CHECKLIST FOR TRADITIONAL INVESTIGATIONS

_____  Initial DA/LE notice faxed to DA/LE immediately (Intake will do-our county has agreement with DA/LE that fax covers verbal and written if done same day)

_____  Notify law enforcement to accompany you on abuse cases (if case involves severe dv, get criminal record check before going out)

_____
Face to face contact with all children within 24/72 or immediate.  

If child not seen away from parent document why. Document why if not seen timely.

_____
Face to face contact with parent same day child seen-document if not seen timely

_____Documentation of permission to enter home and who gave it.

_____MRS brochure given to family and explained-document in record

_____Safety Assessment-do with family, have them sign if safety response required-do another one if new report or caretaker changes

_____ If there is a child in home under age 3, ask parents info needed for ECI referral-

1) Name, address and ph number of primary medical provider  2) Any other medical providers 3) Does child have developmental needs-told by parents or observed by SW 

4) Is child on medicaid-or do they have insurance?  5) Has child had prior medical/developmental assessment?  6) Do parents have medical/mental health issues.

Tell family that if case is substantiated you will need to make an ECI referral

_____ Home visit-to where child resides-document in narrative

_____Face to face contact with perp (if different from parents)—for daycare and group home cases upon arrival at facility ask to see Director

_____Face to face contact with everyone living in home within 7 working days (or document why not seen timely)

_____ Five day letter to reporter (CPS-RPT5D) (enclose MRS brochure)

(Intake will do)
_____Do initial 5027 form (DSS-5027) when ID# is obtained 

 If prior history, make sure ID#’s for all children are in One Case. If ID# needed, ask SOP’s

_____ Strength And Needs Assessment-do with family if possible-if not you may forget to ask about all the areas.

_____Risk Assessment-  need to update if new report comes in

_____ WFFA collateral-check on report under allegation notes, if active WFFA call the worker

_____Kinship care assessment-complete if you asked parent to place with someone or if we removed and placed with relative-if we remove must do prior to placement-do immediate criminal record and central registry check

_____Collateral contacts-appropriate to case such as doctor, school, daycare, witnesses, etc.

_____Central Registry check –Office personnel will cut and paste into one case-review and call other counties, particularly if there was a prior substantiation.

_____Review of prior CPS history-do not staff case without doing this except in emergencies, should be able to discuss history as part of staffing-if prior removal, review prior foster care file, especially court file

_____Criminal Record-obtain on parents or other significant caretakers such as mom’s bf, etc, put results in one case-ask parents about any history that poses a risk to children such as assaultive offenses, child abuse, drug charges (Office personnel are cutting and pasting this into One Case. Review it as part of your case)

_____911 printout as needed in DV and substance abuse cases

_____Ask about location of absent parents and record info/inquire about who has custody, paternity, etc

_____Relative resources-who is their support system, who and where is extended family

_____Case Decision Summary Form-have completed and ready if doing a group staffing. (Do on computer template. See Heading Guide for details on what to include should be identical to what you put in One Case)

_____If case was over 30 days, document why

_____Other Required Closure forms/letters:


_____Final Letter To Parent (CPS-PARF) print out and leave in file for SWS review


_____Final Letter To Reporter (CPS-RPTF) print out and leave in file for SWS review

            _____Letter to Perp (if different or additional from family-use appropriate parent letter and indicate in comments section that this case involved a child that was in their care) print out and leave in file for SWS review


_____DA/Law Enforcement  notice-(CPS-DAF) if your case had abuse issues or if initial da/le notice was done you have to do a follow-up. YOU MUST DO SAME DAY OF CASE DECISION AND HAVE SOP’S FAX TO DA AND LE. PUT FAX CONFIRMATION IN FILE-do this yourself, do not just leave in file for later review

______Final 5027-close out on the turnaround form that you got back after you turned in one.  If case was closed out quickly, go into One Case, close out on existing from,  Put closure date and 01 for termination code. Print out and leave in record for SWS review

_____5104-Central Registry form-This should be the last thing you do on One Case. After all other forms completed, go back to log screen and key in F16.  File in blanks for type found, date initiated, Y for documentation completed and Y’s for whether there are post inves. Services, petition, welfare recipient, etc.  Put in L, M, H, I for risk assessment rating.  Hit enter. Twice. Form will be created and then hit F10 for print.

This will close out your case. Print out and leave in file.

***Note: Dates for closure should be the same on One Case as well as all forms and letters.  Closure date for cases going to CPCM should be date case file is actually being sent to CPCM and Investigating SW is responsible for making current contacts until case is transferred.

_____If case is substantiated and child in home under 3, do ECI form and send to Amos Cottage WITHIN 48 HOURS.  Attach S and N Assessment.   Call Libby Hendrix at 336-774-2410 to tell her you are making a referral and fax to 336-774-2482.

_____MRS Tracking Form-do short form and staple to 5104 before turning in

Organization of CPS Record: (we are trying to be paperless)

Prior to turning in the file, make sure that all your handwritten  notes are keyed into one case.  Then discard the handwritten notes.  Make sure that any corrections or additions you made to info on front of the CPS report have been done as changes in One Case.  Discard the CPS report.

Staple all of the assessment tools together with the Case Decision Summary on top.

Then use the following order:

Letter to another DSS to transfer case if applicable

Letter to another DSS if done as conflict if applicable

Letter to State Daycare or Group/Foster Home Licensing if applicable

(If petition filed, paperclip all court document copies together and put next-discard any copies that are not needed)

Kinship care assessments if applicable

CMEP/CMHEP if applicable

DA/LE notice fax documentation

Info from all other sources such as medical records, other county dss’s records, etc.

All other documents

****Leave 5104, 5027’s and letters to parents and reporters loose on top so the  supervisor can check and turn into SOP’s later

Supervisor:
Will check documentation including seeing that central registry and criminal record info is recorded properly. Supervisor will review file and discard unnecessary info such as multiple copies, info that is recorded into one case already, etc.

