RECORD AUDIT
Case Name: ______________________________
SECTION I:

______
Assessed for funding eligibility (Reviews held every 6 months or when circumstances change)

______
Lifebooks created and maintained within the first 30 days of placement to reflect information from birth to present, and the information to help child know / remember history before and during placement. Joint effort to complete and maintain between 

social worker / foster parent / birth family.

______
Placement log is complete and up-to-date.
______
DSS 5094, 5027, and 5095 shall accurately reflect the current situation of the child and reflect updates of required services
______
Case record contains a picture of the child taken once a year. Picture is labeled with child’s name and date photo was taken.

SECTION II:

______
Face-to-face contact with child and placement provider within 7 days of each placement or documentation of reasonable efforts.

______
Face-to-face contact with child monthly (minimum). Need for less frequent contact documented in the record with supervisor’s approval.

______
Face-to-face contact with the parent or person from whom the child was removed monthly when reunification is still the plan. Need for less frequent contact documented in the record with supervisor’s approval. 

______
Face-to-face contact within the first week of placement into an adoptive placement, and monthly contact thereafter until the final decree is issued. Need for less frequent contact documented in the record with supervisor’s approval. 

_______
Two contacts monthly with a person who is not the placement provider who is involved with the case. Need for less frequent contact documented in the record with supervisor’s approval. 

______
Monthly contact with the placement provider documented in the case record unless a contract is in place. (See below)

______
When a contractual party is conducting required contacts; the agency has regular progress reports on the child and has face-to-face contact with the child at least quarterly.

______
Child referred for dental, developmental, psychological, educational, or medical assessments when needed.

______
One placement for children placed in own community. Moves occurred only when in best interest of child with documentation to support the move. Documentation to reflect diligent efforts to maintain single placement or reasons why not possible.

______
Siblings are placed together when possible.

______
Documentation of discussions with the child and support given to the child to accept the permanent plan when it is not reunification.

______
When a child is legally free for adoption, priority is given to foster parents when other relatives have been determined to not be appropriate for placement / adoption.

______
Documentation of suitability for placement of an adoptive child.

______
Child placement documentation shall include:

· Documentation of current progress towards goals set out in the FSCP

· Documentation shall describe actions taken and services provided

· Be current within 7 days

______
Documentation of discussion with Adoptive parents of the child’s 



eligibility for Adoption Assistance and that it was held prior to filing 



petition for adoption, including cash assistance, vendor payments, 



medicaid and post-adoption services.

______
Documentation in the Adoptive family record includes:

· Mutual assessment

· Ongoing agency contacts

· Adjustment of child and family to placement

· Service needs and services provided

· Current within 7days

SECTION III:

______
ART within 60 days of custody

______
ART 90 days after the first ART review

______
ART every 6 months

______
Appropriate participants invited to ART:

· Parents unless TPR has occurred
· Child if 12 or older
· Foster parents / caretakers / adoptive parents
· Community resource persons
· GAL

______
Placed in a licensed placement or in a court sanctioned placement

______
Non-licensed or relative placements assessed using the Kinship Form.

______
Child specific discipline plan has been developed with the care 




provider.

______
Family Strengths and Needs Assessment (Within 30 days prior to 



Court or ART)

______
Risk Re-Assessment (When a child has been placed back in the home for a trial home visit and ART occurs within the time of the trial visit)

______
Family Reunification Assessment has been completed when the plan remains reunification when ART occurs, prior to any trial visit, prior to consideration of return home, 30 days prior to any court hearing

______
DSS – 5240 – out- of-home FSA (Within 30 days of placement-done by CPS – and updated for ART)


______
A current, signed visitation plan between child and parents. New plans developed within 7 days of change in circumstances. No unsupervised visits unless approved by the Court.

______
A current, signed visitation plan between child and siblings. New plans developed within 7 days of change in circumstances.

______
Physical examination scheduled within one week of initial placement or documentation if not needed (Usually done by CPS)

______
Education Status component updated every 6 months or when circumstances change.

______
Concurrent plan is documented on the DSS 5240 Out-of Home FSA. Documentation of revisions shared with placement provider.


______
Foster parents, pre-adoptive parents, or relatives providing care have been notified of any court review or hearing about the child and their opportunity to be present and heard.

______
Court calendar requests filed and current

______
Court reports are prepared for every review hearing.

______
Court review hearing was held at 90 days after initial disposition and every 6 months thereafter.

______
Permanency planning review hearings must be held within 30 days after the plan is changed from reunification to another plan, or 12 months after receiving custody. (Was review and PPR checked on the court calendar request and documented on the court report and court order for each review)

______
When a child has been out of the home 12 of the last 24 months a TPR hearing shall be initiated unless waived because:

· The permanent plan is guardianship or custody with a relative or other suitable person

· It is not in the child’s best interest

· The agency did not provide the services when reasonable efforts are still required to return the child to a safe home

______
TPR was filed within 60 days of the court hearing that changed the 




permanent plan to adoption.

_______
DSS – 5240 – Out-of- Home FSA updated within 30 days of Court decision to   change the plan to adoption
______
If a parent has voluntarily relinquished rights or if rights have been 




terminated, court reviews have been held every 6 months.

______
If a parent has voluntarily relinquished rights or if rights have been terminated, 



court reviews have been held every 6 months. 

SECTION IV:

______
Medical reports filed and current

______
Psychological evaluation filed, if applicable
______
Child’s profile (within 60 days of plan change to adoption)

______
Pre-placement assessments

______
For adoptive applicants, a copy of the written pre-placement assessment and recommendation was given to the adoptive applicant. If not accepted, documentation of the discussion of reasons with the adoptive applicants.

______
When a child is legally free for adoption, priority is given to foster parents when 


other relatives have been determined to not be appropriate for placement/adoption.

SECTION V:

______
Parents have been notified prior to the move or within two weeks when changes in placement occur.

______
All correspondence filed and current

SECTION VI:

______
Child Specific Adoption Recruitment Strategy developed within 30 days of plan change to adoption unless child has an identified family

______
Child was listed on the Adoption Exchange within 30 days of being legally free for adoption unless child has an identified family

______
Assessment for Adoption Assistance for the child was done within 30 days of the child becoming legally free for adoption. (Form 5012 has been completed)

______
Signed adoption assistance agreement between the agency and the adoptive parents prior to the entry of the final decree.

LINKS:

______
LINKS services are offered to all youth in foster care 16 years and older. Refusal of services must be documented and offered every 6 months until the youth reaches 21.

______
VPA’s are used for youth 18-21 or emancipated minors in order for them to remain or re-enter the agency’s placement authority.

______
VPA’s are signed by the youth and the agency

______
LINKS assessment done for youth 16 or older

______
DSS 5240 – Out-of Home FSA  was updated no more than 30 days following the youth’s 16th birthday or entry into foster care if over 16 and updated every 6 months.

LICENSURE:

______
Licensing and re-licensing activities are completed so that the license is current for any active foster home.

______
Licensed applications and re-licensure packets are written and presented to foster parents for review and signature. Copy is provided to the foster parents. This agency shall discuss reasons for not licensing or renewing license with the family.

______
Licensing SW made a face to face contact quarterly with the foster parent.

______
A home visit is made to a foster parent’s home every 6 months, during which each foster parent shall be seen.

______
Documentation of services to the foster parents will include:

· Discussion of ability to provide care for children in the home

· Describe services and supports to the foster parents to maintain and improve care of the children and participation in team planning for the children.

· Copy of the log

· Current within 7 days.

______
Log maintained in the foster parent record including the names of each child placed in care, the dates of placement, and the date and reason for each child leaving the foster parent’s home. 

______
CPS reports in a family foster home require that documentation in the licensing record not include identifying information regarding the alleged victim child and shall be limited to the immediate assessment of the risk of harm to the child and the outcome of the investigative assessment.

Results of Record Audit:
Satisfactory__________



Needs Improvement______________








(Plan Attached)

________________________


______________________________

Team Leader Signature




Employee Signature

________________________


______________________________
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Date

