March 24, 2023

CALIFORNIA DEPARTMENT OF SOCIAL SERVICES
EXECUTIVE SUMMARY

ALL COUNTY LETTER NO. 23-32

The purpose of this All County Letter is to provide child welfare workers and juvenile
probation officers with clarification on how to properly document specific placements
and locations of children, youth, and nonminor dependents in court-specified
placements, facilities/homes imported from the Licensing Information System, and
Non-Foster Care settings, as well as when they are missing from care or “runaway”
(absent from care or left placement without permission), and other out-of-home care
settings in the statewide child welfare information system. This letter also provides
specific information for accurately entering this data into the current system, the Child
Welfare Services/Case Management System.
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TO:

SUBJECT:

REFERENCE:

ALL COUNTY WELFARE DIRECTORS

ALL CHIEF PROBATION OFFICERS

ALL FOSTER CARE MANAGERS

ALL EMERGENCY RESPONSE STAFF

ALL CHILD WELFARE SERVICES PROGRAM MANAGERS
ALL ADOPTION REGIONAL OFFICES

ALL COUNTY ADOPTION OFFICES

ALL INDEPENDENT LIVING PROGRAM MANAGERS

ALL INDEPENDENT LIVING PROGRAM COORDINATORS
ALL COUNTY TRANSITIONAL HOUSING COORDINATORS
ALL PLACEMENT WORKERS

ALL FOSTER FAMILY AGENCIES

DOCUMENTING PLACEMENT INFORMATION FOR CHILDREN,
YOUTH, AND NONMINOR DEPENDENTS IN THE CHILD
WELFARE SERVICES/CASE MANAGEMENT SYSTEM

TITLE 45, CODE OF FEDERAL REGULATIONS SECTION 1355;
85 FEDERAL REGULATIONS 28424; WELFARE AND
INSTITUTIONS CODE 11400(k); 11400(x)(3); 11401(m);
361.4(c)(2); 361.3; 362.7; HEALTH AND SAFETY CODE
1502(a)(18); 1502.3; MANUAL OF POLICY AND PROCEDURES
31-137; 31-320; 31-002; SENATE BILL 354 (CHAPTER 687,
STATUTES OF 2021); ALL COUNTY LETTERS 11-64; 11-77;
15-49; 16-08; 16-15; 16-85; 19-87; 20-14; 21-95; 21-114; 21-146;
AND 22-08; ALL COUNTY INFORMATION NOTICES ]-93-00;
1-25-06; 1-26-06; [-42-17; 1-14-19; 1-84-21; 1-65-22; AND |-07-23;
INTERIM LICENSING STANDARDS - TITLE 22 REGULATIONS

The purpose of this All County Letter (ACL) is to provide child welfare workers and
juvenile probation officers with clarification on how to properly document specific


https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XIII/subchapter-G/part-1355
https://www.federalregister.gov/citation/85-FR-28424
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=11400.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=11400.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11400.&lawCode=WIC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11402&lawCode=WIC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=361.3.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=361.3.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=WIC&sectionNum=362.7.
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=1502&lawCode=HSC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=1502&lawCode=HSC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?lawCode=HSC&sectionNum=1502.3.
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Legislation-and-Regulations/MPP/Child-Welfare-Services/Child%20Welfare%20Services%20Manual%20cws2.pdf?ver=2020-01-22-114911-740
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Legislation-and-Regulations/MPP/Child-Welfare-Services/Child%20Welfare%20Services%20Manual%20cws2.pdf?ver=2020-01-22-114911-740
https://www.cdss.ca.gov/Portals/9/Regs/cws3.pdf?ver=2019-01-29-130851-340
https://www.cdss.ca.gov/Portals/9/Regs/cws1.pdf?ver=2019-01-29-130847-963
https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=202120220SB354
https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=202120220SB354
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2011/11-64.pdf
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2011/11-77.pdf
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2015/15-49.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-08.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-15.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-85.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2019/19-87_ES.pdf
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2020/20-14.pdf
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-95.pdf?ver=2021-08-18-163613-730
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-114.pdf?ver=2021-10-06-085724-440
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-146.pdf?ver=2021-11-22-164205-900
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2022/22-08.pdf?ver=2022-02-07-081438-203
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acin00/pdf/I-93_00.pdf
https://cdss.ca.gov/lettersnotices/entres/getinfo/acin06/pdf/I-25_06.pdf
https://cdss.ca.gov/lettersnotices/entres/getinfo/acin06/pdf/I-26_06.pdf
https://www.cdss.ca.gov/Portals/9/ACIN/2017/I-42_17.pdf?ver=2019-06-14-152445-080
https://www.cdss.ca.gov/Portals/9/ACIN/2019/I-14_19.pdf?ver=2019-07-09-134516-623
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACINs/2021/I-84_21.pdf?ver=2021-10-18-094920-420
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACINs/2022/I-65_22.pdf?ver=2022-10-07-154923-337
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACINs/2023/I-07_23.pdf?ver=2023-03-17-112927-577
https://www.cdss.ca.gov/inforesources/letters-regulations/legislation-and-regulations/community-care-licensing-regulations/residential
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placements and locations of children/youth’ and nonminor dependents (NMDs) in court
specified placements, facilities/homes imported from the Licensing Information System
(LIS), and Non-Foster Care (Non-FC) settings, as well as when they are missing from
care or “‘runaway” (absent from care or left placement without permission), and other
out-of-home care settings in the statewide child welfare information system. This letter
also provides specific information for accurately entering this data into the current
system, the Child Welfare Services/Case Management System (CWS/CMS).

Note: This ACL does not provide guidance for all placement settings. For guidance on
documenting placement settings not explained in this letter, refer to the training
materials, ACLs, and All County Information Notices (ACINs) at the end of this letter.

BACKGROUND

To ensure the safety of all children/youth and NMDs in out of home placement, it is
critical that the placement and/or location of each child/youth and NMD is always
accounted for in the statewide child welfare information system. The proper
documentation of children/youth and NMDs’ placement information provides the
necessary information to workers and back-up workers so they can easily identify where
the children/youth or NMDs are, especially in cases of emergency or caseworker
absence. All placement information must be documented accurately, clearly, and
consistently.

Furthermore, documenting the placement of all children/youth and NMDs in foster care
is a federal reporting requirement for the Adoption and Foster Care Analysis and
Reporting System (AFCARS) (Title 45, Section 1355 of the Code of Federal
Regulations). The data elements required to report for AFCARS are outlined in

ACIN 1-93-00 and in the AFCARS federal regulations (85 Federal Regulations 28410).

It is critical that placements are documented correctly and timely in the statewide child
welfare information system so that the outcome measures and data are accurate and up
to date. This will allow the State to identify where further support is needed.

Additionally, in the case of an Indian child, active efforts require that the agency
maintain a record of each foster care or adoptive placement (Welfare and Institutions
Code (WIC) section 361.31(m)).

PLACEMENT POLICY

Placement Documentation Requirements

" For the purpose of this letter, child/youth includes minors that are child welfare and probation
supervised, as applicable.


https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acin00/pdf/I-93_00.pdf
https://www.federalregister.gov/documents/2020/05/12/2020-09817/adoption-and-foster-care-analysis-and-reporting-system
https://www.ecfr.gov/current/title-45/subtitle-B/chapter-XIII/subchapter-G/part-1355
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=361.31&lawCode=WIC
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The Manual of Policy and Procedures (MPP) 31-320 and ACL 19-87 describe the
placing agency’s responsibilities, including caseworker visits and monitoring of the
child/youth or NMD’s safety, permanency, and well-being. To be able to monitor a
child/youth or NMD’s safety, permanency, and well-being, it is crucial that the
caseworker, or if the caseworker is absent, the worker covering the case, can easily
identify the placement and/or location of the child/youth or NMD. Therefore, placement
information must be accurate and entered timely. Additionally, the MPP 31-137 outlines
the responsibilities of the agency when a child/youth or NMD is (1) transitioning from the
care of their parent(s), legal guardian(s), or Indian custodian(s) to detention or
placement; or (2) transitioning from one licensed or approved care provider to another.

To be able to meet this responsibility, a child/youth or NMD’s current placement, or, if
between placements, the current location, must always be accurately documented in
the statewide child welfare information system. The child/youth or NMD’s placement
and location should not reflect:

e a past placement,

e a facility when it is holding a bed for the child/youth or NMD who has not yet

been placed in the facility, or
e a placement in which the child/youth or NMD has never actually resided.

It is important to note that the requirement to document placement information applies
to all placement types and all locations that a child/youth or NMD is in, including but not
limited to, Temporary Shelter Care Facilities (TSCF), court specified placements, and
Non-FC.

Timeliness of Documenting Placement Information Best Practices

It is best practice to enter or update placement information in the CWS/CMS for all
children/youth and NMDs within 72 hours of and no later than seven days after
placement or of being in any placement setting. Entering and updating placement
information in the CWS/CMS is critical in ensuring that the whereabouts of the
children/youth and NMDs are known, and that the worker and the placing agency can
support the children/youth, NMDs, their caregivers, and Tribes in the case of an Indian
child, especially during times of emergency or worker absence.

Placement Documentation Responsibility

Placement documentation is the responsibility of the placing agency. The specific
persons responsible will vary based on the placing agency’s practice and policy. The
guidance in this letter is for the persons responsible for documenting and/or updating
placement information in the CWS/CMS.

Temporary Leave Page Documentation


https://www.cdss.ca.gov/Portals/9/Regs/cws3.pdf?ver=2019-01-29-130851-340
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2019/19-87_ES.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Legislation-and-Regulations/MPP/Child-Welfare-Services/Child%20Welfare%20Services%20Manual%20cws2.pdf?ver=2020-01-22-114911-740
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If a child/youth or NMD is in a placement, is temporarily in another known location (e.g.
a brief hospital stay, at a friend’s house, on a visit with a relative, etc.), and will be
returning to their current placement which is already recorded in the CWS/CMS,
do not change the placement information in the CWS/CMS. These situations should be
documented as follows.

The child/youth or NMD’s location and contact information for the temporary location
should be documented on the Temporary Leave Page in the Placement Notebook in the
CWS/CMS (screenshot below) so the worker and placing agency can locate the child in
the case of an emergency. Enter the following information on the Temporary Leave
Page (screenshot below) and follow the placing agency policy for any additional
documentation requirements:

e Start Date

e Expected Return Date

e Update the Actual Return Date upon the child/youth or NMD’s return to their
current placement

¢ In the Comments section, enter the contact names, address, and other relevant
information for the temporary location.

If a Temporary Leave is documented in the CWS/CMS and there is no Actual Return
Date entered, in some instances the CWS/CMS will create a Reminder “Return to Out
of Home Placement Due.” The Due Date reminder will be set based on the date the
child/youth or NMD is expected to return.

Only use the Temporary Leave Page to document if the child/youth or NMD is at
another location and is expected to return to their current placement. If the child/youth
or NMD is not expected to return to their placement, then the Temporary Leave Page
should not be used; in this situation, the Placement page should be updated. The
Temporary Leave Page is not to be utilized for Temporary Shelter Care Facilities, when
a child has been abducted, or for other placements and situations listed in this letter.
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CWS/CMS Screenshot: Temporary Leave Page
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Placement Episodes

The ACIN 1-25-06 provides guidance on how and when to properly document and close
placement episodes to allow for accurate data outcomes. Please note that a placement
episode is different from a placement home and is different from the Non-FC Notebook.
In the CWS/CMS, a placement episode indicates the time frame from the date on which
a child/youth or NMD is first removed from their home until they are reunified with a
parent (with or without court oversight), exit foster care to guardianship or adoption, or
the dependency or delinquency case is otherwise closed. This period of time could
include more than one placement home, type, or setting as well as a Non-FC setting.

If a placement episode is accidentally closed, it should be reopened. The Placement
Episode should not be closed if the child/youth or NMD is simply changing placements
or changing to or from a Non-FC setting. Refer to the CWS/CMS Training Portal for
instructions on how to change placements and not end the placement episode
(instructions to access the CWS/CMS Training Portal are at the end of the letter).

PLACEMENT TYPES AND SITUATIONS FOR CHILDREN/YOUTH OR NONMINOR
DEPENDENTS AND CHILD WELFARE SERVICES/CASE MANAGEMENT SYSTEM
INSTRUCTIONS

The information and instructions below provide information on (1) what placement,
facility, or Non-FC types must be selected, given a case’s specific circumstances, and
(2) any additional documentation that must be recorded in the statewide child welfare
information system.

Court Specified Placement (in the Child Welfare Services/Case Management
System this is called “Court Specified Home”)


https://cdss.ca.gov/lettersnotices/entres/getinfo/acin06/pdf/I-25_06.pdf
https://cwscms.osi.ca.gov/Admin/File-Management/LinkClick.aspx?fileticket=bfhE6FeKdM8%3d&portalid=0
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A court specified placement is a home of a relative or nonrelative extended family
member (NREFM), or an extended family member of an Indian child,? that cannot be
licensed or approved as a Tribally Approved Home (TAH) or a Resource Family,
through the Resource Family Approval process (RFA), and into which the court has
ordered placement of the child/youth or NMD. A home pending approval as a TAH or
Resource Family through RFA would not be a court specified home because it is not
yet known if it can or cannot be licensed or approved. County homes with placement
prior to RFA approval would be marked as probationary (ACL 20-14). Homes that are
pending TAH approval are not able to be marked as probationary, so pending notations
would need to be made (ACL 22-08). Homes that are pending RFA approval by a
Foster Family Agency are not able to be marked as probationary; see ACL 20-14
Attachment A, Page 12 for CWS/CMS documentation instructions.

A home that is already licensed or approved is not a court specified home whether it is a
RFA, TAH, or Foster Family Agency Certified Resource Family Home. Refer to the
CWS/CMS Training Portal for CWS/CMS data-entry instructions for homes that are

already licensed or approved.

CWS/CMS Instructions — Court Specified

To ensure that court specified homes are documented correctly in the CWS/CMS, when
the Placement Home is created in Resource Management or Client Services, in the
Create a Placement section, the appropriate drop-down for “Placement Type” of “Court
Specified” must be selected (see screenshots below).

Note: If the placement home was already created, start at step 7.

Instructions

Screenshot

1. If not already
created, create the
Placement Home. The
Placement Home can
be created in either
Resource
Management (books
icon) or in Client
Services.

If creating in Client
Services, select Client
Services (teddy bear

Resource Management:

B3 CWS/CMS Control Panel

Run Preferences  Help

i
Client Services:
s CWS/CMS Control Panel
Run Preferences Help
P& i

2 Extended family member for an Indian child is as defined in Section 1903 of the federal Indian Child
Welfare Act of 1978 (25 U.S.C. Sec. 1901 et seq.)



https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2020/20-14.pdf
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2022/22-08.pdf?ver=2022-02-07-081438-203
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2020/20-14.pdf
https://cwscms.osi.ca.gov/Portal/Training-Portal/Process-Maps
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Instructions

Screenshot

icon) and then select
the case.

Note: Steps 1-6 can be
completed in Resource
Management or Client
Services.

2. Go to the Placement
Facilities Section (red
section). Create a New
Placement Home
(select the “+” under the
first house icon).

If creating in Client
Services, click the + for
Create new Placement
Home in the Placement
Management section
(red section).

Resource Management:

i Resource Management
File Edit Action Associated Window Help

| | |+ 1+ |

Client Services:

File Edit Search Action Associated Attach/Detach Window Help Toolz

&

-

3. Go to the ID
Page/Tab.

Ia Resource Management - [Placement Home]
¥ File Edit Action Associated Window Help

D@

[+ | + |

1D Substitute Care Prwida' Other Ehildren} DlherAngts] I:ha[p'F'lefl License Info. | Comments | Spl

4a. When creating a
Placement Home in
Resource Management
or Client Services,
select “Court Specified
Home” as the Type.

h Resource Management - [Placement Home]
#3% File Edit Action Associated Window Help

20 B0/ ][] 5

+| +| |+|+|+

10 l Substitute Care Provider] Other Ehildren] Other Adglts] Eha[.-"F'ref] Licenze Info. ] Eomments] Special F'rojec:ts] F'a_lgee] LAH

r ldentification

Frimary Substitute Care Provider

ﬂ Operated By
|
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Instructions

Screenshot

5. Fill out the address
and all other mandatory
(yellow) fields.

It Resource Management - [Placement Home]
¥3 File Edit Action Associsted Window Help

=a 1 B By £
[ (. I [
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Tos
3y

g
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| | | EndDa
ﬂ Operated By Feazan
Ci Secied o | =
Foster/Resource Family Home Type License Mumber
Cormmei

=] | |

Adj. Cap.

#Placements Beds Avail.
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il il il I Thiz home iz on hald.
Fram_ To IW“T“F Please zee the Hold Statuz page
0 18 imary Thone . al ™ Home Inactivated by Process
|[ - | |[ - Placement Home Move
r Backup Contact [~ At Capacity
M Fh Et.
ame |[ ?ne- | 2 ™ Adoption Only
™ Complaint Investigation
Comment
Street Mo, Street Mame City
State ZIP ZIP Ext Geographic Fegion County of Location
|Ealif0mia ﬂ | | | ﬂ

Foreign Country Foreign ZIP Foreign Address Description (Province Name, etc.)
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Instructions

Screenshot

6. To add Substitute
Care Provider (SCP)
either (1) attach an
existing SCP if the SCP
already exists or (2) if
the SCP does not
already exist in the
CWS/CMS, enter the
information, and
complete all mandatory
fields.

Complete “Payee” Page
mandator fields.

Go to the “File”
dropdown menu and
select “Save to
Database.”

t Resource Management - [Placement Home]
%2 File Edit Action Associated Window Help

4.

&y

|- | I

+ |

r Substitute Care Providers

10 I Substitute Care Providerlgther Children] DtherAngts] Cha[a’F'ref] License Info. Comments] Special F'rojec:ts] F'agee] LA Papee | Hald Status
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-
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=
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-
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7. Once/lf the
Placement Home is
(already) created, go to
Client Services (teddy
bear icon).

Run

&3 CWS/CMS Control Panel
Help

Preferences

i

8. Click the Search
drop-down menu and
select Start Search.

For Search Type, select
“Placement Facility.”

For Placement Facility,
select “Court Specified
Home.”

Enter the Substitute
Care Provider First
Name and Last Name
and check the boxes
next to each search
criteria. Click OK.
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Instructions

Screenshot

Double-click on the
appropriate home and
check this is the home
the child/youth will be
placed in.

9. Go to the Placement
Management Section
(red section) and click
the “+” under the first
icon to “Create a New
Placement.”

ﬁ Client Services - [Case [ 11

ZJ File Search  Action Associated Attach/Detach

Edit

o m

+_| |

10. In the dialog box
click the client in the
“For this Client” grid.

Click the home in the
Select this Placement
Home grid.

Click OK.

Sex ot Birth Bith Date

6 Court Speciied Home
7 Count Specified Home
8 Count Specified Home
8 Court Spectfied Home
10 Count Spectied Home
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mandatory fields on the:

(1) Child Removal Info
Page, (2) ID Page, and
(3) Ongoing Requests
Page.

Specifically indicate the
“Care Provider
Relationship to Child.”

Go to the “File”
dropdown menu and
select “Save to
Database.”
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Note: If the placement is already created, limited fields will be able to be edited in the
Placement Notebook. For information on editing placement information, refer to the
CWS/CMS Training Portal.

Facilities/Homes Which Have Information Transferred from the Licensing
Information System

CWS/CMS Instructions — Facilities Which Have Information Transferred from the LIS

Certain facilities’ information is transferred to the CWS/CMS from the LIS and this
information cannot be edited. The facility/home information should already be
populated in the CWS/CMS from LIS, including the appropriate “Placement Type.” Itis
crucial that facility/home information, like all other placement information, is recorded
accurately and timely. Facility and home information that is transferred from LIS
includes the following:

e Short-Term Residential Therapeutic Program (STRTP): Means “a residential
facility operated by a public agency or private organization and licensed by the
department pursuant to Health and Safety Code Section 1562.01 that provides
an integrated program of specialized and intensive care and supervision,
services and supports, treatment, and short-term, 24-hour care and supervision
to children that is trauma-informed, as defined in standards and regulations
adopted by the department. The care and supervision provided by a short-term
residential therapeutic program shall be nonmedical, except as otherwise
permitted by law” (Health and Safety Code 1502(a)(18)).

e Community Treatment Facility (CTF): "A CTF provides 24-hour non-medical
care and mental health treatment services to children in a secure environment,
which are less restrictive than a hospital” (California Department of Social
Services (CDSS) Website — Community Care Licensing — Facility Types). Note:
this will show up as a “Group Home” and “Community Treatment Facility” check
box will be checked in the CWS/CMS.

e Temporary Shelter Care Facility (TSCF) (Temporary Shelter Care Definition
Interim Licensing Standards Version 1 - 6.1.17): A residential facility that is (1)
‘owned and operated by the county or by a private, nonprofit agency on behalf of
a county” and (2) “is a 24-hour care facility that provides no more than 10
calendar days of residential care and supervision for children under 18 years of
age who have been removed from their homes as a result of abuse or neglect, or
both, as defined in Section 300 of the Welfare and Institutions Code.”

e« Small Family Homes: “Any residential facility in the licensee's family residence
providing 24-hour a day care for six or fewer children who are mentally
disordered, developmentally disabled, or physically handicapped, and who
require special care and supervision as a result of such disabilities” (Title 22, Div.
6, Chap 1, Art 1-2 - General Licensing Requirements).

e Group Home is “a facility which provides 24-hour care and supervision to
children, provides services specified in this chapter to a specific client group, and



https://cwscms.osi.ca.gov/Portal/Training-Portal1
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=1562.01&lawCode=HSC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=1502&lawCode=HSC
https://www.cdss.ca.gov/inforesources/childrens-residential/resources-for-providers/facility-information
https://www.cdss.ca.gov/Portals/9/CCR/TSCF/TSCF%20ILS%20Version%20I%20-%206.1.17.pdf?ver=2017-09-25-103242-840
https://www.cdss.ca.gov/Portals/9/CCR/TSCF/TSCF%20ILS%20Version%20I%20-%206.1.17.pdf?ver=2017-09-25-103242-840
https://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?lawCode=WIC&division=2.&title=&part=1.&chapter=2.&article=6.
https://www.cdss.ca.gov/Portals/9/Regs/genman1.pdf?ver=2017-05-16-094139-067
https://www.cdss.ca.gov/Portals/9/Regs/genman1.pdf?ver=2017-05-16-094139-067
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maintains a structured environment, with such services provided at least in part
by staff employed by the licensee. The care and supervision provided by a group
home shall be nonmedical except as permitted by WIC section 17736(b)” (Title
22, Div. 6, Chap 5, Art 1-6 - Group Homes). In accordance with WIC section
11462.04, group homes are generally no longer allowable as a placement for
children/youth in foster care, with the exception of licensed group homes that
have been vendorized by a regional center to serve regional center clients.

e Enhanced Behavioral Support Homes(EBSHs): “A facility certified by the
[Department of Developmental Services] and licensed by [Community Care
Licensing Division] as a [Community Care Facility] that provides 24-hour non-
medical care to individuals with developmental disabilities who require enhanced
behavioral supports, staffing, and supervision in a homelike setting” (CDSS
Website — Community Care Licensing — Facility Types). Please note that EBSHs
will appear in the CWS/CMS as a “Group Home.”

Facilities and Congregate Care Settings Which Do Not Have Information Transferred
from the LIS

Due to system limitations, Community Crisis Homes for children (i.e., Stabilization
Training Assistance Reintegration) do not transfer from LIS into the CWS/CMS. Please
see the end of the letter for documentation instructions.

Non-Foster Care

Non-FC should be selected in the CWS/CMS when a child/youth or NMD is placed in
one of the following facility types:

e Psychiatric Facility (inclusive of Psychiatric Health Facility)

e Juvenile Hall, juvenile ranches, camps, or forestry camps

e Substance Use Treatment Residential Programs: This would be considered
Non-FC when the child/youth or NMD is placed for their own treatment needs.
However, if the child is placed with a parent who is receiving treatment in a
Substance Use Treatment Facility, as described in WIC section 11402(m) and
further clarified in ACL 21-103, it should be documented as a placement (follow
instructions in the CWS/CMS Training Portal).

¢ Hospital

o Skilled Nursing Facility

Other

The following “Other” locations are also documented in the CWS/CMS as Non-FC.
Select “Other” as the Facility Type for the following non exhaustive list of locations
pending an appropriate placement:

e Child Welfare Office


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=17736&lawCode=WIC
https://www.cdss.ca.gov/Portals/9/Regs/ghman1.pdf?ver=2017-09-29-102427-710
https://www.cdss.ca.gov/Portals/9/Regs/ghman1.pdf?ver=2017-09-29-102427-710
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11462.04.&lawCode=WIC
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11462.04.&lawCode=WIC
https://www.cdss.ca.gov/inforesources/childrens-residential/resources-for-providers/facility-information
https://www.cdss.ca.gov/inforesources/childrens-residential/resources-for-providers/facility-information
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11402&lawCode=WIC
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-103.pdf?ver=2021-09-21-085954-907
https://cwscms.osi.ca.gov/Portal/Training-Portal1
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Hotel/Motel

Airbnb/Vrbo or other short-term stay location
“Couch surfing”

Homeless Shelters

If “Other” is selected as the facility type, it is crucial to document as much information as
possible regarding where the child/youth or NMD is physically located. The following
information must be documented:
e Address of where the child/youth or NMD is or if the address is unknown, note
that the address is unknown.
e If known, the facility type description must be included (e.g. hotel and provide an
address; couch surfing).
e Contact information (e.g., phone number, if applicable).
e Name of person they are staying with, if applicable.

CWS/CMS Instructions — Non-FC (screenshots below)

To ensure that the above Non-FC Placements are documented correctly in the
CWS/CMS, when the Non-FC Placement is created in Client Services for the
child/youth, the appropriate drop-down for “Facility Type” must be selected (see
screenshots and “Facility Type Selection” table below).

Instructions Screenshot
1. Go to Client Services (teddy bear B CWS/CMS Control Panel
icon).

Run Preferences Help

ok

2. If the child/youth or NMD is already | | & client Services - [Case | 1
in a placement, you will first need to =3 File

Edit Search Action Associated Attach/Detach
end the placement. _ -

¥

Open Existing Placement (first house
icon).
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3. Select the current Placement
Notebook (the placement without an
end date). Click OK.

Open Notebook: Information Available: All X
Select [tem to Open
|F’Ia|:emenl j

L Cancel
For this Client
Name Age(YTrs) Sex at Birth Birth Date New

Open this Placement
Start Date | EndDate = RemDate PE End Date | Reason for Rem| Fac Name | Fac Type | Ag

08/31/2004 03/01/2004 08/31/2004
09002/2004 0o202/o004 a2 /on0d

View PE History. .. |

Help

4. Go to “End Placement/Episode”
Page/Tab.

Select the appropriate Placement
Change Reason and Placement End
Date. Only End Placement, do NOT
end the Placement Episode.

E Client Services - Case [ ] - [Placement [ 1l
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

I

+ |

LChild Fremawval Info ] o} ] Ongoing Requests ] Incidental PaymentsEnd Flacement/Epizade ITemporar_l,l Leaw

End Placement / Episode
Matice to Remove D ate

[ [

Placement Change
Placement Change Reazon Flacement End Date
| =l -]
Placement Change Dezcription
~
W

7. Go to the Placement Management
Section (red box).

Create new Placement Notebook
(select the “+” under the first house
icon).

b

1D ISEC Comp] Assignment| Trans ﬁeq] ICEC-WOA] ICPC-WOﬁ] Doc Trach
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8. Select the child/youth or NMD and
then click “Non-Foster Care.”

New Notebook

Select Item to Create
| Placement

For this Client

X
Temporary

Custody Only

MNon-Foster Care |

“Facility Type,” The Facility type
Description field becomes mandatory,
indicate the specific facility type e.g.,
“Hotel/Motel,” “Airbnb/Vrbo” or “Child
Welfare Office.”

When “Other” is selected, specify the
circumstances in the case contact
notes.

Click File and Save to Database.

Select this Placement Home
County Facility Type Ll Facility Name Licq Help
ga‘ Complete a” mandatory flelds E Client Services - Case [ ]1- [Mon-Foster Care Placement [ 1
File Edit Search Action Associated Attach/Detach Window Help Toolz
ellow) S /i pmiw|Hn
7| EA

| |
SeleCt the Start Date. Lhild Hemovallnfo] End Placement/Episode  MNon-Foster Care]

Non-Foster Care

Narne Start Date
Select the appropriate Facility Type | | |

e . I Child iz Placed with this MinorMMD Parent Court of Children Placed with this Minar/MMD Parent

(See FaCIIIty Type SeleCtlon table Facility Type IFacility Type Description
options below). Complete the address | ||E=mm e m )
information. Specifically indicate the Name Phare En Far
facility in which the child/youth or e e . "
NMD is placed in the Contact Name \ \
f' Id State ZIP ZIP Ext Geographic Region County
Ie . ‘Califnmia j ‘ l_ |Sacramento j

Foreign Country Fareign ZIP Foreign Address Description [Province Mame, elc.]
When “Other” is selected as the
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9b. Screenshot 1 of 2 of the Facility
Type drop down options.

Facility Type

9c. Screenshot 2 of 2 of the Facility
Type drop down options.

For more information about creating a Non-FC Notebook in the CWS/CMS, refer to

ACIN [-26-06, the CWS/CMS Training Portal, and the R8.9 and 8.11 Release Notes and

Quick Guides.

Facility Type Selection for Non-Foster Care placement in CWS/CMS:

The possible setting the child/youth or
NMD resides in

Which CWS/CMS “Facility Type” to
select

Psychiatric Facility

Psychiatric Facility

Juvenile Hall

Juvenile Hall

Hospital

Medical Facility

Skilled Nursing Facility

Medical Facility

Drug Rehabilitation Facility/SUD
Residential Programs for a child/youth or
NMD receiving treatment.

Medical Facility

Drug Rehabilitation Facility/SUD
Residential Programs when a child is
placed with a parent who is receiving
treatment in a Substance Use Treatment

Refer to ACL 21-103 and the CWS/CMS
Training Portal to document this

placement.



https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fwww.cdss.ca.gov%2Flettersnotices%2Fentres%2Fgetinfo%2Facin06%2Fpdf%2FI-26_06.pdf&data=04%7C01%7Ctara.umemoto%40osi.ca.gov%7C52a4d1de2b16434110e608d8a2d5bcca%7C391e1a40f6364496914916f7268f864a%7C0%7C0%7C637438386168000981%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C1000&sdata=phl89Jp3dkqvEFI%2B0PuPc9ahdPjr4QvfbrqyY2yq1KM%3D&reserved=0
https://cwscms.osi.ca.gov/Portal/Training-Portal/New-User-Curriculum
https://cwscms.osi.ca.gov/Portal/Training-Portal/Release-Training
https://cwscms.osi.ca.gov/Portal/Training-Portal/Release-Training
https://cwscms.osi.ca.gov/Login?returnurl=%2fPortal%2fTraining-Portal%2fNew-User-Curriculum
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-103.pdf?ver=2021-09-21-085954-907
https://cwscms.osi.ca.gov/Login?returnurl=%2fPortal%2fTraining-Portal%2fNew-User-Curriculum
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The possible setting the child/youth or | Which CWS/CMS “Facility Type” to
NMD resides in select

Facility, as described in WIC section
11402(m) and ACL 21-103.

Any other Non-FC setting that is not Other
already identified above.

Do not select the following “Facility Type” options for Non-FC:

CWS/CMS Non-FC Facility Type to not | How to document the placement
use facility instead

Regional Center All regional center facilities are licensed
by Community Care Licensing and
vendorized by a regional center. These
facilities will come from LIS into the
CWS/CMS or should be documented as a
placement. This is not a Non-FC.

School Housing (Dormitory) School Housing is a placement and not a
Non-FC setting.

“Runaway” or Missing - Absent from Care or Left Placement without Permission

For determinations regarding when to document a child/youth or NMD as missing from
care or “‘runaway,” as applicable, please see ACL 16-08, ACL 16-15, ACIN 1-13-17, and
ACIN I-14-19. These letters provide guidance regarding policies, procedures, criteria,
documentation, and reporting requirements regarding children/youth or NMDs who run
away or go missing from foster care (which may include an abduction).

CWS/CMS Instructions — “Runaway” or Missing - Absent from Care or Left Placement
without Permission - see screenshots below)

For a child/youth or NMD who is missing from care or has “runaway”, the Placement
Episode should remain open. For documentation instructions on how to document if a
child/youth or NMD is missing from care, refer to the instructions below. For guidance
regarding Placement Episodes refer to ACIN 1-25-06.

For specific policy guidance regarding children/youth or NMDs impacted by Commercial
Sexual Exploitation, refer to ACL 16-85. For documentation instructions, refer to ACL
16-49.


https://cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-08.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-15.pdf
https://www.cdss.ca.gov/Portals/9/ACIN/2017/I-13_17.pdf?ver=2019-06-13-131935-703
https://www.cdss.ca.gov/Portals/9/ACIN/2019/I-14_19.pdf?ver=2019-07-09-134516-623
https://cdss.ca.gov/lettersnotices/entres/getinfo/acin06/pdf/I-25_06.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-85.pdf
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-49.pdf
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11402&lawCode=WIC
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-103.pdf?ver=2021-09-21-085954-907

All County Letter No. 23-32
Page Eighteen

Instructions

Screenshot

1. Go to Client Services (teddy
bear icon).

Bs cwSs/CMS Control Panel

Run

Preferences  Help

2. Ifthe child/youth or NMD is £ Client Services - Case [ ] - [Non-Foster Care Placement [Other]]

missing or Ieft W[thout permission @ File Edit Search Action Associated Attach/Detach Window Help Toolz

(‘ran away”) after placement go L) T8 »§]

to step 6. If the child/youth is ?!%Igﬂ @ E E

missing or left without permission

(“ran away”) before placement,

begin at this step. Go to the

Placement Management Section

and Create a New Non-FC

Notebook.

3. “Placement” should already New Notebook X
be selected under “Select Item to | |[Seee e o Create

Create”. Select the child/youth or | [|[Pleemert =] toad | TS
NMD’s name. Y For this Client

Click “Non-Foster Care” to create
a new Non-FC Notebook.

Temporary
Custody Only

Non-Foster Care |

4. For the “Facility Type”
dropdown, select “Child Ran
Away Before Placement”.
Indicate all information known
about the current circumstances
in the case contact notes.

“Unknown” will automatically
populate Street Name and City.

Note: “Ran Away” means that
the child/youth or NMD is absent
from care or left without
permission.

E Client Services - Case [

- [Mon-Foster Care Placement [Child Ran Away Before Placement - Child Ran Away Befg
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

Y
s

%

I#

5

[
LChild Remaval Infa ] End Placement/E pisodd
~ Mon-Foster Care

[+

Mame

Start Date

|Ehild Fian Auwway Before Placement
[ Child iz Placed with thiz Minar/MMD Parent

[ Count of Chi

Facility Tyupe

L]

dren Placed with this

Facility Type Description

nor/MiAD Parent

|Child Fan Away Befare Placement j |
r Lontact
Mame Phore Ext Fax
I (- [ (-
Street Mo, Street Mame City
| |U nkrnown |U nknown
State ZIP ZIF Ext Geographic Region Couity
| California j | | | Sacramento j
Fareign Country Fareign ZIF Foreign Address Description [Frovince Mame, ete.]
| =
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Instructions

Screenshot

5. Go to the “Child Removal
Info” Page/Tab and complete all
mandatory fields and enter
information about when the
child/youth or NMD became

@ Client Services - Case |

- [Mon-Foster Care Placement [Child Ran Away Before Placement - Child Ran Away Before Placement]]
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

N

1 End F'Iac:ement.-"Episode] HMon-Foster Eare]

Remaoval D ate
. . . . . - d By
missing or left without permission | |1 — | 1 P
“ " & Yes Mo Removal Time aw Enforcement taff Person afely Sunendered Baby
(“ran away”). ~Law Enf
R d From Officer: First Ml Last Mame
Firzt Caretaker Relationship To Child |— |
| =l Officer Phone__ Ext Badge/D No.
First Caretaker Removed From |
Second Caretaker Relationship To Child
| D = ||
Second Caretaker Removed From | ﬂ ‘
R For B r Motification Inf
Primary Reason For Removal — Mother Notified — Father Motified — Child Motified
| ﬂ Custody Matification D ate Custody Matification D ate ™ Yes
+ Secondary Reasons for Removal . .  No
Tirne Tirne " Mot applicable
2 Sam s am Matification Camments
I Motified of Civil Rights I Maotified of Civil Rights
G fian Notified Attorney Notified
+ Drugs Reason Custody Matification Date Custody Motification Date
Time Time
am :am
Other Drug
| I~ Notified of Civ Rights Iv Confidential Placement
6. Go to Client Management H Client Services - Case | ] - [Client (Case Focus Child) | i}

(blue section) and Open existing
client (first icon).

lﬂ'_n File Edit Search Action Associated Attach/Detach Window Help Toolz

[
g

@l.

ul

+ |

%”‘:m' @Ml | i

c |+ |+ .

7. Select the client notebook of
the child/youth or NMD. Click
OK.

Open Notebook

Select Item to Open
| Client

For this Case

=

x

Cancel

Local 1o} M ame

<

Start Date |End Date

Serv. Comp. Cl

Open thiz Client

M ame

Agelrrs)

Sex at Birth

Birth D'ate

Alert
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Instructions Screenshot
8. Go to the “Add reSS” ﬂ Client Services - Case [ | - [Client (Case Focus Child) [ ]

Page/Tab. If the child/youth or
NMD is missing or left without
permission “ran away”, select
‘AWOL” in the “AWOL/Abducted
frame” (this should already be
selected if the user created a
new Non-FC Notebook). Please
note that selecting “AWOL” will
not automatically end date the
Placement.

Note: AWOL means that the
child/youth or NMD is missing or
left without permission.

If the child/youth or NMD was
abducted, select “Abducted”.

Specify the circumstances in the
contact notes. Provide any
known information (date and
time, where the child/youth was
last seen, etc.).

[ File Edit Search Action Associated Attach/Detach Window Help  Toolz

ﬁ' %ﬁtﬁ@ EA ﬁ;@i B

Summary] 1D } Demog, Names] Related Cllantsl ID Num] Jue Clt#] Search Log] AFDCH FC] Altnme}jsl Semice medelﬂ 1A, I Contrib
Address

\?’

t

+ Type Humber Street Name City

1 |Placement Unknown Urknown

Common Address Referral
I History | Information Displayed: Active & sl
Placement Facility Type E-mail Address ¢ abducted
IEhlId Flan fwway After Flacement I | ~
Mot Applicable
Address Tupe Sheet No. Street Mame
IPlaEEI‘nEI’][ jl I I ILlnkann
City State ZIP ZIP Ext
Urknown IEaIlfomla J I
@ Client Services - Case | 1 - [Client (Case Focus Child) [ 1

lﬂ File Edit Search Action Associated Attach/Detach Window Help Toolz

! I L '
| o Sl = i | ) w
_I _I —| ] _l ] _I _I
Summalyl D I Demog. I Addiess INames} Related Clients | 1D Num | Juv Cit-# | Search Log | AFDC-FC | Attomeys | Service Providers | |.C\W.A. ‘ Contrif
Address
+ Type Number Street Name City State Zip County

Common Address Referal

— AWOL/Abducted
I History Information Displayed: Active
Placement Facility Type E-mail Address
" Not Applicable
Address Type Street No. Stieet Name

9. Click File and Save to
Database.

If the child/youth or NMD is
missing or left without permission
(“ran away”) before placement,
then this is the last step.

If the child/youth or NMD is
missing or left without permission
(“ran away”) after placement,
continue to the next step.

2 File Edit Search Action Associated
% Mew Referral Ctrl+R
1= MNew Case...
| — Open Folder... Ctrl+0
b Find Folder...
™ NewNotebook.. Ctrl+B
E Open Motebook... Ctrl+M
[ pent.. Cirl+P
C Print Report...
S[ Print Setup...
[ Save to Database Ctrl+5
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Instructions

Screenshot

10. If the child/youth or NMD
has not returned, then end the
Existing Placement Home as
appropriate, at discretion of
worker and Child and Family
Team.

Open the Placement Section and
open the existing placement. Go
to the “End Placement/Episode”
Page.

If the child/youth or NMD is
missing or left placement without
permission, select “Child Ran
Away from Placement” for the
Placement Change Reason.

If the child/youth or NMD was
abducted, select “Child
Abducted” for the Placement
Change Reason.

Select the appropriate Placement
End Date. End Placement and
do NOT end the Placement
Episode.

When the ‘Child Abducted’
Placement Change Reason for
the placement is selected, the
AWOL/Abducted indicator on the
Client Address page is set to
Abducted.

If the Placement Change Reason
is changed from ‘Child Abducted’
to another reason, the
AWOL/Abducted indicator is set
to ‘Not Applicable’.

@ Client Services - Case [ ] - [Placement [ 11
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

; & ! 5

+ |

|+ |
LChild Remaorval Infa ] i} ] Ongoing Requests ] Incidental F'a_l,lmentsl End Placement/E pizode ITemporar_l,l Leaw

End Placement f Epizode
Motice to Remove D ate

e

— Placement Change

Placement End Date

Placement Change D ezcription

@ Client Services - Case [
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

&1
#]3
[

Child Remowal Info ] 10 ] Ongoing Requests ] Incidental F'aymentsl End Placement /E pizode I Temporary Leaw

]- [Placement [ 1

End Placement / Epizode
Motice to Remove Date

I

Placement Change
Flacement Change Reazon

IChild Abducted

Flacement End D ate

Flacement Change D escription
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Instructions

Screenshot

11. Create a new Non-FC

Notebook. Go to the Placement
Management Section and select
the “+” icon under the first house.

@ Client Services - Case [ 1] - [Non-Foster Care Placement [Other]]
@ File Edit Search Action Associated Attach/Detach Window Help Toolz

SR/5" Oln &
|

_+ | - |

12. “Placement” should already

be selected under “Select Item to
Create”. Select the child/youth’s
name.

Click “Non-Foster Care” to create
a new Non-FC Notebook.

New Notebook X

=

Temporary
Custody Only

Mon-Foster Care |

Select Item to Create

| Placement ﬂ

For this Client

Name Sex at Birth

Birth D ate

13. In the “Facility Type”
dropdown select the appropriate
dropdown (see “Non-FC Facility
Type selection” table below).

“Unknown” will automatically
populate Street Name and city.

Complete all mandatory fields
(highlighted in Yellow).

Specify the circumstances in the
contact notes. Provide any
known information (date and
time, where the child/youth or
NMD was last seen, etc.).

S Client Services - Case | ] - [Mon-Foster Care Placement [Child Ran Away After Placement - Child Ran Away After Placemen
@ File Edit Search Action Associated Atftach/Detach Window Help Toolz

& 2 0 4/
- m 1 |

+_|

LChild Removal Info ] End F'Iacementa"Episodeuon-Foster Care I
— Mon-Foster Care

M ame Start D ate
|Ehild Fan Away After Placement | |L|
™ Child iz Placed with this Minor/MMD Parent ’_ Count of Children Placed with this Minor/MMD Parent
Facility Type Facility Type Description
| Child Fian Away After Placement ﬂ |
m—
r Lontact
M ame Fhone Ext Fan
I - -
Street Mo, Street Mame City
|Unknown |Unknown
State ZIP ZIP Ext Geographic Region County
|Ealif0mia ﬂ | | Sacrametito ﬂ
Fareign Country Foreign ZIF Foreign Address Description [Province Mame, etc.]
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Instructions

Screenshot

14. Verify that “AWOL” is
selected in the “AWOL/Abducted

ﬂ Client Services - Case [

| - [Client (Case Fecus Child) [ |

% File Edit Search Action Associated Attach/Detach Window Help Toolz

frame” (follow steps 6-8).

iy £
L] v

2

i3

el
i

o
|

4 s B
= .

B

Address

Click File and Save to Database.

Summary} 1D ] DEmggIEAdd[ess Elﬂames] Fielated Elients] D Ngm} Ju Ert_-ﬂ] Search Lng} AFDC-FC

Atmme_lgs] Selvice Prnviders] |.Chw A ] Contrib

+ Type
1 |Placement

Number Street Name

Unknown

City

Unknown

Cammon Address Referal

I History | Infarmation Displayed: Active

Placement Facility Tppe

E-mail Address

I Child Ran Awway Alfter Flacement

Address Type

Street No.

Street Mame

IPIacement

<11

| IUnknown |

City

State ZIP Ext

Unkniown I Califarmia

o [

& AL
" Abducted

" Mot Applicable

Non-FC Facility Type selection:

Situation

Which CWS/CMS Facility Type to
select

Absent from care but the whereabouts
are known (e.g., the child/youth went to a
friend's house and is checking in).

“Child Ran Away After Placement” or
“Child Ran Away Before Placement”
(select the appropriate dropdown).

Absent from care and the whereabouts
are unknown.

“Child Ran Away After Placement” or
“Child Ran Away Before Placement”
(select the appropriate dropdown).

Additionally, record “unknown” in the
“State” and “City” fields.

Absent from care or left placement
without permission prior to the
jurisdictional hearing and before the first
Out-of-Home Placement has been
created within the Placement Episode.

“Child Ran Away Before Placement”

DOCUMENTATION OF PLACEMENT OPTIONS SPECIFIC TO NONMINOR

DEPENDENTS

Due to the adult status of NMDs, NMDs have additional placement options that are not
available to children under the age of 18 and are sometimes documented differently.
This section provides guidance regarding the CWS/CMS and statewide child welfare
information system documentation instructions for NMDs in specific placements.
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For more details regarding NMD placement options and policies, refer to ACL 11-77.
For information regarding placement forms, refer to ACIN 1-42-17.

Supervised Independent Living Placement — Documentation Instructions

Supervised Independent Living Placements (SILPs) should be documented in the
CWS/CMS as a Placement. Create the SILP as a Placement in the CWS/CMS. Utilize
the CWS/CMS Training Portal “Nonminor Dependent —SILP” instructions to create a
SILP (instructions to access the CWS/CMS Training Portal are at the end of the letter).

Please note that SILPs can only be created through Client Services and are attached to
a client.

Refer to ACL 11-77, for policy guidance regarding SILPs.

Screenshot of the Placement Home ID Page in Client Services for a Supervised
Independent Living Placement:

%2 Client Services - Case [ 1- [PI cement Home [Transitional Living Setting - [insert name of TLS]]]
¥ File Edit Search Actio iated Attach/Detach Window Help Toolz
@55 P Y 1#

o

| - | | e _I ]

D Substitute Care Provider | Other Children | Other Adults | Char/Pref | License Info. | Comments | Special Projects | Payee | LA Payee | Hold Status | Background Check |
IName I Primary Substitute Care Provider r Placement Home End Date
| | | l End Date

[e= ] &l opeseaty Reason Type

|/Supervised Independent Living Placement ~ |

oster/Resource Famiy Home Type Jl IL eeeeee Number Comment s
HPlacements BedsAval  Adj Cap
Ag flon g 0 0 ||J
[ ( s
,— ,— F'lmay Phone _ Ex. .
(- |[ 1 : )
Backup Contact [ At Capacit
N.
| ane ﬁh';"e_ ,L [~ Adoption Only
[ Complaint Investigation
Comment t
| Address
Street No. Street Name: City
State ZP  ZIPE  Geogiaphic Regon  County of Location
California v [ | Sacramento j

Transitional Housing Placement Program — Documentation Instructions

In the CWS/CMS, Transitional Housing Placement Programs (THPP) are marked as
Foster Family Agency Certified Resource Family Homes (FFACRFH) or as a Foster
Family Agency Certified Home and there is an additional check box “Transitional
Housing Placement Program Facility” on the Placement Home ID page to indicate the
facility is a THPP. Once the box is checked, manually type in the name of the THPP
facility. If an NMD is in a THPP setting, utilize the CWS/CMS Training Portal
instructions to search for the THPP or if not already created, to create the THPP.



https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2011/11-77.pdf
https://www.cdss.ca.gov/Portals/9/ACIN/2017/I-42_17.pdf?ver=2019-06-14-152445-080
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2011/11-77.pdf
https://cwscms.osi.ca.gov/Portal/Training-Portal/New-User-Curriculum
https://cwscms.osi.ca.gov/Admin/File-Management/LinkClick.aspx?fileticket=SHvNnRZ6egc%3d&portalid=0
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Refer to ACL 11-77 and ACL 12-44, for more policy guidance regarding the Transitional
Housing Placement Program.

Transitional Living Setting - Documentation Instructions

Due to the CWS/CMS limitations, a Transitional Living Setting (TLS) should be
documented in the CWS/CMS with the following:

e as a Placement with “Supervised Independent Living Setting” selected as the
“Facility Type”,

with “Transitional Living Setting — [insert name of TLS]” in the “Name” field, and

to differentiate a Supervised Independent Living Placement from a TLS, it is best

practice to also add the Special Project Code “S-Transitional Living Setting” for

any TLS that is entered into the CWS/CMS. The start and end dates should
reflect the dates that the NMD is residing in the TLS.

See screenshots below for an example of how to complete the Placement Home ID
page and how to add the Special Project Code. For more detailed instructions on
creating a placement in the CWS/CMS, refer to the CWS/CMS Training Portal. Refer to

ACL 21-95 for policy information regarding TLS’s, which is defined in WIC section
11400(x)(4).

CWS/CMS Screenshot: Placement Home ID Page in Client Services for a Transitional
Living Setting

@ Client Services - Case [

] - [Placement Home [Transitional Living Setting - [insert name of TLS]]]
#X File Edit Search Action Associated Attach/Detach Window Help Toolz
PR
edlnd| 18] &
- e 1 ]
1D Substitute Care Provider | Other Children ‘ Other Adults 1 Chay/Pref I License Info. | Comments ‘ Special Projects ‘ Payee ‘ L& Payee ‘ Hold Status | Background Check |
r Identification
ﬁame Primary Substitute Care Provider r Placement Home End Date
I|Tlansitinna| Living Setting - [insert name of TLS] I I End Date .
Type !I DOperated By Reason Type
Supervised Independent Living Placement j | j
Foster/Resource Family Home Type License Number
jl I Comments
Age R #Placements Beds &vaill.  Adj Cap.
ge Range
0 0 0 [ This home is on hold.
From  To IW"TIL Please see the Hold Status page.
0 18 fimary Thone _ =4 a ™ Home Inactivated by Process
|[ - | |[ ) - Placement Home Move
Backup Contact [~ At Capacity
Name Ph Ext
| |[ c];ne. | z [ Adoption Only
[ Complaint Investigation
Comment t
Street No. Street Name City
State 2IP ZIP Ext Geographic Region County of Location
Califomia - Sacramento j



https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2011/11-77.pdf
https://www.cdss.ca.gov/lettersnotices/entres/getinfo/acl/2012/12-44.pdf
https://cwscms.osi.ca.gov/Portal/Training-Portal/New-User-Curriculum
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-95.pdf?ver=2021-08-18-163613-730
https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11400.&lawCode=WIC
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CWS/CMS Screenshot: “S-Transitional Living Setting” Special Project Code

#3 Placemen t Home [Test Placement t Home] (==
ID | Substinite Care Provider | Other Children | Other Aduls | Char/Pref | Licepse Info I:Dr_nmants! Special Plnjal:ts!?ayee] LA Payes | Hold Sfatus | Backgiound Check |
" Special Projects

1 | 5-Tiansitional Living Setting 02/01/2023

Special Project Start Date End Date

Special Projects

|S-Trans\t\onal Living Setting ﬂ
Start Date

02/01/2023 : :

End Date

PLACEMENT DOCUMENTATION INSTRUCTIONS NOT COVERED IN THIS LETTER

This ACL does not provide guidance for all placement settings. If you do not find the
guidance in this letter, you can refer to the below information and resources. To access
the CWS/CMS Training Portal the user will be prompted to log in or create an account if
not already created.

For creating a new placement refer to the CWS/CMS Training Portal New User
Curriculum Placement Instructions.
For attaching a placement home to a child/youth or NMD or changing the
child/youth or NMD’s placement when the placement is licensed or approved (i.e.
RFA, TAH, or FFACRFH), refer to the CWS/CMS Training Portal Process Maps.
This includes:

o adding a placement of the child/youth or NMD in the CWS/CMS (“Match

and Foster Family Home Emergency Placement”) and
o changing a child/youth or NMD’s placement (“Relative/NREFM
Placement”).

For properly documenting a TAH that is approved, refer to ACL 22-08.
For properly documenting Intensive Services Foster Care and Therapeutic Foster
Care (TFC), refer to ACIN 1-65-22, which provides documentation guidance
utilizing Special Project Codes in the CWS/CMS. Additionally, for TFC homes,
the “Intensive Treatment Foster Care” dropdown option under the Placement
Home Type dropdown field is now repurposed to identify children/youth and
NMDs receiving TFC services in TFC homes.
For properly documenting closing a placement episode for accurate data
outcomes, refer to ACIN 1-25-06.
For recommended best practices for a child/youth or NMD who goes missing
from care and information about policies and procedures, refer to ACIN [-14-19
and ACL 16-85.
For Out of State Residential Facilities policies, refer to ACL 21-146 and
ACIN 1-07-23.
For Community Crisis Homes for children (i.e. Stabilization Training Assistance
Reintegration) and Tribal child/youth or NMD placed out of state, follow the



https://cwscms.osi.ca.gov/Portal/Training-Portal/Process-Maps
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2022/22-08.pdf?ver=2022-02-07-081438-203
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACINs/2022/I-65_22.pdf?ver=2022-10-07-154923-337
https://cdss.ca.gov/lettersnotices/entres/getinfo/acin06/pdf/I-25_06.pdf
https://www.cdss.ca.gov/Portals/9/ACIN/2019/I-14_19.pdf?ver=2019-07-09-134516-623
https://www.cdss.ca.gov/lettersnotices/EntRes/getinfo/acl/2016/16-85.pdf
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-146.pdf?ver=2021-11-22-164205-900
https://www.cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACINs/2023/I-07_23.pdf?ver=2023-03-17-112927-577
https://cwscms.osi.ca.gov/Portal/Training-Portal/New-User-Curriculum
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Training Portal instructions for creating and/or attaching a placement above.
These facilities do not transfer to the CWS/CMS from LIS.

e For policy guidance for Licensed Residential Substance Abuse Treatment
Facilities with a placement made pursuant to WIC section 11402(m) that qualify
for AFDC-FC maintenance payments, refer to ACL 21-103 and ACL 21-103E and
refer to Release 8.16 Release Notes (under SCR 8877) found in the
CWS/CMS Training Portal for documentation instructions.

If there is a placement setting or location that is not listed in this letter and is not
referenced above, please contact the Child Welfare System Branch at
UserResourceUnit@osi.ca.gov for assistance.

CONCLUSION

If you have any questions regarding the information in this letter or need additional
guidance for data entry, contact the Child Welfare System Branch, User Resource Unit
at (916) 891-3100 or at UserResourceUnit@osi.ca.gov. If you have questions regarding
Placement Policy, please contact Family Permanency and Support Services Branch,
Family Reunification and Pathways to Permanency Policy Unit at
Reunification-Permanency@dss.ca.gov.

Sincerely,
Original Document Signed By

ANGIE SCHWARTZ
Deputy Director
Children and Family Services Division

cc: Title IV-E Agreement Tribes


https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11402&lawCode=WIC
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-103.pdf?ver=2021-09-21-085954-907
https://cdss.ca.gov/Portals/9/Additional-Resources/Letters-and-Notices/ACLs/2021/21-103E.pdf?ver=2022-11-16-145028-107
https://cwscms.osi.ca.gov/Portal/Training-Portal/Release-Training
mailto:UserResourceUnit@osi.ca.gov
mailto:UserResourceUnit@osi.ca.gov
mailto:ReunificationPermanency@dss.ca.gov
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