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DEPARTMENTAL PRIORITIES

This policy supports the Department’s efforts to ensure the outcomes of child safety and permanency by facilitating the smooth and timely transfer of cases.  It is the aim of this policy to reduce the recurrence rate of abuse or neglect for children investigated, reduce the rate of abuse in foster care and to support the best permanency plan for the child with family reunification as the optimal permanency plan.

WHAT CASES ARE AFFECTED

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

The following goals have been identified that will remove or reduce barriers in the provision of appropriate services to families when a case is transferred:

· Focus on “Best Practice” and “Best Interests of the Child”

· Consistent Communication

· Maintenance of Sibling Groups

· Alerts to High Priority Cases

· Expeditious Transfer of Cases

· Case Familiarity

To facilitate the smooth transfer of the case and to ensure the safety of the child(ren), the sending and receiving offices must communicate clearly with one another about the needs of the family and child(ren).  It is the responsibility of Assistant Regional Administrators (ARA)’s and Supervising Children’s Social Workers (SCSW)’s to make certain that transfer criteria are met before sending a case to another office.  The sending office must alert the receiving office of cases with high priority issues and arrange a case conference with the receiving office prior to transfer to ensure the safety and well being of the child(ren).  Transferred cases may not be returned to the sending office unless they meet the specific circumstance listed below and only when both sending and receiving ARA’s agree.  If the sending and receiving ARA’s do not agree, the matter is to be taken to the RA(s) for final resolution:

· An ER referral allegation was not investigated prior to transfer.

The sending and receiving ARA’s must discuss the possible return of the case within 2 business days of receipt of case in the receiving office.

In all other instances the sending and receiving offices will work collaboratively to ensure that all transfer requirements are met.  Case transfers will become effective immediately (within 1 hour) upon receipt of the case in the Child Welfare Services Case Management System (CWS/CMS) Receiving Transfer Desk In-Box.

Whenever a case meets Transfer Criteria but the current Case-Carrying CSW has reason to believe it would not be in the best interest of the child to transfer the case, then the Case-Carrying CSW, SCSW and ARA are to conference the case to make a decision regarding keeping the case.

	Reminder:
Whenever at TDM, FGDM, Emancipation Planning Conference etc. has been conducted in the past six months clearly indicate on the DCFS 4366, Case Transfer Check Sheet , the dates these meetings  took place.  If a safety action plan and/or visitation plan is in place ensure it is incorporated in the current case plan.




I.
CASE TRANSFER GOALS

BEST PRACTICE AND BEST INTERESTS OF THE CHILD

Whenever any case moves from one Children’s Social Worker (CSW) to another CSW, Case Transfer Criteria applies, including moves within an office, unless other arrangements are made between impacted managers.  The CSW shall discuss case transfer with the Supervising Children’s Social Worker (SCSW) and verify that no freeze on case transfers is currently in effect.  The CSW shall evaluate the assigning address as well as the needs of the child and family and determine, based on the best interests of the child, where services would be best provided.  When available, discuss the transfer plan in advance with the parent, caregiver and the child.  Make the decision whether or not to transfer the case based on the “best interest” determination.

If a transferred case is received with unresolved safety issues the receiving CSW or SCSW is to notify the receiving office ARA immediately.  The receiving office is responsible for addressing the safety issue(s) on a transferred case, however, the receiving ARA must notify the sending ARA that the transfer took place with unresolved safety issues.

CONSISTENCY IN COMMUNICATION

· All special court orders, problems or issues regarding the child are to be documented in CWS/CMS Case Notes.  The “See Case Notes” box in the Alerts, Special Orders field on the DCFS 4366 (revised 01/05) is to be checked to notify the receiving office of any special circumstances.

· Any threats or acts of violence against staff by a parent, family member(s), friends of the family, etc. or other safety issues such as domestic violence, gang or organized crime involvement by parents or family members are to be documented in CWS/CMS Case Notes.  The “See Case Notes” box in the Alerts, Special Orders field on the DCFS 4366 (revised 01/05) is to be checked to notify the receiving office of any special circumstances.

· If there is a need for a special assignment of the case such as an ISW, Family Preservation, etc are to be documented in CWS/CMS Case Notes.  The “See Case Notes” box in the Alerts, Special Orders field on the DCFS 4366 (revised 01/05) is to be checked to notify the receiving office of any special circumstances. 

· CSWs are required to maintain regular contact with one another when they are assigned to the same case or when they have cases from the same family.

· CSWs are required to review the CWS/CMS history for all statewide protective services offered to all members of the family.
MAINTENANCE OF SIBLING GROUPS

· When appropriate, every effort is to be made to transfer sibling groups as a family unit.  If sibling separation is unavoidable, the siblings placements are to be in close geographical proximity to one another.  See Procedural Guides 0100-510.65, Placing Sibling Groups in Out-Of-Home Care, 0300-503.10, Writing the Jurisdictional Dispositional/Hearing Report and 0300-503.15, Writing the Status Review Hearing Report.

· The references in this Procedural Guide to “youngest served child” and “oldest served child,” refer to children within a family unit.  If only one child is to be transferred, a new Case Plan/Case Plan Update must be written for that child (see NOTE below.)

	NOTE:
Each served child is one case.  In CWS/CMS, there are no “split 



cases”.  “Associated Client” replaces the term “split case.”  Therefore, 

the Transfer Request page must be completed for each served child 


who is to be transferred.  If only one child in a family unit is to be 


transferred, the Case Plan/Case Plan Update must be split.




ALERTS TO HIGH PRIORITY CASES

A case is considered to be a high priority case when one or more of the following components exist (see below) and must be given priority review.  Any high priority case is to be case conferenced to plan the transfer prior to the electronic transfer of the case.
A High Priority Case has one or more of the following characteristics:

· The child has significant medical needs

· The child has significant psychological needs

· There are barriers to this child having his or her critical needs met

· Adverse court orders

· There is an abduction risk

· The child has been returned home within the last three months

The DCFS 4366 (revised 01/05) contains a “High Priority” field in the upper right hand corner, listing these immediate concerns.  Check all that apply.

HIGH PRIORITY CASE CONFERENCE

A High Priority Case Conference is a conference among personnel furnishing services to the client to ensure that their efforts are coordinated effectively and support the objectives outlined in the Case Plan.  The Case Conference produces a High Priority Case Conference Plan (see p. 8, section VI for instructions).

EXPEDITIOUS TRANSFER OF CASES

· Upon appropriate approvals in the sending office, cases will be transferred electronically (Electronic Transfer), via CWS/CMS, and primary assignment will begin immediately (within 1 hour) in the receiving office.  The physical case will be transferred upon verification of CWS/CMS primary assignment in the receiving office (Physical Transfer).

· No case may be transferred without the required documentation.  Any case transferred without complete documentation must be approved by the sending ARA and include an accounting of steps that are being taken to obtain and provide the required documentation to the receiving office.

	NOTE:
ONCE ASSIGNED IN CWS/CMS THE CASE MAY NOT BE RETURNED TO THE SENDING OFFICE UNLESS IT IS DETERMINED THAT ONE OR MORE OF THE ALLEGATIONS IN A REFERRAL WERE NOT INVESTIGATED.




CASE FAMILIARITY

When a case transfers in from another office the receiving SCSW and the CSW are both responsible for a prompt and thorough review of the case.  Case familiarity ensures that critical services for the children and family are not interrupted or jeopardized.

II.
CASE TRANSFER REQUIREMENTS

CASE STABILITY

Case Stability includes:

· A verified address of the parent(s) and child(ren) in placement, via in-home face-to-face contact.

	NOTE:
If the whereabouts of the parent(s) is/are unknown this must be 



documented with a current Due Diligence (within the past 6 months).  

Exception:  For cases receiving Permanent Placement services where 

the whereabouts of the parent is unknown and the contact between 


the parent and the child has not existed for years, a Due Diligence is 


not required.




· Placement Stability.  All of the following elements must be present:

· Neither the caregiver(s) nor the child in placement has requested a replacement.

· The Sending CSW has assessed that a replacement is not needed.

· The child in placement is not currently a runaway; or abducted from placement and there are no outstanding protective custody warrants issued.
· The child is not medically or psychiatrically hospitalized.
· There are no questions/concerns from Community Care Licensing regarding the supervision given to the child(ren) in the out-of-home care facility.

· All relative approval (ASFA) criteria have been met.
· A child receiving Family Reunification (FR) services has been in the current placement for at least 30 calendar days.

· A child receiving Permanent Placement (PP) services has been in the current placement for at least 90 calendar days.
SERVICES STABILITY
Services must be in place prior to transfer.  This is to be addressed and arranged at one of the mandatory Permanency meetings where resources for Family Reunification and Concurrent Planning are further defined.

FACE-TO-FACE CONTACTS

· Assigning Address:  Make an in-home face-to-face contact with the parent/caregiver (regardless of whether or not there is an approved contact exception on file) and verify the address.  This must be done within a maximum of 15 calendar days prior to electronic transfer of the case.

· Safety and risk level of the child:  The last face-to-face contact by the Sending CSW must be within 15 calendar days prior to electronic transfer regardless of any approved contact exception.

· Initial visit:  The receiving CSW has 10 calendar days from electronic assignment, within which to have the initial face-to-face contact.

	NOTE:
Whenever a CSW is newly assigned to a case, the parent(s)/legal 


guardian(s) and caregiver(s) must be provided with the name of the 


new CSW within 10 calendar days of the receipt of the case.  



Although actual 
written notification (DCFS 2221) is to be sent by the 


Unit Clerk within 10 calendar days of receipt of the case, it is the 


responsibility of the newly assigned CSW to ensure that proper 



notification has been given.




CWS/CMS DOCUMENTATION

The SCSW shall utilize the DCFS 4366 CWS/CMS Case Transfer Checklist section to ensure that the following areas have up-to-date/current and SCSW approved information:

· Contacts with clients, service providers, etc., for the previous three months (at a minimum) must be documented in the Contact Notebook of CWS/CMS.  This must include pertinent information entered in the data and narrative fields on the Contact Notebook, Associated Services and Associated Visits Pages.

· Court reports, court results, attendees and attorney information must be entered in the previous Court Hearing Notebook by Juvenile Court Services.  Further,
 current attorney information should to be correct and updated for each parent and child and if applicable, other party to the case.

· An “In Effect” Initial Case Plan or an “In Effect” Case Plan Update.

· Current Health Information must be entered in the appropriate notebook, and in the Associated Services Page of the Contact Notebook.

· Current Education Information must be entered in the appropriate notebook.

· All Client Notebook information relevant to the Court Report/Case Plan must be entered.  For example, address, relationships, ID numbers and all other CWS/CMS required data.

· Current Placement information.

· Due Diligence searches, Transitional Independent Living Plans (TILP), Adoption Assessments and Out-of-Home Care documents must be completed, if applicable.

ELIGIBILITY

· Current aid code information.  (Yellow Folder)

GENERIC FILES

Transfers from Generic Files are permissible providing such transfers are in the best interests of the child and promote the departments goals of improved safety and permanency.

KIDPIX UTILIZATION

The child’s current photograph shall be loaded onto KidPix.  See Procedural Guide 1200-500.50, Photographic Identification of Children.

STRUCTURED DECISION MAKING (SDM) UTILIZATION

All applicable SDM assessment tools must be current and approved on-line.  A hard-copy of each assessment tool used must be in the physical case file. (Orange Folder)
III.
CIRCUMSTANCES UNDER WHICH A CASE MAY BE TRANSFERRED
· The Services portion of a Pre-Disposition case may be transferred to any office when the Case Transfer Requirements (Case Stability, Services Stability, etc.) are met or when the Sending and Receiving ARA’s pre-approve the transfer due to special circumstances (e.g., Medical Placement).  

The only exception is if it is determined that one or more of the allegations in a referral were not investigated, the Service portion of a Pre-Disposition case, cannot be transferred until the investigation is completed.

· When a case is receiving Emergency Response (ER) services and there is an outstanding protective custody warrant for either a parent or a child, or if the child is a run-away, the case may be transferred providing it meets the rest of the Placement Stability requirements (refer to page 4, Case Stability Section).

· When a case is being served by the Adoptions Division and the court orders that adoption is no longer the case plan, the case may be transferred even if the child has run-away and a protective custody warrant has been issued.  If there are siblings, the child’s case is assigned to the siblings’ CSW.

· When a child(ren) receiving PP services has a sibling(s) who is(are) receiving Family Maintenance/Reunification services, the case should be transferred to the CSW providing Family Maintenance (FM) or FR services.

· The case of a 17-year-old receiving FR or PP services may be transferred providing this does not cause a change of placement or a change of school for the youth.  Keep in mind the best interest of the youth in an effort to maintain continuity of staffing and services to the youth , rather than proximity to a different office.
· Children receiving PP Services and placed in Planned Permanent Living Arrangement.

Age 0 – 13 yrs. 11 months:
The case may be transferred providing a Permanency meeting has taken place prior to transfer and the transfer is agreed upon in that meeting.

Age 14 yrs. and up:

· When a family receiving court ordered Family Maintenance or Voluntary Family Maintenance (VFM) services moves out of the office service area, unless the plan is to close the case within the next 90 days (see Circumstances Under Which a Case May Not be Transferred in Section IV of this Procedural Guide).

· When the parent(s) receiving FR services move(s) out of the office service area.

· When the court terminates FR services and orders PP services, and the youngest child in the case resides in a different office service area.

· When the court orders termination of parental rights and orders a permanent plan of adoption.  See Procedural Guide 1000-504.60, Case Transfer To or From the Adoptions Division or Concurrent Planning Redesign FYI #14, Adoptions Case Closure Protocols.
IV.
CIRCUMSTANCES UNDER WHICH A CASE MAY NOT BE TRANSFERRED
· The Dependency Investigation/legal portion of the case when the court has not yet reached a disposition unless the Sending and Receiving ARA’s pre-approve the transfer due to special circumstances.

· When a .26 hearing is scheduled.

· When a family is receiving FM or VFM services and the plan is to close the case within the next 90 days.

· When all children in the case are placed in a non-adjacent county, request Courtesy Supervision (see Procedural Guide 0100-525.15, Courtesy Supervision for California Counties.

· When a youth 18 years or older is on the GRI & 18+ list and any or all of the following services are needed and have not been initiated for:
· Immigration services

· SSI

· Transitional Housing

· DPSS if youth has child of their own
Once the services have been applied for and a confirmation of receipt has been received, then the case may be transferred, provided all the other case transfer requirements have been met.
· When the case is receiving FR or PP services and there is an outstanding protective custody warrant for either a parent or a child; or if a parent abducted a child from DCFS custody; or if the child is a run-away.
· When transferring a case from one Regional office to another after termination of parental rights (TPR) for a child receiving adoption services and the Adoption and Permanency Resources Division (APRD) and Regional case assignments are currently in the same office. A child is considered to be receiving adoption services when an Adoption CSW is assigned to the case as a secondary.  
	NOTE:
A case may be transferred after TPR when the case is currently split between offices (i.e. the Regional and Adoption CSWs are in different offices).  Such transfers should be negotiated up the chain of command and involve both Regional and APRD staff.  The desired end result is for both the APRD and Regional case assignments to be in the same office. See Concurrent Planning Redesign FYI 08-03, Case Transfer Guidelines Post Termination of Parental Rights (TPR) dated 06/25/08, for more information.



V.
TRANSFERRING A CASE TO THE INDIAN CHILD WELFARE UNIT

Prior to transferring a case to the Indian Child Welfare Unit, the Indian Child Welfare Unit shall be consulted to determine the appropriateness of transferring the case.  The Indian Child Welfare Unit will make the final determination as to whether or not to accept the case.

	NOTE:
Case assignment to the courtroom designated to hear all American 



Indian cases (Department 413) is not in itself a basis to transfer the case 


to the Indian Child Welfare Unit.




The case may be suitable to transfer to the Indian Child Welfare Unit if one of the following Tribal Enrollment Eligibility factors exist:

FACTORS TO CONSIDER

Tribes reserve the right to determine the enrollment of an applicant if they meet the following criteria.

· Most tribes’ criteria for enrollment  is by blood quantum i.e.;  4/4,  ¾,½,  ¼.

· Other tribes’ criteria for enrollment are by lineage/dependency, for example the Seneca and some tribes in California. 

· Tribes in Oklahoma such as the Cherokee, Choctaw, Chickasaw, Creek and Seminole recognize members as eligible for enrollment if an ancestor was listed on the Dawes Land Allotment Roll in the late 1800’s. 

· To determine eligibility for enrollment, ask what tribe they are enrolled (registered) in?  If they are not enrolled ask if their father or mother is enrolled, or their grandparents. 

· If an individual meets the blood quantum criteria, they are eligible for enrollment if the parent(s) or grandparents are enrolled with the tribe with which they claim to be members of. 

If a parent states that they may be or “I think I am Indian” but do not know what tribe they may be, then go another step further.  Ask what region did the family live in.  A tribe may possibly be identified if we knew what region the ancestor lived.

A heritage case is when the parent is enrolled with their tribe but the child does not meet the enrollment criteria of the tribe.

Case-Carrying CSW in consultation with his/her SCSW

1) Contact the Indian Child Welfare Unit (ICWU) at (626) 938-1846 or (626) 938-1838.

2) Consult with the SCSW of the ICWU regarding the facts of the case and whether the case should be transferred to ICWU for services.

3) If the case is accepted for transfer, transfer the case using established procedures.

4) If the case is determined not to be appropriate for transfer, continue to provide services and, if necessary, consult with the ICWU on how to proceed.

VI.
HIGH PRIORITY CASE CONFERENCE

A High Priority Case Conference is a conference among DCFS staff to ensure that their efforts are coordinated effectively and support the objectives outlined in the Case Plan.  The Case Conference produces a High Priority Case Transfer Plan (form posted on LA Kids).

Case Conferences may take place via tele-conferencing, video-conferencing or in person.  The format is to be determined by the Sending and Receiving ARA’s.  The Receiving ARA has the option to assign the case, pre-transfer, to an SCSW and CSW for purposes of case conferencing and facilitation of a safe and smooth transition.

Sending SCSW

· Consults with the Transfer Desk to determine which office the case will be sent to.

· Meets with his/her ARA to discuss the High Priority issues of the case and make a plan that will facilitate a safe and smooth transition for the child.

Sending ARA

· Contacts the Receiving ARA and arranges a Case Conference including a mutual determination of who the participants will be (may be: ARA’s, SCSW’s, CSW’s).

Case Conference Steps:

· Discuss the High Priority issue(s) of the case and make a High Priority Case Transfer Plan that facilitates a safe and smooth transition for the child.  This plan will utilize social work best practice and consider the best interests of the child.

· Determine follow-up tasks that the Sending office will complete, including whether or not the Sending CSW will remain as a Secondary Assignment and for how long.

	VII.
WHERE AND WHEN TO TRANSFER
The timing of case transfers is determined by the type of services (ER, FM, FR and PP) being provided to the child(ren) and family.



	CASE TRANSFER GUIDE



	
	
	


	SERVICES
	WHERE TO TRANSFER
	WHEN TO TRANSFER

	
	
	

	Non-Court

All Services
	Services are listed in the Services column and their corresponding transfer location is listed in the Where To Transfer column.
	Within 7 calendar days of approval of Case Plan.

	
	
	

	Court Ordered
	· Court ordered location
	Before the court ordered deadline but no later than 7 business days from the date of the court order.

	
	
	

	DI
	· CSW with Primary Assignment
	Upon Disposition of the case.

	
	
	

	Sensitive
	· Sensitive Case Unit
	As soon as case is designated as “Sensitive”.

	
	
	

	ER
	· Office that serves the address of the custodial parent
	Within 7 calendar days of approval of Initial Case Plan unless a 2-PEN (in which case, transfer immediately, see Procedural Guide 1000-501.10, Case Assignment: From Emergency Response Command Post (ERCP) to Regional FM/R/G Children’s Services Workers).

	
	
	

	FM
	· Address of the custodial parent

· Both parents receiving FM services but live separately:  mother's address

Consideration must be given to best interest, safety, age of the child(ren), etc.
	· No later than 90 days prior to Status Review Hearing or;

· No later than 30 days prior to any other hearing* or:

· if less than 30 days prior to any other hearing*, prepare court report prior to transfer.

· Non-Court:  No later than 90 days prior to case closure.

	
	
	

	FR
	· Address of parent or legal guardian receiving FR services

· Both parents receiving FR services but reside at different addresses:  mother’s address

· Parents whereabouts unknown or both parents live outside of state/country or incarcerated parent whose sentence exceeds six months:  address of youngest dependent child
	· No later than 90 days prior to Status Review Hearing or;

· No later than 30 days prior to any other hearing*or:

· if less than 30 days prior to any other hearing*, prepare court report prior to transfer.

· May not transfer if .26 scheduled.

	
	
	

	PP
	· Address of youngest served child

· Child(ren) placed in adjacent county:



COUNTY


AREA OFFICE
· San Bernardino

Glendora 

· Riverside 


Pomona

· Orange


Santa Fe Springs

· Ventura


West San Fernando 






Valley or Santa Clarita

· Kern



Lancaster
	· No later than 90 days prior to Status Review Hearing or;

· No later than 30 days prior to any other hearing*or:

· if less than 30 days prior to any other hearing*, prepare court report prior to transfer.

· May not transfer if .26 scheduled.


	
	
	

	Mixed FM/FR/PP
	· Address of parent Receiving FM services, if more than one:  mother’s address.

· When appropriate, PP case should be assigned to FM/FR siblings CSW.

· Teen parent and child(ren) should be served by the same CSW.
	· No later than 90 days prior to Status Review Hearing or;

· No later than 30 days any other hearing* or:

· if less than 30 days prior to any other hearing*, prepare court report prior to transfer.

· May not transfer if .26 scheduled.


NOTE:  All hearing dates referenced above are based on the current Minute Order.

*excluding the .26 and Status Review Hearing
VIII.
CASE TRANSFER PROCEDURES

A.
WHEN:
PREPARING THE CASE FOR TRANSFER

CSW

Submit both a Transfer Request on CWS/CMS and the physical case file with a completed DCFS 4366 to the SCSW for approval.

SCSW

1) Prior to electronic case transfer the sending SCSW, utilizing the DCFS 4366 CWS/CMS Case Transfer Checklist, is responsible for ensuring that all CWS/CMS required elements have been completed.

2) Prior to transfer of the physical case the sending SCSW is responsible for ensuring that all required hard-copy documents listed on the DCFS 4366 Case Transfer Checklist have been completed and are in the case file.

3) Utilizing the CWS/CMS Transfer Request Summary Detail, the sending SCSW is required to include messages regarding:

· any missing documentation

· the steps that are being taken to obtain and provide the documentation to the receiving office

· the timeframes within which the receiving office may expect to receive the missing documentation.

4) If documentation is incomplete, the sending SCSW obtains approval from the sending ARA to transfer the case.

ARA

Approve case transfer without complete documentation by reviewing and approving the SCSW’s written accounting of steps to be taken and time frames to obtain and provide the required documentation to the receiving office.

B.
WHEN:
TRANSFERRING THE CASE

Electronic transfer and immediate (within 2 hours) assignment of the case ensures that there is no “lag time” in the provision of services on a case.

Each area office is responsible for tracking transfers to prevent loss of cases.

SCSW

1) Upon approval of the case for transfer in CWS/CMS:

· Give Secondary Assignment to the sending office Transfer Desk Inbox.

	NOTE:
The sending office Transfer Desk will transfer the 



electronic portion of the case to the receiving office 



Transfer Desk Inbox immediately (within 1 hour of 



receiving secondary assignment from the sending 



SCSW.)  The receiving office Transfer Desk will 




immediately (within 1 hour of receipt of the case) give 


primary assignment of the case utilizing existing 




procedures.




2) Upon verification in CWS/CMS (within 3 hrs. of electronic transfer) of primary assignment of the case in the receiving office:

· Annotate the DCFS 4366 with the receiving SCSW’s name.

· Give the physical case and the signed DCFS 4366 to assigned support staff (Unit Clerk, etc.) with instructions to ship the case to the receiving SCSW.

C.
WHEN:
RECEIVING A CASE
Electronic Transfer (CWS/CMS)

Once primary assignment of a case has been made to the Receiving Office Transfer Desk In-Box in CWS/CMS it must be accepted by the Receiving Office and may not be sent back to the sending office for any reason with the following exceptions:

· An allegation was not investigated prior to transfer.

(Please refer to page 2 of this Procedural Guide for complete instructions regarding the exceptions listed above.)

Services in the receiving office are to begin immediately (within 1 hour) of primary assignment in CWS/CMS.  The Receiving CSW and SCSW are not to wait for receipt of the Physical Case before beginning case services.

The Receiving Transfer Desk will assign a CSW as Primary.  The Transfer Desk will immediately notify the SCSW of the Primary Assignment via e-mail, telephone or in-person.

The Case-Carrying CSW and the SCSW in the receiving office will conduct a thorough review the case in CWS/CMS utilizing the DCFS 4366, Case Transfer Check Sheet and including elements referred to in the CWS/CMS Transfer Request Summary Detail.

· Management Of Missing CWS/CMS Elements

1) If upon review of the case the receiving SCSW determines that required CWS/CMS elements have not been completed, the SCSW is to give written notification to his or her ARA of the missing elements.  Reviews are to be completed within 24 hours of receipt of the electronic portion of the case.  Written notification to ARA is to be completed within 24 hours of the review.

2) The ARA will submit a written request (may be e-mail) for any missing documentation to the sending ARA.  Request to be submitted within 2 business days of written notification from the SCSW.
· If the case is audited, the sending office will be held responsible for any missing documentation listed in the written request from the receiving ARA.

· When appropriate and agreed to by sending and receiving ARA’s the sending CSW may be added as a secondary assignment until the missing elements are completed.

· Prior to adding the sending CSW as a secondary, the sending and receiving SCSW’s are to conference the case and confirm which required CWS/CMS elements are needed and the time frame for their completion.

Physical Transfer (Hard-copy case file)

The Case-Carrying CSW and the SCSW in the receiving office will conduct a thorough review the physical case utilizing the DCFS 4366, Case Transfer Check Sheet.

· Management Of Missing Physical Case (Hard-Copy) Documents

1) If upon review of the case the receiving SCSW determines that required hard-copy documents are missing from the physical case, the SCSW gives written notification to his or her ARA of the missing documents.  Reviews are to be completed within 24 hours.  Written notification to ARA is to be completed within 2 business days.

	NOTE:
This includes elements/documents referred to in the CWS/CMS 


Transfer Request Summary Detail.




2) The ARA will submit a written request (may be e-mail) for any missing documentation to the sending ARA.  Request to be submitted within 24 hours of written notification from the SCSW.

· If the case is audited, the sending office will be held responsible for any missing documentation listed in the written request from the receiving ARA.

· When appropriate and agreed to by sending and receiving ARA’s the sending CSW may be added as a secondary assignment until the missing documents are completed.

· Prior to adding the sending CSW as a secondary, the sending and receiving SCSW’s are to conference the case and confirm which required hard-copy documents are needed and the time frame for their completion.

D.
WHEN:
THERE HAS BEEN AN INCORRECT ASSIGNMENT

If the electronic case is sent to the wrong area office, it is not considered to have been assigned until it is assigned to a CSW in the correct receiving office.  The Sending CSW (original assignment) remains responsible for the case until it has been assigned in the correct receiving office.  The Transfer Desk receiving the incorrectly assigned case is to immediately (within 1 hr.):

· Reassign the electronic case to the CWS/CMS Transfer Desk Inbox of the correct office.

APPROVAL LEVELS

	Section
	Level
	Approval

	V.
	Indian Unit

SCSW
	Appropriateness of transfer to the Indian Child Welfare Unit.

	VI.
	ARAs
	High Priority Case Conference Plan.

	VIII. A.
	ARA
	Transfer without complete documentation.

	VIII. B.
	SCSW
	Approval to transfer the case.

	VIII C.
	ARAs
	Secondary Assignment of sending CSW.


OVERVIEW OF STATUTES/REGULATIONS

None

RELATED POLICIES

Procedural Guide 0050-503.85, Sensitive Referrals/Cases
Procedural Guide 0050-504.05, Referral Assignment Criteria

Procedural Guide 0100-510.65, Placing Sibling Groups in Out-Of-Home Care

Procedural Guide 0100-525.15, Courtesy Supervision for California Counties

Procedural Guide 0300-317.05, Court Reports for Children Under the Indian Child Welfare Act

Procedural Guide 0300-503.10, Writing the Jurisdictional Dispositional/Hearing Report

Procedural Guide 0300-503.15, Writing the Status Review Hearing Report

Procedural Guide 0300-503.99, Change of Permanent Plan From Legal Guardianship/Kin Gap to Adoption

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 Services Workers

Procedural Guide 1000-501.40, Establishing the Service Address for Referrals

Procedural Guide 1000-504.60, Case Transfer To or From the Adoptions Division

Procedural Guide 1200-500.50, Photographic Identification of Children

Concurrent Planning Redesign FYI #14, Adoptions Case Closure Protocols

Concurrent Planning Redesign FYI 08-03, Case Transfer Guidelines Post Termination of Parental Rights (TPR)
FORM(S) REQUIRED/LOCATION

Hard Copy:

All forms listed on the DCFS 4366 Case Transfer Checklist section 




must be in the physical case file prior to physical transfer of the case.

LA Kids:

DCFS 2221, Notification of Change of Worker





DCFS 4366, Case Transfer Check Sheet





High Priority Case Transfer Plan 

CWS/CMS:

All items listed on the DCFS 4366 CWS/CMS Case Transfer Checklist 



section (Required Data Entry for Electronic Transfer of a Case) must be 



completed prior to electronic transfer of the case.

SDM:


Structured Decision Making (SDM) tools.
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