Expected Documentation on CPS Assessments

The form should be completed and initialed in the box that the item has been completed or NA placed in the box  if it is not applicable prior to turning in to the supervisor for review. Please place completed forms in the front of the record. 
· Face to Face contact/interview with children within required timeframes (24 hr for abuse or 72 hrs for neglect or the response that is indicated on the report form) or documentation to support why if not initiated timely 
· Face to Face contact/interview with parents same day or document why if not seen timely
· Face to Face contact with perpetrator

· Face to face contact with other adults living in the home within 7 working days if applicable
· Criminal History checked on all adults residing in the home
· Law enforcement and DA immediately contacted by telephone in abuse case if applicable
· Letter sent to the DA and Law Enforcement within 48 hours if applicable

· Home visits (minimum of two) where child resides
· MRS policy explained to family and brochure given

· Family offered to be involved in collateral contacts

· Kinship Care Assessment completed (if children are placed out of their residence)
· Forms completed
____ Safety Assessment completed with family

____ Strength and Needs completed with family

____ Risk Assessment completed

· Copies of forms provided to family (risk assessment, safety assessment etc)

· Change of tracks documented if applicable

· Child and Family Team meeting held (who attended and the agency they represented as well as discussion and results of the meeting)
· All individual mentioned in the report have been contacted

· Workfirst contacted

· School/Daycare personnel contacted

· CME/CMHEP completed and copy in file if applicable
· Mental Health providers contacted if applicable (case manager, therapist)

· Communication Center contacted for responses to home

· Clerk of Court contacted for potential 50-B orders

· Letters sent to the Licensing Authority if applicable (daycare/group home/foster home)

· Medical/psychiatric records requested if applicable

· Juvenile Justice contacted if applicable

· Referral made for Early Intervention Services                                                           (substantiated/in need of services under age of 3) Ask the family questions if a child in the home is under age 3 in case they are found in need of services or are substantiated.
____Who is child’s primary medical provider?

____Has the child been seen by other medical providers?

____Does the child have developmental needs?

____Is the child on Medicaid, if not do they have insurance?

____Has the child had prior medical/developmental evaluations, if so where?

____Does the parent have any medical or mental health issues?
· Case presented to the Community Child Protection Team and documented in the record if applicable

· Filed copy of petition and order in the record

· Court dates documented in the record

· Documentation to support why the case is open longer than 30 days for Investigative Assessment and 45 days for Family assessment

· Letters hand delivered in person to perpetrators designated as a responsible person if applicable
· Children’s Program Representative contacted regarding case decisions in foster home investigations

· Telephone call documented prior to transfer of case to another county

· Copy of fax material to other agencies including letter and confirmation print-out stapled together

· Letters of Expunction presented in person to perpetrator in a substantiated abuse or serious neglect case
· Closing Narrative: 
____Staffing members present, 
____Rationale for case decision (be detailed)

____5 day letter to reporter completed

____Letters sent to all parent/caretakers, 
____Letters sent to reporter 
____Letter sent to alleged perpetrators 
____Forms completed (safety assessment, strengths and needs, risk 

        assessment, and case decision summary/initial case plan                                                                                                                                                                                                                                                                                                                                                               
____Make sure that there is documentation to show there are no safety 
        Concerns at closure

____ MRS tracking form completed
____5104 completed

____5027 completed

____1325 completed

· Case Management 7 day contact made on any case still in possession of Assessment worker four days after case decision. 

· Petition, order, and risk assessment provided to foster care and agency attorney if applicable
Information and record reviewed by Social Work Supervisor ___________________________________on the following date ______________________.

______Record found to meet federal and state standards, and agency policy.
