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DEPARTMENTAL VALUES

This policy supports the Department’s efforts to provide safety for children by providing guidelines to effectuate the timely and accurate assignment of referrals in regional offices.
WHAT CASES ARE AFFECTED

This Procedural Guide is applicable to all new and existing referrals.

OPERATIONAL IMPACT

If a non-service sibling of a child receiving services in a generic file is referred for child protective services, the referral is assigned as follows:

	TYPE OF OPEN CASELOAD
	ASSIGN TO

	Family Maintenance/Reunification*
	If the alleged victim has the same mother as the sibling and resides in the home of the mother - ER CSW in the office serving the area where the mother resides.  

If the alleged victim has the same mother as the sibling and resides in the home of the father – ER CSW in the office serving the area where the father resides.  
If the alleged victim has a different mother as the sibling and resides in the home of the father - ER CSW in the office serving the area where the father resides

	Permanency Planning including Adoptions*
	If the alleged victim has the same mother as the sibling and resides in the home of the mother - ER CSW in the office serving the area where the mother resides.

If the alleged victim has the same mother as the sibling and resides in the home of the father - ER CSW in the office serving the area where the father resides.

If the alleged victim has a different mother as the sibling and resides in the home of the father - ER CSW in the office serving the area where the father resides.


* After the completion of the ER investigation and it is determined that the family would benefit from ongoing services, strong consideration should be given to assigning the case to the CSW providing services to the sibling, with the exception to an Adoptions CSW, or other specialized file such as MPU, etc., that would not be appropriate for the new case.

	NOTE:
On referrals where ERCP has made the initial face-to-face contact and is 


forwarding the referral for follow up the referral shall be assigned by the same 

criteria specified above.




If the response time to the referral is a barrier because of the distance from the servicing office (e.g., the child is in Lancaster and the Generic CSW is in Santa Fe Strings), SCSW/ARA to SCSW/ARA shall ensure that the in-person response is initiated.  

The CSW providing the courtesy response must be given, by the Generic CSW, all known pertinent information about the family (e.g., other referrals, mother’s continued use of drugs, death of another child, etc.).  When possible, the Generic SCSW shall make a secondary CWS/CMS assignment to the responding CSW to provide an on-line review of the case.  All involved CSWs shall confer prior to a referral being closed or determining the allegations to be inconclusive or unfounded.  Communication between CSWs is essential in ensuring that all information pertinent to the investigation has been considered.

The “Next Available CSW” report on The Site (DCFS System) located in LA Kids should be utilized by SAAMS staff when assigning referrals.  This report contains the following information: flags the duty workers, current referral count for the month, referral count for the previous month, and CAP.
Procedures

A.
WHEN:
AN IMMEDIATE RESPONSE (IR) REFERRAL IS

RECEIVED IN A REGIONAL OFFICE

SAAMS Unit Responsibilities

1. Retrieve the referral on line.

2. Verify that the referral was correctly assigned.  If incorrectly assigned, consult with the SCSW to request that the referral be reassigned.  This shall be done no later than two business hours (8:00 a.m. to 5:00 p.m.) after the region receives the referral.

	NOTE:
If this time frame is not met, the regional office that received the referral is responsible to ensure that the in-person response is initiated.




3. Based on the criteria above, make the CSW assignment on line to the appropriate ER CSW based on the duty schedule and the “Next Available CSW” report on The Site.
4. If the clearance indicates that there is a closed services case in storage or suspense, immediately request the case and control for receipt date. 

SCSW Responsibilities

1. Receive two copies of the referral from the SAAMS Unit.

2. Review the referral on line for appropriate region assignment, required response time and the CSW assignment.

	NOTE:
The SCSW may reassign a referral within his or her immediate unit and 


may override the automated assignment.




3. Give one copy of the referral to the CSW.

4. Request that the Unit Clerk initiate a Master Case Folder and give it to the CSW, for referrals being assigned to ER caseloads.

5. Control for the CSW’s initial face-to-face response.

ER/Case-Carrying CSW Responsibilities

1. Receive one copy of the referral and initiate the in-person response within the assigned time frame. 

REMINDER:
When it is necessary to add or delete clients on a referral, submit a SAAMS Request form to the SAAMS Unit.

B.
WHEN:

A 5-DAY REFERRAL IS RECEIVED IN A REGIONAL OFFICE

SAAMS Unit Responsibilities

1. Retrieve the referral on line.

2. Verify that the referral was correctly assigned. If incorrectly assigned, consult with the SCSW to request that the referral be reassigned.  This shall be done no later than four business hours (8:00 a.m. to 5:00 p.m.) after the region receives the referral.  See Procedural Guide 0070-512.10, Correcting the Erroneous Assignment of Referrals.

	NOTE:
If this time frame is not met, the regional office that received the referral is responsible to ensure that the in-person response is initiated.




3. Based on the criteria above, make the CSW assignment on line to the appropriate ER CSW based on the duty schedule and the Next Available CSW report on The Site.
4. If the clearance indicates that there is a closed services case in storage or suspense, immediately request the case and control for receipt date.

SCSW Responsibilities

1. Receive two copies of the referral from the SAAMS Unit.

2. Review referral on line for required response time and the CSW assignment.

	NOTE:
The SCSW may reassign a referral within his or her immediate unit and 


may override the automated assignment.




3. If there is a change in assignment, advise the SAAMS Unit of the change.

4. Give a copy of the referral to the CSW.

5. Request that the Unit Clerk initiate a Master Case Folder for referrals assigned in ER files, and give it to the CSW.

6. Control for the CSW’s initial face-to-face response.

ER/Case-Carrying CSW Responsibilities

1. Receive a copy of the referral.

2. Review the referral on line.

3. Initiate the in-person response within the assigned time frame.

REMINDER:
When it is necessary to add or delete clients on a referral, submit a SAAMS Request form to the SAAMS Unit.

C.
WHEN:  AN ERCP FOLLOW-UP REFERRAL IS RECEIVED IN A REGIONAL

OFFICE

A follow-up referral is an immediate response referral initiated by ERCP and sent to the region for follow-up action.  Possible reasons for a follow-up referral include, but are not limited to the following: need for face to face contact with unseen clients, need for collateral contact(s), and an SDM Safety Plan is in place.  

When the ERCP CSW initiates the initial response to a referral and does not complete all the required face-to-face contact with all of the children in the family and all available parent(s) or guardian(s), the ERCP CSW will make additional attempts within 24 hours of the first attempt to the immediate response referral, however if the following day is a business day, the referral must be assigned to the regional office for follow-up. ERCP shall assign these referrals to the regional office by the next business day as an Immediate Response referral to ensure that additional attempts are made within 24 hours of the first attempt.  
SAAMS Unit Responsibilities

1. Retrieve the referral on line.

2. Verify that the referral was correctly assigned. If incorrectly assigned, consult with the SCSW to request that the referral be reassigned.  This shall be done no later than four business hours (8:00 a.m. to 5:00 p.m.) after the region receives the referral.  See Procedural Guide 0070-512.10, Correcting the Erroneous Assignment of Referrals. 

	NOTE:
If this time frame is not met, the regional office that received the referral is responsible to ensure that the in-person response is initiated.




3. Based on the criteria above, make the CSW assignment on line to the appropriate ER CSW based on the duty schedule and the Next Available CSW report on The Site.
SCSW Responsibilities

1. Receive two copies of the referral from the SAAMS Unit.

2. Review on-line referral.

	NOTE:
The SCSW may reassign a referral within his or her immediate unit and may override the automated assignment. 




3. If there is a change in assignment, advise the SAAMS Unit of the change.

4. Control for the follow-up action.

ER/Case-Carrying CSW Responsibilities

1. Receive the original referral from the SCSW.

2. Review the on line referral.

3. Initiate the follow-up action.

REMINDER:
At least three face-to-face contacts in the first 30 calendar days are required, from the date the child is removed or the initial in-person investigation is made, including the initial in-person response.

Only two visits are required, including the initial in-person response if the case plan is completed within 21 calendar days of initial response or removal of the child.  See Procedural Guide 0400-503.10, Contact Requirements and Exceptions.
APPROVAL LEVELS

	Section
	Level
	Approval

	A.-C.
	
	None


OVERVIEW OF STATUTES/REGULATIONS

Welfare and Institutions Code 16504(a) summarizes initial intake and evaluation services, eligibility of services, and 24 hour response requirements that each county is required to have.  It also states each county welfare department shall operate and maintain a 24-hour response system.

California Department of Social Services (CDSS) Manual of Policies and Procedures (MPP) Division 31-105 summarizes Emergency Response protocol and general intake requirements.

LINKS

California Code



http://www.leginfo.ca.gov/calaw.html
Division 31 Regulations

http://www.cdss.ca.gov/ord/PG309.htm
Title 22 Regulations


http://www.dss.cahwnet.gov/ord/PG295.htm
RELATED POLICIES

Procedural Guide 0050-504.05, Referral Assignment Criteria

Procedural Guide 0070-512.10, Correcting the Erroneous Assignment of Referrals

Procedural Guide 0070-547.11, Timeframes for Responses to Referrals

Procedural Guide 0070-548.05, Response Referrals Alleging Abuse in Out-Of-Home Care Regarding Children Who are Under DCFS Supervision

Procedural Guide 0070-548.06, Emergency Response Referrals Alleging Abuse Regarding Children Residing in the Home of a Parent Who Are Under DCFS Supervision
Procedural Guide 0070-547.12, Expedited Response Referrals
Procedural Guide 0400-503.10, Contact Requirements and Exceptions
Procedural Guide 1000-501.10, Case Assignment from Emergency Response Command Post (ERCP) to Regional FM/R/G Children’s Social Worker
FORM(S) REQUIRED/LOCATION

Hard Copy

None
LA Kids:

Next Available CSW Report from The Site (DCFS System)
CWS/CMS:


Emergency Response Referral Document
SDM:



None

PG number (month/year) 

Page 1 of   2
1000-501.20 (Rev.03/09) 

Page 1 of 8

