placement Information tab, then the Child Locations subtab in the left navigation panel
STEP 2: On the Child Locations section, click the New button
STEP 3: On the New Child Location section, select the Placement radio button.
STEP 4: Click Next.
STEP 5: On the Placement Information section, complete the following:
· Home/Facility Name – Select the placement option for Veronica from the picklist.
· Emergency Placement- Auto-populated 
· Start Date – Enter the date of the Emergency Placement. 
· Placement Relationship – Select Relative.

STEP 6: Scroll down to Provider Information section and complete the following:
Primary Substitute Care Provider – Defaults to the Substitute Care Provider created, but if it doesn’t, select the Primary Substitute Care Provider’s Name from the picklist
STEP 7: Scroll down to Additional Placement Details section and complete the following:
· Are All Siblings Placed Together? – Select N/A, only child placed. 
STEP 8: Complete the mandatory fields on the Payee Address Information section:
· Same Address as Placement Address: Select Yes radio button
· Payee Address Start Date: Select today’s date
STEP 9: Scroll down and click Save.
NOTE:
· A message Displays to Add Placement Rates, click the “X” to close the pop-up and Child Location tab to return the Child Location section page displays the recorded information.
· Verify the Child Location section displays the recorded information.

[bookmark: _Toc240541147]Entering and Requesting Placement Rates
Rates are determined based on the individual care and supervision needs of a child or youth which are reflected in an appropriate rate to support their placement.

Separate rate categories exist for ongoing care, incidental (one-time or short term) case needs, and additional care. Rate categories, types, and amounts are all documented in CWS-CARES.


STEP 1: On the Child Location page, click the Rates tab on the left navigation panel.
STEP 2: On the Rates Request section, click the New button. 

STEP 3: On the Details page, complete the fields in the Rate Information section:
· Rate Category: Select Ongoing
· Rate Type: Select State Standard Rate
· Rate Subtype: Select Level of Care
· LOC Type: Select Basic Level Rate
· Frequency: Select Monthly
· Rate Start Date: Select today’s date 

NOTE: 
· The options in the Rate Type field are dependent upon the selection made in the Rate Category field.
· Additional fields may dynamically populate based on the selection in the Rate Subtype field. For example, if State Standard Rate is selected as the Rate Type and Level of Care for the Rate Subtype, the LOC Type field will display.
STEP 4: On the Details page, complete the fields in the CARES Approval Workflow Information section:
· Use CARES Approval Workflow?: Select the No – Rate ready to be sent to CalSAWS radio button
NOTE: 
· Counties who use this workflow may differ in their business practice regarding which rates this is used for. When using the CWS-CARES approval workflow, the rate will not be added to the Rate Requested section on the Eligibility Record or sent to CalSAWS until the supervisor approves the rate. If the CWS-CARES approval workflow is not used, the rates will be considered approved and automatically added to the Rate Requested section on the Eligibility Record. 
· If the approval workflow is used, select the Yes option which will show additional fields. Select an option from the Approval Supervisor picklist menu and click the Save button.  
· If the approval workflow will not be used, select the No – Rate ready to be sent to CalSAWS option and click the Save button. 

STEP 5: Click the Save button.
NOTE: 
· After the Save button is clicked, the system sends a request to the supervisor, if they selected YES to the Approval Workflow. The supervisor receives a notification about the need to review and approve the rate decision. 
· Once the case link is established, the system will run a nightly automated batch that checks for any new data to send to CalSAWS. If the rate needs to be sent immediately, the user will need to go to the Eligibility Record and click Send to CalSAWS.
· Rates that are entered on the Child Location record are auto-populated in the Placement/Rates tab in the Eligibility Record.   

STEP 6: Click X on the Rate tab to return back to the non-investigative case.


[bookmark: _Toc240541148]Lesson 3: Key Processes to Gather and Provide Information to Authorize Foster Care Eligibility

[bookmark: _Toc240541149]Scenario Narrative
This will be a continuation of the scenario we had in Lesson 1 & 2...
An Eligibility Record is automatically opened and added to the Probation Youth’s Case when the Child Location record is created. The Juvenile Probation Officer completes the ARC 1 and the CW 51 form in CWS-CARES. The Juvenile Probation Officer assigns an Eligibility Resource to the Case according to local protocol and they receive a notification that they have been assigned to an Eligibility Record and given access to the record.  
[bookmark: _Toc240541150]Reviewing and updating Eligibility records in CWS-CARES
NOTE:
· When a Child Location Record is created in CWS-CARES, it automatically creates an Eligibility Record.  If the child changes locations, when the new Child Location Record is created, it will automatically create a new Eligibility Record for the new location.  See Lesson 2 above and review the section, Create a New Child Location Record.    
· There are multiple ways to access the Eligibility Record, through Task 		Notification, Current Case Assignments, and the Navigation Menu. 

  
STEP 1:  On the Case page, select the Placement Information tab and then the Eligibility subtab.    
STEP 2: On the Eligibility section, click the Eligibility ID link. 
NOTE: The initial Eligibility Record is created when the initial Child Location (Placement Record) is completed in CWS-CARES. 
STEP 3: The Eligibility Record is reviewed by selecting the tabs in the Navigation Panel and viewing the information on each page for accuracy.

[bookmark: _Toc240541151]Verifying Information in the Eligibility Record
STEP 1: On the Eligibility record, select the Details tab. 
Note: 
· Check the information for accuracy, particularly in the Mandatory Child Eligibility Request Information section.
· The information on the Mandatory Child Eligibility Request Information section populates from other areas of the system. If this information is wrong or missing, entries/corrections need to occur within the other area of the system where that information is populating from. 

STEP 2: If any changes are made to details on this page, click the Save button. 

STEP 3: Click the X on the Eligibility tab to navigate back to the main Case page.

Placement / Rates Page
STEP 1: On the Eligibility page select the Placement/Rates tab in the left navigation panel.
The Placement/Rates page will populate. 
STEP 2: Review the following sections to verify that the information is accurate: 
· Placement/Rates
· Placement Information
· Payee Information
· Primary Substitute Care Provider Information
· Infant Supplemental Rate Information
· Rates Requested.  
STEP 3: On the Placement/Rates section, you can click on the Placement Name link to view/edit the rates in the Child Location tab.  

STEP 4: Click the X on the Child Location record to navigate back to the Eligibility record.

[bookmark: _Toc240541152]Entering Income and Property Information 
. 
Add New Child Income Information 
STEP 1: On the Eligibility record select the Child Income and Property tab on the left navigation panel to display the Income Information section. 
STEP 2: On the Income Information section, click the New button. 
STEP 3: On the Information section, complete the following mandatory fields: 
· Type: User Created
· Subtype: User Created
· Start Date: User Created
· Current Value: User Created
·  Frequency: User Created
STEP 4: Click the Save button. 
STEP 5: Click X on the Income Information record created.
NOTE: 
· When the Type field is selected, the Subtype field will activate. The Subtype field options will change depending on which option is selected in the Type field. 
· If there is uncertainty on the Start Date and/or Current Value, the Eligibility Resource needs to enter their best estimate according to their county business practice.

Add New Child Property Information 
STEP 1: On the Eligibility page select the Child Income and Property tab on the left navigation panel. 
STEP 2: On the Property Information section, click the New button. 
STEP 3: On the New Income & Property page, complete the mandatory fields: 
· Type: User Created
NOTE: When the Type field is selected, the Subtype field will activate. 
· Subtype: User Created
· Start Date: User Created
· Current Value: User Created
STEP 4: Click the Save button.
STEP 5: Click X on the Income & Property record created.
Home of Removal 
STEP 1: On the Eligibility page, select the Home of Removal tab on the left navigation panel. 
NOTE: 
· On the Home of Removal page, the Parent/Legal Guardian/Indian Custodian Information and Sibling Information sections will display. This also includes Stepparents or Step Siblings related to the home of removal in the Eligibility Record.  
· The child does not have to be physically removed from the Parent, Legal Guardian or Indian Custodian. They must have lived with that person at the time of removal or within the prior 6 months. If the child did not live with any parent, legal guardian or Indian custodian in the month of removal or prior six months, nothing will populate here. If it is known that the child did live with a parent, guardian, or Indian custodian at removal or the six months prior, and their name is not selectable, check the person Roles and Relationships and make the necessary corrections.
· The same steps apply to either a Legal Guardian or an Indian Custodian.  

STEP 2: On the Parent/Legal Guardian/Indian Custodian Information section click the New button. 

NOTE: If Parent, Legal Guardian, or Indian Custodian is not available when the New button is selected, verify that the person’s role is correct in the Person Record. Also, verify that all the Relationships are added and correct in the Person Record.  


STEP 3: Complete the following on the Parent/Legal Guardian/Indian Custodian Information section:
· Name: Select the Parent from the picklist. 
· Date Last in Home: Select today’s date 

NOTE: 
· The other sections and fields are prepopulated. Leave as is. 
· Repeat the steps for the other parent. 
· If Yes is selected for any field in the Deprivation Information section, subsequent date fields appear and need to be completed. 

STEP 4: Click Save. 

Add New Parent/Legal Guardian/Indian Custodian Income Information
STEP 1: Within the Eligibility Person record, click the Income and Property Information tab on the left navigation panel. 
STEP 2: On the Income Information section, click the New button.  
STEP 3: On the New Income & Property page, complete the following mandatory fields: 
· Type: User created
· Subtype: User created
· Start Date: User created
· Current Value: User created
· Frequency. User created
STEP 4: Click the Save button.  
NOTE:  
· When the Type field is selected, the Subtype field will activate. The Subtype field options will change depending on which option is selected in the Type field.  
· If there is uncertainty on the Start Date and/or Current Value, the Eligibility Resource needs to enter their best estimate. 
· These steps are identical to those covered in the Child Income and Property Information lesson in this program. 

STEP 5: Click X on the Income and Property Information tab and the Eligibility Person tab to navigate back to the Eligibility record.

 
[bookmark: _Toc240541153]Review CWS-CARES for Eligibility Determination, Payment Authorization, and Issuance Record 
Communications and Transactions to CalSAWS    
You will learn how communications and transactions regarding eligibility happen between CWS-CARES and CalSAWS.  
CWS-CARES and CalSAWS communicate information between programs to integrate the eligibility process and minimize errors and duplicative efforts.  
STEP 1: Select the Communication & Transactions tab in the left navigation panel on the Eligibility record page.   
NOTE: The page will default to the To CalSAWS subtab.  
STEP 2: Select the Send Communication button at the top of the page.   
STEP 3: In the Create New CalSAWS/Eligibility Communication section, select Document Required, as an example, from the Request for Information Categories picklist.  
NOTE: This cannot be done until the CalSAWS Case link is established.  
STEP 4: In the Communication Content field, select the applicable option and click the Save button.   
STEP 5: A Transaction Information page will display the transaction details. Navigate back to the Communications & Transactions, To CalSAWS subtab, to view the record.  
    
To View the Transaction Information Submitted to CalSAWS    
STEP 1: Click on the Communications & Transactions tab in the left navigation panel. The page will default to the To CalSAWS subtab.  
STEP 2: In the Data Transaction to CalSAWS section, select the respective CWS-CARES Transaction ID link.  
STEP 3: Select the Transaction Details tab in the left navigation panel.  
STEP 4: Select each section by clicking on the forward picklist to view the information.  
  
Communications and Transactions from CalSAWS    
STEP 1: Select the Communication & Transactions tab in the left navigation panel of the Eligibility record page.   
STEP 2: Select the From CalSAWS subtab in the left navigation panel. The page will display the following sections: Communications from CalSAWS and Data Transaction from CalSAWS. View communications and transaction logs. If a transaction is available, click the Transaction ID link to view a transaction.   

Review Eligibility Determination Information in CWS-CARES  
Once an Eligibility Determination Request has been submitted, CalSAWS has 45 days to respond to the request.  In the Eligibility Record page, in the Details tab, the first section on the page is Determination Information.  The prepopulated fields show the Eligibility Status and the Days to Determination Deadline.   
  
Once notification of determination is received, a payment authorization is returned from CalSAWS, indicating that a determination of eligibility is completed. The process to view the Payment Authorization consists of the following high-level steps:   
STEP 1: In the Eligibility page, select the Payment Authorization tab in the left navigation panel and view existing records, if any. 



[bookmark: _Toc240541154]Lesson 4: Key Processes to Maintain and Monitor Placement
[bookmark: _Toc240541155]Scenario Narrative 
A few weeks later, the aunt notifies the Juvenile Probation Officer the youth ran away from the placement. The Juvenile Probation Officer obtains the Missing Persons Report that was filed with law enforcement and documents that the youth has run away from the placement. The Juvenile Probation Officer notifies the CWS-CARES Eligibility Resource that the youth has run away, and that the placement is being held for 14 days. The Juvenile Probation Officer creates a task to track the 14 days, based on local practice, so that if the youth does not return to care within that timeframe, the Juvenile Probation Officer can end the placement. The youth does not return to placement within 14 days, so the placement is end dated on the Child Location record and is automatically populated to the Eligibility Record. The Eligibility Resource reviews the placement end date information and notifies CalSAWS via the interface so that payments are also end-dated.  
Three weeks later, the Juvenile Probation Officer locates the youth, who was staying at the residence of one of his friends. The paternal uncle and aunt are willing to have the youth return to their home. The Juvenile Probation Officer returns the youth to the placement and documents a new child location as the previous child location with the Resource Family Home (paternal uncle and aunt) was ended due to the youth being absent from placement more than 14 days. The Juvenile Probation Officer notifies their Eligibility Resource of the new child location start date.  
The Juvenile Probation Officer provides an update to the court as to the youth’s status and the court orders that Placement Preservation efforts must be made on this case. The Juvenile Probation Officer documents the new Placement Preservation Strategy directly on the Child Location Record/Placement Stability Record, including a narrative describing the concerns and planned interventions and specific tasks to address the concerns, who will be responsible for the tasks, and start and end dates for the tasks. The Placement Preservation Strategy is shared with all relevant parties.  

[bookmark: _Toc240541156]Update Placement Stability

NOTE: Emergency Workers, Emergency Supervisors, Case Managers, and Case Manager Supervisors should all have the same permissions in CWS-CARES to monitor the placement.  Juvenile Probation Officers can have these permission(s) in the system, as needed.
Add a Placement Stability Contact
Placement Stability refers to the process of reviewing and assessing the consistency and continuity of a child’s placement in a care setting, such as an approved family resource or congregate care setting.  
STEP 1: Click the Placement Information tab then the Child Locations subtab on the left navigation panel.
STEP 2: On the Child Locations section, click the Child Location ID link for the MGM.
STEP 3: On the Child Location record, click the Contact Log tab on the left navigation panel.
STEP 4: On the Contact Log section, click New
STEP 5: On the New Contact Log section, select the Placement Stability radio button
STEP 6: Click Next to continue.  
STEP 7: Complete the following mandatory fields in the Contact Details section on the Contact Log, as well as any other relevant fields:  
· Contact Start Date/Time: Select today’s date
· Contact Purpose: Select Placement Stability
· Documentation Status: Defaults to Final. Leave as is. 
· Participant: Select the substitute care provider from the dropdown picklist
· On Behalf of Child(ren) -Select the Focus Child
· Method: Select Phone.  
· Narrative: 

STEP 8: Complete Placement Stability section on the Contact Log:
· Date of Reported Instability: Select today’s date
· Describe Placement Concerns: Type Test 
STEP 9: Click the Save button.
Update Placement Stability Contact 
To update a Placement Stability Contact, follow these steps:  
STEP 1: Within the Child Location record, click the Placement Stability tab in the left navigation panel.  

STEP 2: Click the dropdown arrow at the end of the row of the desired Placement Stability ID link.   

STEP 3: Click Edit.   

STEP 4: Complete the following relevant fields in the Pop-up window that appears:  
· Is Placement At Risk? Select Yes
· Steps taken to Mitigate Placement Risk: User Created
· Describe Placement Concerns: User Created

STEP 5: Click the Save button.  

[bookmark: _Toc240541157]Create Placement Preservation Strategy
Create New Placement Preservation Strategy  
Follow these steps to create a New Placement Preservation Strategy:  
STEP 1: Click the Placement Preservation Strategy tab on the left navigation panel within the Child Location page.  

STEP 2: On the Placement Preservation Strategy section click the New button.

STEP 3: Complete the following mandatory fields in the Placement Preservation Strategy Information section:

· Decision made by: Select CFT
· Effective Date: Enter today’s date
· Preservation Strategy Description: User Created
· Is Placement at Risk: User Created
· Steps taken to Mitigate Placement Risk: User Created
· Plan to Stabilize Placement: User Created

STEP 4: Complete the following on the Placement Stability section:
· Was the Placement Preserved?: Select Yes.  

NOTE: If No is selected for Was the Placement Preserved? an additional required field will appear for Reason why Placement was not preserved. 


STEP 5: Click the Save button.  

STEP 6: The Placement Preservation Strategy page refreshes, and the following additional tabs become visible in the left navigation: 

· Tasks: The worker can set a task related to the stabilizing and preserving the placement. 
· Audit History: The worker can view who and when updates were made to this record. 
· Documents: The worker can upload any documents utilized in stabilizing and preserving the placement.
  
View and Edit Placement Preservation Strategy  
View and Edit Placement Preservation Strategy refers to the process of reviewing and updating a child’s plan or strategy to ensure the continuity and stability of their current placement.  
Follow these steps to view and edit the placement preservation strategy:  
STEP 1: Click the Placement Preservation Strategy tab on the left navigation panel within the Child Location page.  
STEP 2: Select the existing Placement Preservation Strategy ID link.  
STEP 3: The Details tab has been selected by default, review and edit all relevant fields and sections. 
STEP 4: Click the Save button.

Upload Placement Preservation Strategy Document 
STEP 1: Within the Placement Preservation Strategy record, select the Documents tab in the left navigation panel.  

STEP 2: On the Document List section, Click Upload button.

STEP 3: Complete the following mandatory fields in the Document Details section, as well as any other relevant fields:  

· Document Category: Select Case Management from the picklist
· Documents Type: Select Placement Preservation Strategies from the picklist
· Documentation Status: Defaults to Final, leave as is.
STEP 4: Click Upload Files and select the document you wish to upload.   

STEP 5: Once the file appears in the record, click Upload.  

STEP 6: Click the X on the tabs to navigate back to the Child Location record.

[bookmark: _Toc240541158]Creating 14 Day Notice
Create New 14 Day Notice  
Follow these steps to create a new 14-day notice:  
STEP 1:  Within the Child Location record, click the Correspondences tab in the left navigation panel.
STEP 2:  On the 14-Day Notice section, click the New button.
STEP 3:  Complete the following mandatory fields in the 14-Day Notice Information section, as well as any other relevant fields:  
· Recipient Name: User Entered
· Method of Distribution: Select Mail
· Distribution Date and Time: Enter today’s date/time
STEP 4:  Click Save.
STEP 5:  Click the X on the Correspondence tab to navigate back to the Child Location record.
NOTE: When the Recipient receives the Notice, the worker would reopen the 14 Day Notice Correspondence Record and update the Recipient Acknowledgement Status to Received and document Date and Time of the Acknowledgement and click Save  
 
Create New 14 Day Notice Exemption 
Follow these steps to create a new 14-day Notice Exemption:  
STEP 1: From the Correspondences tab, on the 14-Day Notice Exemption section, click the New button.   
STEP 2: Complete the following mandatory fields in the 14-Day Notice Exemption Information section, as well as any other relevant fields:  
· Date of Waiver Determination: Select today’s date
· 14 Day Notice Waiver Reason: User Entered
· Exemption Narrative: User Entered 

STEP 3: Click the Save button.  
STEP 4: Click the X to navigate back to the Child Location record.
Child and Family Team Meeting Notes 
STEP 1: From the Case page, select the Child & Family Team (CFT) Information Tab

STEP 2: Click the Team Meetings subtab. 

STEP 3: Click the New button. 

STEP 4: Enter the following information: 

· Meeting Start Date Time =  
· Meeting Type =  
· Meeting Status = 
· Location Type = 

STEP 5: Click the Save button.  

Note: User will be defaulted to the Team Meeting Details Page. 
STEP 6: Click the Team Meeting Notes tab. 

STEP 7: Enter the following information: 

· Pending Items from Last Meeting =  
· Meeting Topics =  
· Details on open Discussion = 
· Meeting Summary = 
· Next Meeting Date Time = 

Note: This is where the CSW or Probation Officer should indicate the reasons the focus child was unable to attend the CFT meeting, and however the child wants concerns to be addressed. 
STEP 8: Click the Save button. 


[bookmark: _Toc240541159]Lesson 5: Short-Term Residential Treatment Program (STRTP) Placements
[bookmark: _Toc240541160]Scenario Narrative
Two weeks later, the Juvenile Probation Officer is contacted by the aunt and uncle, who report that the youth’s behavior has been increasingly difficult to manage in the home, including threats to run away, threats to harm the other children who reside in the home, threats to the pets in the home, and self-harm statements. They believe he is in need of a more structured placement than they can provide. The Juvenile Probation Officer schedules an emergency Child and Family Team Meeting to discuss placement options for the youth and the recommendation is to place the child in an STRTP. The Juvenile Probation Officer is able to locate an STRTP placement for the youth and places him in the facility on an emergency basis. The Juvenile Probation Officer schedules the Qualified Individual assessment and the Interagency Placement Committee meeting and provides the Qualified Individual’s assessment, CFT Summary and Action Items, and all available assessments to the Interagency Placement Committee. The Interagency Placement Committee will make a determination about placement, document their decision, and return it to the Juvenile Probation Officer. The Juvenile Probation Officer receives the documentation that the QI approved the STRTP and provides the IPC’s determination along with the QI’s assessment to the STRTP.  The Juvenile Probation Officer uploads court minute orders approving the STRTP into CWS-CARES.  
[bookmark: _Toc240541161]Case Management Requirements for STRTPs
 Prior to initiating placement into STRTP, ensure completion of the following:   

Convene a Child Family Team Meeting  
The Child Family Team meets to discuss the most appropriate and least restrictive setting for the child and will provide input for the Qualified Individual Assessment.   
· If the focus child is enrolled or eligible for enrollment in a Tribe, consult with the respective Tribe to ensure ICWA Placement Preferences. Document the information in a Tribal Inquiry and Collaboration Contact Note.   

Complete a Qualified Individual Assessment (QI)  
· The Qualified Individual Assessment must be completed and documented to determine whether an STRTP for the placement is appropriate and eligible for federal funding.   
 
Interagency Placement Committee meeting, if applicable.  
· The Interagency Placement Committee (IPC) convenes to review the child’s eligibility for STRTP placement and to identify appropriate facilities or programs.  
· Supervisor approval is required for children under 12 years of age.  
· In the event of an emergency placement, the required meetings and assessments may be completed within 30 days after the placement.  
 
NOTE: For additional information on CFT, Case Plans, Contact Notes, and Documents, see the Case Plans, Child Family Team (CFT), Eligibility, and Documents programs.  

[bookmark: _Toc240541162]STRTP Placements
Search and Associate STRTP Placement Options 
Search for a suitable placement provider or facility for a child in care, and; Associate or (link) the selected placement as a Placement Option  

STEP 1: Within an open case, click the Placement Information tab then the Placement Search subtab on the left navigation panel.

STEP 2: On the Placement Search section complete the following:
· Placement Category: Select Congregate Care from the picklist
· Placement Type: Select STRTP (Short-Term Residential Therapeutic Program) from the picklist

STEP 3: Click the Search button.

STEP 4: Check the box to the left of the desired Location Names. 
NOTE: Once the boxes are checked next to the identified Location Names, the Associate button will appear in the bottom right corner. 

STEP 5: Click the Associate button. 

Update STRTP Placement Option Details 
STEP 1: Within the Provider Option record, select the Details tab on the left navigation panel.

STEP 2: Verify the following sections are correct: Placement Information, Address Information, and Address Validation section.

STEP 3: Complete the following on the Referral Packet Delivery section:
· Date and Time Sent: Select today’s date
· Method: Select Fax 

STEP 4: On the Pre-Placement Interview Request section, complete the fields:
· Interview Method: Select Video Call or Virtual Conference
· Date of Interview: Select today’s date
· Interview Outcome: (optional) Complete in accordance with county protocol

STEP 5: Complete the following on the Placement Approval section: 
· Does QI Approve this STRTP Placement?: Select QI Assessment Approves 
· QI Assessment Determination Date: Select today’s date
· IPC Approval Status: Select Approved
· IPC Approval Date: Select today’s date
· IPC Optional Narrative: (Optional) 
· Deputy Director/Designee Approval Date: Select today’s date
· Deputy Director/Designee Narrative: Optional
· Does Court Approve this STRTP Placement? Select STRTP Placement Granted
· Court Order Approval Date: Select today’s date

STEP 6: Click Save.

[bookmark: _Toc240541163]Update STRTP Placement Decision 
STEP 1: Within the Provider Option record, click the Placement Decision tab on the left navigation panel
STEP 2: Complete the following on the Placement Decision section:
· Will the Placement proceed? Select Yes or No
· Decision Date/Time: Select today’s date
· Staff Present: User will be auto-selected and listed below the field.  
· Decision Narrative: Type Test

STEP 3: Click Save. 

STEP 4: Click on the X on the Placement Option record to navigate back to the main Case page.
Ending the Current Child Location
STEP 1: On the Child Location record, click the End Placement button.
STEP 2: Complete the Current Placement End Details section:
· Select End Current Placement Reason: Select Placement Change.   
· Reason for Placement Change: Select Child’s Behavior 
· End Date: Select today’s date
STEP 3: Click the Save & Proceed button.  
NOTE: 
· If we were choosing Placement End is selected for Select End Current Placement Reason, complete the mandatory End Placement Reason field. Depending on the End Placement Reason selected, additional mandatory sections and fields may appear.   
· If the Placement is Ended, a New Removal episode will be required to create a new Child Location.  
Create a New Child Location Record
Ensure you are back on your non-investigative case. To create a new Child Location record, follow these steps:
STEP 1: Click the Placement Information tab, then the Child Locations subtab in the left navigation panel
STEP 2: On the Child Locations section, click the New button
STEP 3: On the New Child Location section, select the STRTP radio button.
STEP 4: Click Next.
STEP 5: On the Placement Information section, complete the following:
· Home/Facility Name – Select the STRTP provider from the picklist.
· Start Date – Enter the date of the Emergency Placement. 
· Placement Relationship – Select Non-Relative.

STEP 6: Scroll down to Additional Placement Details section and complete the following:
· Are All Siblings Placed Together? – Select N/A, only child. 
STEP 7: Scroll down and click Save.
NOTE:
· A message Displays to Add Placement Rates, click the “X” to close the pop-up and Child Location tab to return the Child Location section page displays the recorded information.
· Verify the Child Location section displays the recorded information.

[bookmark: _Toc240541164]Lesson 6: Extended Foster Care (EFC) Processes
[bookmark: _Toc240541165]Change the Service Component to Supportive Transition 
STEP 1: On the Case page, click the Case Details tab then the Service Components subtab on the left navigation panel.  
STEP 2: On the Service Components section, click the New button.   
STEP 3: On the New Service Component screen, complete the following fields: 
· Service Component: Select Supportive Transition
· Start Date: Select today’s date
STEP 4: Click the Save button.  
NOTE: If there is a previous Service Component record once the record is updated and saved to Supportive Transition, the previous record will be end dated.   

[bookmark: _Toc240541166]Change the Case Type
STEP 1: On the Case page, click the Case Details tab then the Case Types subtab on the left navigation panel.  
STEP 2: On the Case Types section, click the New button.
STEP 3: On the New Case Type screen, complete the following fields: 
· Case Type: Select Child Welfare Court
· Primary Responsible Agency: Select Child Welfare
STEP 4: Click the Save button.  
[bookmark: _Toc240541167]Complete the EFC Eligibility Page  
To update the EFC Eligibility Record, follow these steps:  
STEP 1: On the Case page, select the Extended Foster Care tab, then the EFC Eligibility subtab.
STEP 2: On the EFC Eligibility tab, click New
STEP 3: On the Eligibility record, click the New button on the EFC Eligibility section.  
STEP 4: Select the Initial Entry Eligibility radio button then click the Next button on the New Assessments page.  
STEP 5: Review the Assessment Information section for accuracy 
NOTE:  
· Answers to the questions in the Assessment Information are prepopulated based on information from other pages within CWS-CARES.   
· For a youth or non-minor dependent to be eligible, questions 1 and 2 must be Yes and questions 3, 4, and 5 must be No.  

If the Assessment Status field displays Not Eligible update the case record as needed
STEP 6: Click the Save button. 
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Indicate If They Are Opting-In
STEP 1: Click the Extended Foster Care tab then the Initial Entry & Re-Entry Details subtab on the left navigation panel.  
STEP 2: Complete the relevant and mandatory fields then   
· Is the youth opting into EFC?: Select Yes
· Decision Date: Select today’s date
NOTE:   
· Depending on the selection made, additional fields display. 
· The Mutual Agreement Date is the date when the Non-Minor Dependent and the worker sign the SOC 162 form upon the youth’s 18th birthday 

STEP 3: Click the Save button.
  
Document All Elements of CA Rules of Court 5.707 (a)(1-9)
STEP 1: Click the Extended Foster Care tab then the CA Rules of Court subtab on the left navigation panel.  
STEP 2: Complete all relevant information under the CA Rules of Court 5.707 (a)(1-9) section. 
NOTE: At the bottom of the screen, there is a Resource Information & External Links section that provides links to California Rules of Court for Title 5 (5.707, 5.555) and the CDSS Extended Foster Care Fact Sheet.  
STEP 3: Click the Save button.  
NOTE: The CA Rules of Court 5.555 (c) section is completed upon re-entry.  
  
Indicate the EFC Participation Criteria
STEP 1: Click the Extended Foster Care tab, then the EFC Participation Criteria subtab on the left navigation panel. 
STEP 2: Click the New button to the right of the page in the EFC Participation Criteria section. 
STEP 3: Complete all the relevant and mandatory fields under the EFC Participation Criteria Information section:
· Type: Select Employed for at least 80 hours per month
· Subtype: Select Job Corps
· Start Date: Enter today’s Date
STEP 4: Click the Save button.  
NOTE: You may also select Save & New to add another Type of criteria. 
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When a Nonminor Dependent (NMD) who is participating in Extended Foster Care decides to opt out/exit, the worker must complete these steps.  
Complete Opt-Out/Exit Details    
STEP 1: Click the Extended Foster Care tab then the Opt-Out/Exit Details subtab on the Case page.  
STEP 2: Complete all the relevant and mandatory fields.
· Is the NMD opting out/exiting EFC?: Select Yes
· Decision Date: Select today’s date
· Reason for Exiting EFC: Select NMD decided to opt out
· Notified of CalFresh Benefits: Select Yes
· Has the NMD completed the CalFresh app? Select Yes
· Notified of Medi-Cal benefits?: Select Yes
· Did the NMD extend Medi-Cal benefits? Select Yes
· Did they refuse approved housing?: Select Yes

STEP 3: Click the Save button.  
Update Focus Child’s DOB   
STEP 1: Click the Persons Involved subtab under the Details tab.  
STEP 2: Select the Person hyperlink of the 17.5 year old Focus Child.    
STEP 3: Select the Person Information tab, followed by the Details subtab. 
STEP 4: Update the Date of Birth to make the child at least 18 years old. 
STEP 5: Click the Save button. 
NOTE: When a person reaches their 18th birthday, their role in the Core Participants section becomes Focus Young Adult. 
Document Rules of Court 5.555(c)
Document Rules of Court 5.555© for a Hearing to consider termination of Juvenile Court Jurisdiction Over Non-Minor Dependents or Wards of the Juvenile Court in a Foster Care Placement.
STEP 1: Select the Extended Foster Care tab then the CA Rules of Court subtab on the Case page.  
STEP 2: Complete all relevant information in the CA Rules of Court 5.555(c) section.  
STEP 3: Click the Save button.   
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Request Extended Foster Care (EFC)   
You will learn how to request/submit EFC Determination, including updating the Eligibility Record to ensure continued benefits and services beyond age 18.   
The Extended Foster Care (EFC) program allows foster youth to remain in foster care and continue to receive foster care payment benefits and services beyond age 18, as long as the foster youth is meeting participation requirements, living in an approved licensed facility, and meeting other eligibility requirements. To understand the criteria for entering EFC, refer to Extended Foster Care program.   
When Existing Program is AFDC-FC, you will need to:   
· Verify information in the SOC 158A   
· Provide information for the FC2 NM – Statement of Facts Supporting Eligibility for AFDC-Extended Foster Care (EFC)   
· Complete information for the SOC 161 – Six-Month Certification of Extended Foster Care Participation   
· Verify information for the SOC 162 – Mutual Agreement for Extended Foster Care   
   
Verify SOC 158A    
Follow these steps to verify the SOC 158A in CWS-CARES:    
STEP 1: On the Case page, click the Placement Information tab, and then select the Eligibility subtab
STEP 2: Click the Eligibility ID of the existing record
STEP 3: On the Eligibility page, in the left navigation panel, select the Foster Care Eligibility Request Information tab. The system will default to the SOC 158A subtab.   
STEP 4: Verify that the information in all the sections is correct.   
STEP 5: If information was changed, click the Save button.   
     
FC2 NM-Statements of Facts Supporting Eligibility for AFDC-Extended Foster Care 
Follow these steps to provide information for FC2 NM in CWS-CARES:   
STEP 1: On the Eligibility page, in the left navigation panel, select the Extended Foster Care Information tab and then the FC 2 NM subtab.   
STEP 2: Complete the following sections:
· FC2 NM
· Did the Nm Sign a Voluntary Reentry Agreement?: User Selected
· What Is The Authority For The NM’s Out Of Home Placement?: User Selected
· Agreement/Court Order Date: Today’s Date

· Court Order Findings
· Reentry and Remaining in Foster Care in the NM’s Best Interest: User selected
·  388(e) Petition Hearing Date: Today’s Date  
STEP 3: Click the Save button.   
   
SOC 161 – Six-Month Certification of Extended Foster Care Participation        
STEP 1: On the Eligibility page, in the left navigation panel, select the Extended Foster Care Information tab and the SOC 161 subtab.   
STEP 2: Complete the TILP Information and Certifications sections.   
STEP 3: On the TILP Information section, for Nonminor’s Participant Plan select the applicable value from the picklist.    
STEP 4: Complete the Date SOC 161 Signed.   
STEP 5: On the Certifications section, select the Nonminor Dependent is Eligible for EFC checkbox if applicable, or select the Ward of Nonrelated Legal Guardian is Eligible for EFC checkbox if applicable. 
STEP 6: Click the Save button.   
 
SOC 162 – Mutual Agreement for Extended Foster Care 
For more information on verifying the information in the SOC 162 – Mutual Agreement for Extended Foster Care, refer to the Aftercare and Re-Entry: Extended Foster Care program.

  
Documenting a Supervised Independent Living Placement (SILP) Approval and Placement Agreement
In California, SOC 157A is the Supervised Independent Living Placement (SILP) Approval and Placement Agreement. It is a form used with young adults in the Extended Foster Care (EFC) program to approve and document their placement in a supervised independent living situation.    
Follow these steps to complete the SOC 157A documentation in CWS-CARES:   
STEP 1: On the Eligibility page, in the left navigation panel, select the Extended Foster Care Information tab, and then select the SOC 157A subtab.   
STEP 2: On the Parent with Infant Supplement section, for the field Parent with Infant Supplement?, select the No radio button (for the purposes of training) 

STEP 3: On the Parent has Parenting Support Plan in Effect section, the field Parent has a Parenting Support Plan in effect? defaults to No.     
NOTE: The Parenting Support Plan is a specific type of plan. If a Parenting Support Plan has been created and is currently in effect, the "Yes" radio button will be automatically selected. For additional information on Parent Support Plan, refer to the Case Plan program.    
STEP 4: On the Approval section, complete the following fields:
· The proposed SILP has been approved: Select the Yes radio button 
· NMD Signature Date: Enter today’s date
NOTE: This will typically be the date the non-minor dependent signed. 
STEP 5: Click the Save button.   
NOTE: For additional information on the SOC 157 B (SILP Inspection: Checklist of Facility Health and Safety Standards), refer to the Placement: Supervised Independent Program (SILP) program for more information.  
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The Supervised Independent Living Placement (SILP) is a housing option for Non-Minor Dependents (NMDs) who are participating in the Extended Foster Care (EFC) program and provides youth with the additional support needed to successfully transition to independence while reducing the risks of homelessness, unemployment, and instability after out of home placement. By providing housing, life skills training, and guidance, the program helps young adults build a strong foundation for independent living, self-sufficiency, and financial support.    
Case Management Requirements  
Prior to initiating a Supervised Independent Living Placement (SILP), the following assessments and case plans will need to be completed depending on the age of the youth.   
   
Assessments and Plans   
Independent Living Program (ILP) Referral, Assessment, and Plan (age 16 to 21)   
· Assessment and Plan to provide training, services, and benefits to assist current and former foster youth in achieving self-sufficiency prior to, and after leaving the foster care system.    
  
Transitional Independent Living Plan (TILP)   
· The TILP is designed for youth identified below who are transitioning from out-of-home care to independent living by providing temporary placement and supportive services.   
· Child is 16 or older.   
· If the child is 16 or older at the time of removal, the TILP needs to be filed at the time of the Dispositional Hearing.   
· Non-Relative Legal Guardian (NRLG) cases for children 16 or older who are re-entering Extended Foster Care.  
Creating a Transitional Independent Living Plan (TILP) 
STEP 1: Select the Plans tab on the left navigation panel. 
STEP 2: Click the New button in the Plans section. 
STEP 3: Select the radio button for Transitional Independent Living Plan (TILP) and then click the Next button.  
STEP 4: Review the prepopulated fields in the Plan Information section.
STEP 3: Click the Save button. 
Adding Person(s) Involved
STEP 1: Click the Person Involved tab in the left navigation panel. 
NOTE: In practice, if there are any Support Persons, click the New button within the Support Persons banner, add the Person Information in the fields and click the Save button.
Plan Goal(s)
STEP 1: Select the Goals (Required) tab in the left navigation panel. 
STEP 2: Click the New button.
STEP 3: Complete the following fields.
· Goal Description: Enter Test 
· Responsible Parties: Select the Focus Child
· Projected Completion Date: Enter a date in the future
NOTE: This will typically be the date the non-minor dependent signed. 
STEP 4: Click the Save button. 
Signatures
STEP 1: Click the Signatures tab on the left navigation panel. 
STEP 2: Complete the mandatory fields for all persons involved:
· Did they provide their signature?: Select the Yes radio button 
· Signed Date: Enter today’s date
· Method: Defaults to Wet. Leave as is.
NOTE: Repeat the steps above for all persons involved. Workers and Supervisors only need completion of Method and Signed Date. eSign is available. Refer to the Placements – Transitional Independent Living Program. 
STEP 3: Click the Save button. 
Generating Plan Documents
STEP 1: Click the Generate Document button.  
STEP 2: Select Transitional Independent Living Plan as the Document Type, then complete the following fields:
· Generate all Sections: Yes 
· Include Related Plans: No
STEP 3: Click Generate. 
STEP 4: Click the Documents tab, and view the generated plan in the Document List. 
Progress Reports
STEP 1: Click the Items/Service Requests tab, then the Item/Service Requests subtab.   
STEP 2: Select the existing Request ID link. 
STEP 3: Click the Progress Reports tab and then click the New button.
STEP 4: Populate the mandatory fields.
· From Date: Enter today’s date 
· To Date: Enter today’s date
· Status: Select Received
· Request Method: Select Phone
· Received Date: Enter today's date
STEP 5: Click the Save button. 
Documenting ILP Incentives
STEP 1: Click the ILP Incentives tab and click the New button.
STEP 2: Fill out the following fields:
· Type of Incentive: Select Gift Card 
· Gift Card Amount: Enter 100
· Method of Delivery: Select Mail
· Date Provided: Enter today’s date
STEP 3: Fill out the following fields:
· Youth Completed ILP Classes/Workshops: Select Yes 
· Classes/Workshops Attended: The field will automate to Completed
· ILP Activity: Enter test
STEP 4: Click the Save button. 
Extended Foster Care (EFC)
STEP 1: Select the Extended Foster Care tab, then the EFC Eligibility subtab. 
STEP 2: Click the New button. 
STEP 3: Select the New button on the EFC Eligibility section. 
STEP 4: Choose the Initial Entry Eligibility radio button, and then click the Next button. 
STEP 5: Review the Assessment Information section for accuracy.
NOTE: Answers to the questions in the Assessment Information are prepopulated based on information from other pages within CWS-CARES. For a youth or non-minor dependent to be eligible, questions 1 and 2 must be Yes and questions 3, 4, and 5 must be No. 
STEP 6: Click the Save button. 
Create Initial Entry into EFC
STEP 1: Select the Extended Foster Care tab, then the Initial Entry & Re-Entry Details subtab on the left navigation panel.  
STEP 2: Complete the relevant and mandatory fields.
· Is the youth opting into EFC?: Select Yes 
· Decision Date: Select today’s date
NOTE: The Mutual Agreement Date is the date when the Non-Minor Dependent and the Worker sign the SOC 162 form upon the youth’s 18th birthday. 
STEP 3: Click the Save button. 
  
Transitional Independent Living Case Plan (TILCP)   
· The TILCP is for youth 17.5 years or older, when there is no longer a focus on reunification, termination of parental rights for adoption, or the establishment of guardianship of a minor.   
  
Supervised Independent Readiness Assessment   
· Assessment to determine if the Non-Minor Dependent is ready for independent living with supervision and support.    

STEP 1: Click on the Assessments tab. 
STEP 2: Select the New button. 
STEP 3: Click SILP Readiness Assessment, then click the Next button. 
STEP 4: Complete the following fields:
· Assessment Reason: Select Initial 
· Assessment Date: Select today’s date
STEP 5: Click the Save button. 
STEP 6: Select the Assessment link to launch P-CIS. 
STEP 7: Complete the fields in the SILP assessment: 
· SILP Readiness: 
· Preferred Name: Enter a nickname for the Focus Child.
· SW/PO Name: Enter your name.
· Address of Proposed SILP: Create a fake address in your county. 
· NMD Plans to Live: Select 0 = By self
· Monthly Sources of Income:
· Monthly SILP Payment: Select 2400 (or near)
· Monthly Expenses:
· Rent: Select 700 (or near)
· Utilities: Select 70 (or near)
· Cable/Internet: Select 70 (or near)
· Food: Select 400 (or near)
· Cell Phone: Select 100 (or near)
· Clothing/Shoes: Select 200 (or near)  
· Financial Plan:
· Income vs. Expenses: This field is automatically calculated by P-CIS system
· Sufficient Income: Select Yes
· Stable Income: Select Yes
· Housing Unit Payment: Select Yes
· Rent Payment: Select Yes
· SILP Recommendation: Select Yes
· Ability to Handle Household Tasks
· Food Preparation: Select Yes
· Laundry: Select Yes
· Readiness Assessment Summary:
· SILP Decision: Select Yes
· SILP Type: Select I (I) Independent
· SILP Payment: Select Yes
· Signature:
· Select the SEL radio button
· Role: Select Social Worker
· Name: Type your name
· Signature: Write your signature (and hit the green checkmark when you’re done)
STEP 8: Click the Save button. 
  
Supervised Independent Living Plan (SILP) SOC 157C  
· The SILP is for youth to live independently in a supervised setting with supportive services.   
   
Documentation  
The following documents are prerequisites and should be generated before creating a SILP:  
· Supervised Independent Living Placement Approval and Placement Agreement (SOC 157A) 
· Supervised Independent Living Placement (SILP) Inspection: Checklist of Facility Health and Safety Standards (SOC 157B)  
 
Create Supervised Independent Living Child Location
Change Child DOB (needed for training purposes only)
To change the focus child’s birthdate for the purposes of training, complete the following:
STEP 1: On the Case record, under the Details tab, click the Persons Involved subtab
STEP 2: Select the Person hyperlink of the Focus Child
STEP 3: In the Person record, under the Person Information tab, click Details subtab.
STEP 4: Update Date of Birth to make the child at least 18 yrs old (ex. 08/06/2008)
STEP 5: Click Save.
Recording a SILP Child Location
STEP 1: Click the Placement Information tab, then the Child Locations subtab in the left navigation panel
STEP 2: Select the Child Location ID link of the active STRTP child location record.
STEP 3: Click  the End Placement button. 
STEP 4: Complete the required fields on the End Placement page:
· End Current Placement Reason: Select Placement End 
· End Placement Reason: Select Entered in Error 
Create a SILP Child Location
To create a Supervised Independent Living Program Child Location, follow these steps:   
STEP 1: Click the Placement Information tab, then the Child Locations subtab in the left navigation panel
STEP 2: On the Child Locations section, click the New button
STEP 3: Click the radio button for the Supervised Independent Living Placement (SILP) option.  
STEP 4: Click the Next button.    
STEP 5: Complete the mandatory and relevant fields in the Placement Information Section:  
· Start Date : Today’s Date 
· SILP Type: Select Fully Independent SILP
· Is SILP Houng Exempt?: Select Yes 
NOTE: If No is indicated, *SILP Health and Safety Inspection becomes a mandatory field  

· Approval County: User’s County 
· Approval Date: Today’s Date  
· NMD Signature Date: Today’s Date
· Are All Siblings Placed Together?: Select N/A, Only child placed
STEP 6: Enter the SILP Placement Residence Address in the Placement Address Validation section.  
· Address Line 1
· City  
· State  
· Zip Code  
STEP 7: Enter the relevant and mandatory fields in the Payee Information section.  
· Is Young Adult/NMD their own payee?: User Selected
NOTE: If No is indicated, Payee name becomes a mandatory field  
 STEP 8: Enter the relevant and mandatory fields in the Payee Address Information section.  
· Same Address as Placement Address: Select Yes
· Payee Address Start Date: Today’s Date  
 STEP 9: Click the Save button.  

Generate 157A and 157B for Supervised Independent Living Placement Purpose
STEP 1: Click the Placement tab in the left navigation panel and select the Child Location subtab.  
STEP 2: Select on the Child Location ID link for the SILP placement.  
STEP 3: Click the Documents tab in the left navigation panel, then click the Generate Document button.   
STEP 4: Select:   
· 157A-Supervised Independent Living Placement (SILP) Approval and Placement Agreement 
-or-   
· 157B-Supervised Independent Living Placement (SILP) Inspection: Checklist of Facility Health and Safety Standard.   
NOTE: For the purpose of the lesson, 157A-Supervised Independent Living Placement (SILP) Approval and Placement Agreement will be selected but the functionality remains the same for selecting the 157B-Supervised Independent Living Placement (SILP) Inspection: Checklist of Facility Health and Safety Standard. 
· A green Success notification will appear that states “The draft document has successfully added the In Progress Document List.” 
STEP 5: Click the Generate button.   
STEP 6: Select the Documents tab in the left navigation panel. 
STEP 7: Click the down arrow on the far right of the Generated Document and select Edit. 
NOTE: The system may prompt you to re-login.
STEP 8: Complete the relevant blue fields and then click the Finalize Document button. 
  
Conducting Level of Care (LOC) Assessment, If Needed
STEP 1: On the main page, select the Assessments tab and click the New button on the Other Assessments section.  
STEP 2: On the New Assessments page, select the radio button for Level of Care Assessment and click the Next button.  
STEP 3: Complete a Level of Care Matrix and enter the results in the fields in the Assessment Information section, including:  
· Assessment Status: User Selected
· LOC Rate Start Date: User Selected
· LOC Rate End Date: User Selected  

If the selection for Does the child require immediate placement based on Static Criteria? is No, the Core Domains section opens. Enter the correct values for the following fields:  
· Physical 
· Behavioral/Emotional 
· Educational 
· Health 
· Permanency/Family Services 

STEP 4: Click the Save Button.
Prepare for Case Closure
STEP 1: Click the carrot in the right hand corner and select Prepare for Case Closure. 
STEP 2: Complete the following:   
· Is Case closing due to a Court Ordered Termination?: Select No
· Closure Reasons: Select Age Related Closure
· Closure Sub Reasons: Select NMD Opts Out – Applies to focus child who is 18+ only  

NOTE: The field is not required, but allows indication of a child that has Support Person(s) when their Case is being closed.  

STEP 3: Click Save and Proceed. 
STEP 4: Complete the following within the Services Provided subtab:
· How Service Benefited Child/Family: Enter test

STEP 5: Complete the following within the Financial Support and Resource Information subtab:
· How Service Benefited Child/Family: Select Focus Child/NMD has financial support/resources
· Employment: Select Part-time employment
· Savings Account: Select Yes
· Checking Account: Select Yes
· CalWORKs: Select N/A
· General Assistance/General Relief: Select N/A
· CalFresh: Select N/A
· Social Security Income: Select N/A
· Subsidized Child Care: Select N/A
· Temporary Financial Assistance: Select Independent Living Program
· Enlisted in Military, JobCorps, California Corps, or AmeriCorps: Select No

STEP 6: Complete the following within the Additional Information subtab:
· Housing Arrangements: Select No Information is Known About Their Housing Arrangements 
· Narrative on the Readiness for Closure: Enter test

STEP 7: Click the Save button. 
Submit Case for Closure Approval
STEP 1: Click the Approval Details tab.  
STEP 2: Populate the Approval Supervisor field. (Select yourself for this lesson)   
STEP 3: Click the Save button. 

Data Checking Tool
STEP 1: Click the Carrot in the right-hand corner and choose Data Checking Tool. 
STEP 2: Populate the Report Type field with Youth/NMD Exiting Foster Care. 
NOTE: Give the system a few seconds to load and then review the populated data.  
Submit for Approval
If Removal needs to be end dated, complete the following:
· Navigate to the Placement Information tab, then choose the Removal subtab.
· Fill out required fields under Foster Care Exit Information section and Save. 
If Child Location needs to be end dated, complete the following: 
· Navigate to Placement Information tab, then choose the Child Locations subtab. 
· Access the Active Placement Record, select End Placement, populate the required fields, and then click Save. 
If Tasks need to be closed, complete the following: 
· Navigate to the Tasks tab on the Case.
· Hit the checkbox next to all Tasks. Ensure you utilize Show All Activities.
STEP 1: Click the Submit for Approval button.  
STEP 2: View the Assessment Information section, and then click Save. 
NOTE: The radio button for the question, Is the young adult’s current age between 18 and 21? Will populate from information in the Person Record. 
Complete Initial Entry and Re-Entry Details Information
STEP 1: Select the Initial Entry and Re-Entry Details subtab, and populate the following: 
· Is the youth opting into EFC?: Yes
· Decision Date: Enter today’s date

STEP 2: Click the Save button. 
NOTE: The Mutual Agreement Date is the date when the NMD and the worker signs a SOC 162 form. 
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Assessments and Plans  
Prior to initiating Placement of Transitional Housing Program for Transitional Age Youth (TAY) and Non-Minor Dependents (NMD), the following assessments and case plans will need to be completed depending on the age and status of the youth.  
Independent Living Program (ILP) Referral, Assessment, and Plan (ages 16 to 21)  
Assessment and Plan to provide training, services, and benefits to assist current and former foster youth in achieving self-sufficiency prior to, and after leaving the foster care system.   

Transitional Independent Living Plan (TILP)  
Plan designed for youth transitioning from foster care to independent living, providing a temporary placement and supportive services.  Youth are age 16 or older, required if youth are 16 or older at the time of removal at the time of the Dispositional Hearing, and required for NRLG cases for 16 and older for re-entry into Extended Foster Care.  

Transitional Independent Living Case Plan (TILCP)  
Plan for youth 17.5 years or older and there is no longer a focus on reunification, termination of parental rights for adoption, or the establishment of guardianship of a minor.  
  
NOTE: Please reference the Assessment and Case Plan Program for additional functionality of Assessments and Plans.   
 
Court Approval
· Once a youth has requested the Transitional Housing Placement Program, the worker will need to petition the Court for authorization.   
· In the event the Court denies the Transitional Housing Placement Program, the youth will continue in their current placement with services.  
· Child Family Team (CFT) meeting may need to be convened to review placement options.  
  
NOTE: Please reference the Courts Program for additional functionality of the court hearing. Please reference the Child Family Team (CFT) program for additional guidance.  
  
Application and Documents  
Upon the Court approving a Transitional Housing Program Placement, the worker will need to:  
· Assist the youth in completing the Transitional Housing Program Application
· Upload the Placement Agreement into CWS-CARES in the Child Location Record.   
  
NOTE: The functionality of the assessments and plans have been reviewed in Assessments, and Case Plan programs. Refer to these programs for additional information.   

Placement Search 
STEP 1: Within an open case, click the Placement Information tab then the Placement Search subtab on the left navigation panel.  
 
STEP 2: In the Placement Search, complete the following fields:
· Placement Category field:
· For Transitional Aging Youth, select one of the living arrangements:
· Congregate Care
· Other Home-Based Placement
· Resource Family Home
· Temporary/Emergency Placement.

· For Non-Minor Dependents, select Independent Living from the picklist. 

· Placement Type field: Select the provider search type from the picklist. 
  
STEP 3: Click the Search button.
NOTE: For certain Placement Types, the Placement Specialization field is required.

STEP 4: The Location Search Results will display. Click the check box next to the Location Name of the desired placement, then click the Associate button. 
NOTE: If the desired placement location is not available, you will need to manually create a new location. Refer to the Initiate Placement program for guidance. Be sure to complete the Provider Options, Child Location Record, and Placement Rates. Additional details are available in the Initiate Placement program.  
Parenting Minor or NMD Parent
Shared Responsibility Plan 
STEP 1: Select the Plans tab.  
 
STEP 2: Click the New button.

STEP 3: Select Shared Responsibility Plan. 

STEP 4: Click the Next button.

STEP 5: Populate the mandatory fields for the Plan Information section. 

· Focus Child(ren) Name: Auto populated
· Status: Draft
· Start Date: Auto populated
· Effective Date: Per Supervisor Approval 
· End Date: Blank by default

STEP 6: Click the Save button.

Persons Involved 
STEP 1: Select the Plans tab.  
 
STEP 2: Click the desired Plan ID link in the Plans section. 

STEP 3: Click the Persons Involved tab. 

STEP 4: Click the New button. 

STEP 5: Fill out the mandatory fields of the Person Information section:

· Select Person: 
· Select Type: 

NOTE: A Caregiver must be included as on of the participants in the Plan. 

STEP 6: Click the Save button. 

STEP 7: Navigate back to the Persons Involved tab on the left navigation panel to review Plan Persons section. 

Areas Responsibility 
STEP 1: Click the Plans tab.  
 
STEP 2: Click the desired Plan ID link in the Plans section. 

STEP 3: Click the Areas of Responsibility (Required) tab. 

STEP 4: Click the New button. 

STEP 5: Populate the mandatory fields within the Areas of Responsibility Information section. 
· Select Non-Dependent Child
· Select Area of Responsibility
· Select Supportive Service Needed: Yes or No
· If Yes is selected: Indicate whether there is a concern by clicking Yes or No and enter the corresponding Supportive Service
· If No is selected: Indicate whether there is a concern by clicking Yes or No
· Enter Responsibility Details

STEP 6: Click the Save button. 

Create a Child Location Record 
Ensure you are back on your non-investigate case. To create a new Child Location record for the THP, follow these steps:
STEP 1: Click the Placement Information tab, then the Child Locations subtab in the left navigation panel
STEP 2: On the Child Locations section, click the New button
STEP 3: On the New Child Location section, select the Transitional Independent Living Setting (TILS) radio button.
STEP 4: Click Next.
STEP 5: On the Placement Information section, complete the following:
· Home/Facility Name – This should be automated with the focus child’s name
· Placement Relationship – Self auto-populates here.
· Start Date – Enter the date of the Transitional Independent Living Setting (TILS) placement. 
· Approval County – Select your county.
· Approval Date – Select today’s date (for the purposes of training)
· Click the “I certify that the TILS meets the needs of the NMD” checkbox
  
STEP 6: Scroll down to Placement Address Validation section and complete the following:
· Address Line 1: Type an address from your county
NOTE: SmartyStreets should auto-populate all of the remaining required fields
STEP 7: Complete the mandatory fields on the Payee Information section:
· Is Young Adult/NMD their own payee?: Select Yes radio button

STEP 8: Complete the mandatory fields on the Payee Address Information section:
· Same Address as Placement Address: Select Yes radio button
· Payee Address Start Date: Select today’s date (for the purposes of training)
STEP 9: Scroll down and click Save.
  
View/Edit a Child Location Record 
To view and edit a Child Location record, follow these steps: 
STEP 1: Click the Placement Information tab and Child Locations subtab in the left navigation panel from the Referral or Case page, then click the applicable Child Location ID link in the Child Locations section. 
STEP 2: Update all applicable sections and fields on the Details page of the Child Location record, then click the Save button. 
NOTE: The Expedited Presumptive Transfer field only applies to Out of County Placements and may display when updating a Child Location record. For more information, see the Presumptive Transfer Request program. 

Upload Document   
This lesson will cover the specific selections in the Upload Documents page required to upload various THP documents. For additional information on how to upload a document, see the Documents program.   
STEP 1: On the Child Location page, select the Documents tab in the left navigation panel. 
STEP 2: In the Document List section, select the Upload button.  
For the THP + FP document
STEP 3: In the Documents record, within the Document Details selection, select the following:
· Document Category: Select Case Management
· Document Type: Select Supporting Documents
For Rate Application document
STEP 4:  In the Documents record, within the Document Details selection, select the following: 
· Document Category: Select Approvals/Denials/Rescissions/ Notices/Letters
· Document Type: Select Rate Approval Document.  

Ending the Current Child Location
If user created a new Child Location in this lesson, they will need to end the placement to create a new Child Location in our next lesson.
STEP 1: On the Child Location record, click the End Placement button.
If the button is not visible, click the dropdown arrow in the upper right corner and select the End Placement option.   
STEP 2: Complete the Current Placement End Details section:
· Select End Current Placement Reason: Select Placement Change.   
· Reason for Placement Change: User Selected
· End Date: Select today’s date
STEP 3: Click the Save & Proceed button.  

 
[bookmark: _Toc240541173]Appendix: Materials to Supplement Lessons
Lesson 3: 
[bookmark: _Toc240541174]Family Finding Efforts
STEP 1: Click the Persons Involved tab from the left navigation panel. 

STEP 2: Select the Person ID link for Paul. 

STEP 3: Click the Relationships tab. 
STEP 4: Update the Reciprocal Relationship Information section by selecting the Absent Parent checkbox. 
STEP 5: Click the Save button. 
Record Connections
STEP 1: Select the Search Efforts tab on the left navigation panel within the Case record, then click the Family Finding subtab. 
STEP 2: Click the New button on the Connections section. 
STEP 3: Complete the relevant and mandatory fields for Person Information, Connections Information, Indian Ancestry Documentation and Contact Information sections. If the address is known, also complete Address Validation. 
NOTE: Select the Unknown Connection checkbox if the connection is unknown. Depending on your selections, additional fields may display. 
· Person Information: 
· First Name: User Created
· Last Name: User Created
· Connections Information: 
· Connection Status: Potential
· Start Date: User Created
· Level of Involvement: Not Located
· Approved by Focus Child to be a CFT Member: Yes
· Date Focus Child was asked for Approval: User Created
· Approved by Family to be a CFT Member: Yes
· Date Family was asked for Approval: User Created
· Approved by Worker to be a CFT Member: Yes
· Date Worker was asked for Approval: User Created
· Indian Ancestry Documentation:
· Is the Connection a member of a tribe?: No
· Contact Information:
· Phone Number and Email
· Address Validation: 
· If known
STEP 4: Click the Save button. 
Conduct Family Finding Search Efforts
STEP 1: Click the Family Finding Search Efforts tab on the left navigation panel. 
STEP 2: Click the New button on the Family Finding Search Efforts section. 
STEP 3: Complete the relevant and mandatory fields on the New Family Finding Log. 
· Focus Child: Prepopulated
· Type of Search Effort: Prepopulated
· Search Effort Method: Social Media Sites (e.g. Facebook, Instagram)
· Search Results Found?: Yes
· Search Date: User Created
· Is the Address Known?: Select the Yes radio button
NOTE: Once Yes is selected, the Address Validation section displays and needs to be completed. 
· Country: United States
· Address Line 1: User Created
· City: User Created
· State: User Created
· Zip Code: User Created
STEP 4: Click the Save button. 
Create Family Finding Contact Log
STEP 1: Click the Contact Log tab on the left navigation panel.  
STEP 2: Click the New button on the Contact Log section. 
STEP 3: Complete the relevant and mandatory fields.
· Contact Information: 
· Contact Start Date/Time: User Created
· Participant(s): Select the Participants from the picklist
· Contact Status: Completed
· Contact Purpose: Consult with Other
· Topics: Family/Connection Finding
· Method: Telephone
· Documentation Status: In Draft
· Narrative: User Created 
· CFT & Support Provided: 
· Contact Made: Yes
· Willing to be on CFT?: Yes
· Willing to provide support?: Yes
· Share Contact Info with CFT?: Yes
· Type of Support Provided: Visitation 
STEP 4: Click the Save button. 
Click the X on the Contact Log tab to close the Contact Log and navigate back to the Case. 
Update Connection Status
STEP 1: Click the Details tab on the left navigation panel. 

STEP 2: Scroll down and update the Connection Status field on the Connections Information section.  
· Select: Connection Made 
STEP 3: Scroll down and click the Save button. 
Add Correspondence
STEP 1: Click the Correspondence tab on the left navigation panel within the Connection record. 
STEP 2: Click the New button on the Document Distribution section. 
STEP 3: Complete the mandatory fields on the Documents Distributed Information section.
· Distributed Document Type: Contact Information
· Distributed To: User Created
· Method of Distribution: Mail
· Date/Time: User Created
STEP 4: Click the Save button.
NOTE: Click Save and New to add an additional document. 
STEP 5: Click the X on the Correspondence tab. 
View Family Finding Search Efforts Summary
STEP 1: Click the Summary tab on the left navigation panel. 
STEP 2: Scroll down to the Family Finding Search Efforts section to view the information at the bottom of the main Case page. 

Edit the Person Record (If Needed)
This step will not always be required if all data is accurate and ready to be sent to CalSAWS. If there is missing or incorrect information, the Eligibility Resource will complete the steps below:
Most of the information in the Eligibility Record is drawn from other pages in CWS-CARES. 
NOTE:  
· For changes to the Placement Address, Removal Date, County of Placement or Placement Date, go to Placement/Rates tab on the Placement Record.  
· For missing information about Sex at Birth for the Focus Child, go to the Persons Involved tab, the Person Information tab on the Person Record, and the SOGIE section.  
 
STEP 1: From the Case Record, select the Persons Involved tab on the left navigation panel. 
STEP 2: On the Core Participants(s) section, click the Person name link for the Focus Child role.
STEP 3: From the Person Record, click the Person Information tab, then the Details subtab on the left navigation panel.  
STEP 4: On the Details page, edit fields as needed and click the Save button. 
NOTE: 
· On the Person Information section, verify that the Date of Birth, Social Security Number, Sex at Birth (if applicable) are entered. 
· Changes made on the Person Record will be displayed in the Mandatory Child Eligibility Request Information section on the Eligibility record. 
STEP 5: Click the X on the Person record to navigate back to the main Case page.
STEP 6: Click the Placement Information tab, then the Eligibility subtab. 
STEP 7: On the Eligibility section, click the Eligibility ID link.
STEP 8: Within the Eligibility record, click the Details tab on the left navigation panel. 
STEP 9: On the Mandatory Child Eligibility Request Information section, review the information. 
NOTE: If the changes from the Person Record do not appear on the Eligibility Record, refresh the page.
STEP 10: On the Eligibility Record, click the Submit Data to CalSAWS button to initiate the case link request with CalSAWS.
NOTE: 
· The CalSAWS Case ID and the Payment County will populate on the Eligibility highlights panel when the link is established￼￼. Once the case link request is sent, review and complete the remaining sections of the Eligibility Record as appropriate. 
· Additional data submitted to CalSAWS will enter a queue until the case link is established, which can take several days. 

[bookmark: _Toc240541175]Sending a Case Link Request to CalSAWS
STEP 1: On the Eligibility Record, click the Submit Data to CalSAWS button in the right-hand corner to initiate the case link request with CalSAWS.  
NOTE: When the case link is established, the system will auto populate the CalSAWS Case ID. 

[bookmark: _Toc240541176]Collect and Upload Vital Documents to the Eligibility Record 
Generate SOC 158A    
NOTE: Forms cannot be generated until the case link with CalSAWS has been completed. If your county has requested to generate the forms or the CalSAWS Eligibility Worker has requested generation of the forms, the following steps outline how this form is generated:  
STEP 1: On the Eligibility record page, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.  
STEP 2: In the Document Type field, select SOC 158A.   
STEP 3: In the Select a Date field, enter today's date
NOTE: The Select a Date field allows a user to generate SOC 158A for a prior date.  The earliest date for which a form can be generated is the date the case link is completed.
STEP 4: Click the Generate button.   

View Generated SOC 158A   
STEP 1: In the Eligibility record page, click Documents tab in the left navigation panel
STEP 2: To view the generated document, select the picklist arrow next to the document, and click View.
Note:
· When clicking the picklist arrow next to the document, a menu displays that allows you to perform the following: 
· Delete, Download, Print, Rename Document, Update Category & Type, Update Status, Upload New Version and View. 
· If the form is going to be submitted to CalSAWS, it needs to be in Final status. For more information on Final status, please refer to the Documents program
STEP 3: In the picklist arrow next to the document, click Update Status
STEP 4: In the Update Document Status pop-up, select Final in the Document Status field
STEP 5: Click Save.

NOTE: The same steps can be done for the FC and ARC, and CW documents we will generate in the next few steps.

Generate FC 2 Document  
STEP 1: On the Eligibility record page, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.  
 
STEP 2: In the Document Type field, select FC 2 - Statement of Facts Supporting Eligibility for AFDC-FC in the picklist.
STEP 3: In the Select a Date field, enter today's date
NOTE: The Please Select Document Language field will default to English, but Spanish is also available.
STEP 4: Click the Generate button.  
STEP 5: The generated FC2 document will display under the Documents tab within the Documents List section.     
NOTE: Available details from the CWS-CARES eligibility screen will be populated into the respective sections on the eligibility form.

Complete and Submit the “Good Cause” Form CW51
STEP 1: On the Eligibility Record, click the Child Support Eligibility Request Information tab in the left navigation panel.  
NOTE: The page will default to the CW 51 subtab.  
STEP 2: In the Parent 1 Referred to Child Support, select the Parent or Guardian from the Name of Parent picklist.  
STEP 3: The Claim Determination-County Use Only section will display additional fields.   
Select one of the following options:  
· If you select No - Refer for Child Support, click the Save button and proceed to STEP 6.  
· If you select Yes – Do Not Refer for Child Support, proceed to the next step.  
STEP 4: Select the applicable option for the Reason for Good Cause field.  
NOTE: Complete all required fields based on selection
STEP 5: Click the Save button.     
STEP 6: On the Eligibility Record, click the Submit Data to CalSAWS button.
NOTE: We will skip this step in training. However, if a case link is already established, the CalSAWS Case ID will populate on the Eligibility Record. 

Generate the CW 51 Document   
STEP 1:  On the Eligibility record page, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.  
STEP 2:  In the Document Type field, select CW 51 – Child Support – Good Cause Claim for Noncooperation.  
STEP 3: In the Generate Document pop-up window, select the parent in the Select a Parent field.
STEP 4: Click the Generate button.  
STEP 5: The generated CW 51 document will display under the Documents tab within the Documents List section.   

Generate ARC 1 Document 
The ARC is only generated if required by the CalSAWS Eligibility Worker and by county process. Generally, the ARC is generated by the CalSAWS worker and sent directly to the Relative Caregiver. If the CWS-CARES Eligibility Resource needs to generate the form, the following steps outline the process:   
STEP 1: On the Eligibility record page, click the picklist arrow to the right of the eSign button and select Generate Document from the picklist.
STEP 2: In the Document Type field, select ARC 1 & ARC 1A
NOTE: 
· English is the default for the Please Select Document Language field. 
· ARC 1 is the form that is completed. ARC 1A contains the rights, responsibilities, and other important information. 
· The ARC 1 is sent to the Relative Caregiver for completion. Counties may vary as to who provides the form to the Relative Caregiver, and when.
STEP 3: Click the Generate button
STEP 4: The generated ARC 1 & ARC 1A document will display under the Documents tab within the Documents List section.
NOTE: Available details from the CWS-CARES Eligibility screen will be populated into the respective sections on the Eligibility form.   
Lesson 4: 
[bookmark: _Toc240541177]Recording Absences
Record a New Planned Absence    
Follow these steps to record a new planned absence:  
STEP 1: Within the Child Location record, click the Absences tab on the left navigation panel.

STEP 2: In the Absences section, click the New button

STEP 3: On the New Absence record, select the Planned radio button then click the Next button.

STEP 4: The Details tab is selected by default. In the Child Location Information section, fill out the following fields:    
· Start Date and Time: Today’s Date   
· Reason for Absence: User Created
· Expected End Date and Time: User Created

NOTE: Based on the selected Reason for Absence, additional mandatory fields will display.

STEP 5: In the Details tab, in the Primary Contact Information section, fill out the following fields:
· Temporary Location Name: User Created
· Primary Contact at Location: User Created
· Preferred Method of Contact: User Created

STEP 6: In the Address Information section, complete the Address Description text box 

STEP 7: In the Address Validation section, begin typing the known details into the Address Line 1 field. 

NOTE: As the street address is entered, a list of suggested matches will appear (powered by SmartyStreets). Select the correct address from the list. 

STEP 8: In the Absences Narrative section, complete the Absence Narrative 

STEP 9: Click the Save button.  
A notification will display indicating the data has been saved successfully.    
NOTE: When the child returns from a Planned Absence, you will update the record by adding the End Date/Time. 

  
Record New Unplanned Absence 
An unplanned absence occurs when a child leaves a placement without approval or prior notice, or when the child’s location is temporarily unknown.  
This includes situations such as:  
· The child runs away or is missing  
· The child leaves for an unauthorized visit or stay  
· The child is hospitalized, detained, or otherwise away from their designated placement for an extended period  
Follow these steps to record a new unplanned absence:  
STEP 1: Within the Child Location record, click the Absences tab on the left navigation panel.
STEP 2: In the Absences section, click the New button
STEP 3: On the New Absence record, select the Unplanned radio button then click the Next button. 
STEP 4: Complete the following mandatory fields on the Child Location Information section, as well as any other relevant fields:  
· Start Date and Time: Select yesterday’s date (to successfully save the record)
· Reason for Absence: Select Hospitalization
NOTE: Depending on the Reason for Absence selected, additional mandatory sections and fields may appear. 
· Hospitalization Type: Select Hospital Stay-Medical
· Admission Information: User Created
· Discharge Plan Summary: User Created

STEP 5: Complete the Medical Hospitalization section:
· Communicable Disease: Select Unknown
· Date Reported to Worker: Select Today’s Date

STEP 6: Complete the Primary Contact Information section:
· Provider Documented in RM Directory?: Select Yes
· Temporary Location Name: Select a Hospital from the picklist
· Primary Contact at Location: User Created
· Preferred Method of Contact: Select Phone
· Phone: User Created

STEP 7: On the Absence Narrative section, complete the Absence Narrative field: User Created.  
STEP 8: Click the Save button.   
STEP 9: Click the X on the various tabs to navigate back to the main Case page.

View and Edit Absence
View and Edit an Absence refers to the process of accessing and updating information related to an individual’s absence within a child welfare or case management system.  
Follow these steps to view and edit an absence:  
STEP 1: On the Case page, click the Child Locations subtab under the Placement tab in the left navigation panel.  
STEP 2: In the Child Locations section, select the Child Location ID link.   
STEP 3: On the Child Location page, click the Absences tab and select an Absence ID link.    
STEP 4: The Details tab is selected by default. Review and edit all relevant and mandatory fields. Click the Save button. 
STEP 5: A notification will display indicating the data has been saved successfully. 

Lesson 6: 
Create a 366.31 Pre-NMD Hearing   
STEP 1: Click the Court Records tab, then the Court Work Items subtab on the left navigation panel.  
STEP 2: Click the New button in the Hearings section.  
STEP 3: Complete all relevant and mandatory fields under the Hearing Information section.  
· Type: Select 366.31 Pre NMD
· Hearing Subtype: Select Master Calendar
· Status: Select Scheduled
· Hearing Date/Time: Today’s Date.
  
STEP 4: Click the Save button.  
  
Complete JV-362  
The JV-362 is a court form titled "Review Hearing for Youth Approaching 18 Years of Age—Information, Documents, and Services". The worker fills out this form for a youth in foster care who is nearing the age of 18 to provide necessary information, documents, and services to the court, and the youth as required by law before the youth's 18th birthday.
STEP 1: Select the Generate Document button. 
STEP 2: Select the JV 362 option from the picklist for the Document Type. 
NOTE: Once the document type is selected an additional field displays.  
STEP 3: On Select Child(ren) field, select the Focus Child.
STEP 4: Click the Generate button. 
STEP 5: Click the Documents tab on the left navigation panel to view the document under the In Progress Document List. 
 
Complete SOC 161 at Age 18 
STEP 1: Click Generate Document in the upper right-hand corner on the Case page.  
STEP 2: Complete all relevant and mandatory fields when the Generate Document pop-up window displays:
· Document Type: Select SOC 161 Six-Month Certificate of Extended Foster Care Participation  
NOTE: Once the Document Type is selected, the Please Select Document Language field displays and is pre-populated to English selection.  
STEP 3: Click the Generate button.    
STEP 4: Click the Documents tab on the left navigation panel.  
STEP 5: Click the drop-down arrow to the right of the document in the In Progress Document List section.  
STEP 6: Select the Edit button from the picklist.  
NOTE: Once Edit is selected, the SOC 161 form displays in another browser. The user can edit, as needed  
STEP 7: Click the Finalize Document button on the upper right-hand corner.  
NOTE: The updates are automatically saved and the SOC 161 displays on the Document List section.  
STEP 8: Click the drop-down arrow to right of the SOC 161 Six-Month Certificate of Extended Foster Care under the Document List section to Download, Print, View Metadata, Rename Document, Update Category & Type, Upload New Version, View and Redact.   
NOTE: In an actual case, you will upload this document when it is completed and signed.   

Complete SOC 162 at Age 18
STEP 1: Click Generate Document in the upper right-hand corner on the Case page.  
STEP 2: Complete all relevant and mandatory fields when the Generate Document pop-up window displays. Select SOC 162 Mutual Agreement for Extended Foster Care in the Document Type picklist   
NOTE: Once the Document Type is selected, the Please Select Document Language field displays and is pre-populated to English selection.  
STEP 3: Click the Generate button.  
STEP 4: Click the Documents tab on the left navigation panel.  
STEP 5: Click the drop-down arrow to the right of the document in the In Progress Document List section.  
STEP 6: Select the Edit button from the picklist.  
NOTE: Once Edit is selected, the SOC 162 form displays in another window. You can edit, as needed    
STEP 7: Click the Finalize Document button on the upper right-hand corner.  
NOTE: The updates are automatically saved and the SOC 162 displays in the Document List section.  
STEP 8: Click the drop-down arrow to the right of the SOC 162 Mutual Agreement for Extended Foster Care in the Document Type under the Document List section to Download, Print, View Metadata, Rename Document, Update Category & Type, Upload New Version, View and Redact.   
NOTE: In an actual case you will upload this document when it is completed and signed.   
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