Case Name:____________
Case #:________
Juvenile File #:___________

Date petition filed:_________
JPC date:_________
1st Appearance Date:_________

Pre-trial Date:_________              
Adjudication date(s):_________  _________  _________

TRANSFER PROCESS TO FOSTER CARE

SLOW PETITIONS

PRIOR TO/FILING PETITION

	INITIALS
	DATE
	TASK

	
	
	PPT/ Blitz

	
	
	CFT

	
	
	Send a draft of petition to SWS within 7 days of PPT/Blitz; SWS forwards to legal (documents to be sent: juvenile petition, juvenile summons, affidavit, affidavit addendum, allegations, witness list)

	
	
	Staff with legal

(please check G common: Laws for most recent forms)

*forms should be numbered in order they are completed when revising 

(Ex: when emailing to atty, subject line should say “Smith allegations 1” and then when atty revises and emails back subject line should say, “Smith allegations 2”

	
	
	Petitioner and attorney sign petition and petitioner signs affidavit with Joy Brown

	
	
	Legal emails Brandi Tolbert for JPC and First Appearance dates


PRIOR TO PRETRIAL

	INITIALS
	DATE
	TASK

	
	
	Petitioner complete dispositional court report and forwards it to SWS (SWS then forwards to legal)

*Petitioner sends to SWS 20 days before adjudication (Wednesday in week prior to pre-trial)

*SWS send to attorney 18 days before adjudication (Friday before pre-trial) - attorney to approve for distribution before pre-trial

	
	
	Petitioner obtains/requests birth certificates for child at time of petition

*form for out-of-state birth certificates if needed

	
	
	Petitioner to complete match form and send to Marge Manko

	
	
	Petitioner responsible for identifying relatives and completing referrals for full home studies

	
	
	Petitioner responsible for group home application, if necessary

	
	
	Petitioner contacts Joy Brown to schedule pre-adjudication meeting with assigned attorney.


PRIOR TO ADJUDICATION

	INITIALS
	DATE
	TASK

	
	
	Petitioner staffs adjudication/witnesses with attorney

	
	
	Petitioner updates Joy Brown on parents' addresses and makes diligent efforts to locate any absent/unserved parent

	
	
	Petitioner sends updated witness list to Terra Butler

*she needs it 30 days prior to adjudication in order to get witnesses served

	
	
	After pre-trial, petitioner notifies witnesses of date and time of hearing

*remember to update witnesses if adjudication is continued


DATE OF ADJUDICATION/DISPOSITION, IF CHILD(REN) COME INTO CARE

	INITIALS
	DATE
	TASK

	
	
	Petitioner responsible for removing child and placement; give foster care booklet to parents; (Tell parents: reason for removal, details, what to expect from placement, legal process, when they will see children and social worker. Tell children: explain removal and foster care, information about placement, when they’ll see parents, siblings, and social worker again.)

	
	
	Petitioner notifies Marge Manko of what happens at disposition

	
	
	Petitioner gives foster parent copy of letter giving permission to seek medical treatment

	
	
	Petitioner emails Susan Butler with name of petitioner, children in care, SIS numbers, dates of birth, reason for custody, and placement

	
	
	Petitioner completes “Information when a child comes into care” form and provides copy to SWA and HRA (transportation aids and assistant)


WITHIN 24 HOURS OF CUSTODY

	INITIALS
	DATE
	TASK

	
	
	Petitioner responsible for enrolling child in school

	
	
	Petitioner arranges time to staff case for transfer to foster care

* Petitioner, FC SW, and at least one supervisor need to be present for staffing

	
	
	Petitioner’s Supervisor adds foster care notes and adds foster care social worker in module

	
	
	Petitioner sends copy of petition to Foster Care SW and Foster Care Supervisor

	
	
	Petitioner schedules 72-hour meeting


WITHIN 7 DAYS OF CUSTODY

	INITIALS
	DATE
	TASK

	
	
	Petitioner and FC SW, licensing SW, should attend 72-hour meeting

	
	
	Child must be seen by FC SW and CPS SW within 7 days in placement

	
	
	Petitioner completes Foster Child Information Sheet  

	
	
	FC SW visit arranged with child(ren) and parents

	
	
	FC SW visit arranged with child(ren) and siblings

	
	
	FC SW photograph of child(ren) taken

	
	
	FC SW appointment for child(ren)’s physical scheduled. Child Education Status and Child Health Status and provide to caretakers.

	
	
	Petitioner prepares and transfers file to Foster Care SW in Foster Care SW’s team meeting


DATE OF ADJUDICATION/DISPOSITION, IF Compliance is ORDERED

	
	
	Petitioner prepares for review hearing (pre-trial, court report, etc)


* Have documentation current in the module within 72 hours of contact *
