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CWS/CMS Training Module Conventions

Module Purpose and Organization

This student guide is business process oriented. So, certain sections, notebooks and pages may be skipped in a specific module and
presented later when they are relevant to a process.

This module introduces you to the CWS/CMS tools required to perform the foster home licensing functions.
This module contains the following:

e A skill building exercise to be used in conjunction with the Scenario Manager application
» MO08_SO01 Licensing (Part 1).arc
» MO08_SO01 Licensing (Part 2).arc
» MO08_S01 Licensing (Part 3).arc
» MO08_S01 Licensing (Part 4).arc
e A list of objectives for the module

e A summary of the module

Disclaimer: The dates presented in this student guide and in the accompanying screen shots may need to be adjusted
at the user’s discretion to avoid conflicting with dates in scenario manager.

Disclaimer: This training guide provides direction for creating placement homes records and associated County
License Case records in CWS/CMS, and uses Foster Family Homes as an example. Follow your local county practice
when choosing what type of placement home to create.

Rev. 01/2018 3 Licensing Student Guide



Skill Building Exercise: Foster Home Licensing

Scenario Manager File: M08_S01 Licensing (Part 1).arc User ID = WALLACG
Password = $Good2go

Case: Kristen F

You are a social worker assigned to the Downtown Sacramento Child Welfare Services office. Today, you have scheduled time to
record a county foster home licensing application for the F Family. You need to enter the county licensing information into
CWS/CMS.

Receive Application For County Licensing Home

On January 15, 2007, Mrs. Kristen F requested a license to provide foster care for children. Kristen F’s birth date is 2/14/1982, Social
Security Number 000-00-0095. Her California Driver’s License number is AO000005. She is a high school graduate and is employed
full time by Aetna Insurance with an annual income of $35,000. Her husband George F is a college graduate and is employed by UC
Davis Medical Center with an annual income of $85,000. George F’s birth date is 7/1/1979, Social Security Number 000-00-0084.
His California Driver’s License is NO0O000O5.

George and Kristen F reside at 1717 Side Street, Sacramento, CA 95834. Their telephone number is 916-000-2213. They have two
children, Kalyssa F, birth date 11/15/2002, and Amaya F, birth date 12/30/2006. The family is of Hispanic ancestry and speaks both
English and Spanish. Kristen F is also Caucasian. Steve J, Kristen’s brother, is very involved with the family. He lives in Nevada but
spends the summer months and holidays with the F family.

Kristen F has no preference as to gender of children to be placed with her. She is willing to provide emergency shelter and has a child
care plan. Both George and Kristen F are willing to provide transportation and public transportation is also available in their
neighborhood. Kristen F has agreed to in home visits after her work hours.

The family home is directly across the street from Ryder High School. Bradley Elementary and Kit Carson Middle School are also
located nearby. The family prefers long term foster care and would like the opportunity to help prepare young adults/teenagers for
living independently.

Kristen F completed all requirements, which included an initial home visit on February 25, 2007. Through the licensing process you
determine, on March 1, 2007, that she is qualified to become a county licensed home. The Kristen and George F home has been
approved for up to four children. A fire clearance was received on February 15, 2007.
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Foster Family Home move to a Resource Family Home using Process Placement Home Move

The Department of Social Services is requiring Foster Family Homes be moved to Resource Family Homes. You begin the process to
move George and Kristen F, Foster Family Home to a Resource Family Home. You will use the Process Placement Home Move
command in the CWS/CMS system to move the existing Foster Family Home to a Resource Family Home.

Save to database after recording all foster home and county licensing information.
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Foster Home Licensing

Introduction

This module introduces you to the CWS/CMS foster home licensing tools. A staff person uses these tools to perform the county foster
home licensing functions.

Objectives

After completing this module, you will be able to do the following with little or no assistance:

e Perform a Foster Home Facility Search

e Create a Placement Home Notebook

e Create a County Licensing Case Notebook
e Close a County Licensing Case

e Move substitute care provide to a new address —
Process Placement Home Move

e Move Foster Family Home (FFH) to Resource Family
Home (RFH) — Process Placement Home Move
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Starting the Client Services Application

The first step for entering foster home licensing information is to start the CWS/CMS Control Panel. To start the CWS/CMS Control
Panel and the Client Services application, follow these steps:

1. From the Windows desktop, double click the CWS/CMS icon.

CWSCMS
Application

Figure — L_001
2. In the CWS/CMS Control Panel logon window, (A) verify your User ID, (B) type your password, and (C) click the OK button.

CWS/CMS Contiol Panel“ﬁ
| deer IO JSERID
( C azmord;

0k Cancel | Help |

Figure — L_002
3. From the CWS/CMS Control Panel, (A) click the Client Services application icon.

tg CWS/CMS Control Panel = [=] 3
Run Preferences Help
= PR *
e
E A
Ready | [ | 7
Figure — L_003
7 Licensing Student Guide
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Search Placement Home/Substitute Care Provider

Before creating a home, do a thorough search of the database. If the substitute care provider is known to the system you can attach or

associate the substitute care provider to a home. This step is covered in Licensing (Part 4). A thorough search eliminates duplication of
clients and homes.

1. From the Client Services application, (A) click the Search drop-down menu and (B) select Start Search.

¥ Client Se[v' \
File Edit | Search Sction Associated 4 B ach ‘Window Help Toolz
Start Search... Cil+
@ 6 Searchsaa (St %
E‘ Recent Searches... Ctl+H *"'4
Figure — L_004
2. In the Search Type field (C) select Substitute Care Provider.
Search Type _ c 0K
Substitute Care Provider v

Client/SCP b
E ducation Provider Help |
Placement Facility

Placement Facility Match o I= (Phoretic Namatearsh
Service Provider I St
Staff —

nvers License Number L |

Figure — L_005
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Search Placement Home/Substitute Care Provider (continued)

3. (A) Enter the Foster Family/Substitute Care Provider name. (B) Click OK.

Search

Substitute Care Provider v |

0

me| Kristen

Figure - L_006
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Search Placement Home/Substitute Care Provider (continued)

4. No hits were found. (A) Close the Search Results by clicking the X.

% Client Services - [Search Results [Sub-Care Provider Search:Results]]

@& File Edit Search Action Associated Attach/Detach Window Help Toolz
&
| H8|
L
r Search Infy
taty earch Criteria
Sending query to host...8/13/2009 4:09:26 PM Phonetic Search Yes Al
Host_os processing query...8/13/2003 4:03:26 PM Phonetic Street Search No
No hits found. Partial Address Search No
Redo Search... : 5 !
Processing Completel...8/13/2009 4:03:26 PM EistNeme kit
Last Name Femandez v
i ! [
J Name | % I Primary Phone No | Facility Name | Bitth Date
[F!eady |Search Results []
Figure — L_007

5. (B) Close the Client Services application by clicking the X.

% Client Services

File Edit Search Action Associated Attach/Detach Window Help Toolz

Figure — L_008
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Resource Management Application

1. Open the Resource Management application from the Control Panel. The Placement Home notebook is located in the
Placement Facilities Section (red button). (A) Open the Resource Management application.

g CWS/CMS Control P
Run Preferences Hely

=10l x|

WaY -01-1 -

Ready| [ [ 4

Figure — L_009

2. (B) Click on the Placement Facilities Section (red button), and (C) click the “+” Create New Placement Home notebook.

1jl: Resource Management o ] 4
ile Edit Action Assodated Window Help

l .g i‘ <

“ 2]

<

Figure — L_| 010
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Creating a Placement Home Notebook

Placement Home — ID Page

1. Onthe ID page tab (A) create a name for the home. This field is mandatory although not yellow when the home is first created.
A good naming convention is: Last Name, First Names followed by type of facility (e.g., J, Mary & Thomas FFH). (B) Select
the home type “Foster Family Home”. (C) Record the Primary Phone number, (D) Backup Contact, if applicable, and (E)
Address fields. (F) Record Disaster Emergency Contact Information.

Resource Family Home:

If you are creating a Resource Family Home
(RFH), select the Type of Resource Family
Home instead of Foster Family Home.
Follow the remaining steps for creating a
placement home, or your county specific
procedures.

Vs

(&

Placement Home Notebook:

Not all pages in this notebook will be covered in
this lesson. This lesson will focus on the pages
used most often when creating a Foster Family
Home. For information on pages that are not
covered in this lesson, click the page tab and
press the F1 key to open a context sensitive
help file for that page.

t Resource Management - [Placement Home [F, Kristen & George FFH]] x
2 File Edit Action Associated Window Help & x
LY IR -
Y : 1 o}
[ -0 -0 -0 -1 -] =
(5] 1 Substitute Care Ploviderl Other Ch\ldran] ?/\\] Chaj./‘Praf} License |nfa, Commanls] Special Projects] Payeal Lé Papes | Hold S;atus] Background Check
r Identification A A
Mame u Primary Substitute Care Provider Placement Home End Date
|F, Kristen & George FFH I I End Date
B
Type rated By Reason Type
|Foster Family Home W j | j
Foster/Resource Family Home Type j‘ lLlcemse MHumber I Comments
Age R HPlacements Beds Avall.  Adi. Cap.
—Age Range
Fiom  To ID—I 0
R T Primary Phone £ [ This home is on hold.
D [916] 000-2213 Pleaze see the Hold Status page.
. ackup Contact [™ Home Inactivated by Process Placement Home Move
ame Phaone Ext. [~ &t Capacity
-
| | | [~ Adoption Only
Address
Street Mo, Street Name City
|1 7 ‘Side Strest |Saclamenlo
State ZIP ZIP Ext Geographic Region County of Location
o | Secaneno 7]
Foreign County Fuoreign ZIF Foreign Addiess Description [Province Mame, etc.)
Comment
G
Disaster E Contact Inf ti
(Name Phare Ext Altemnate Phone  Ext v
| M | [P |
|Ready [Placement Home [F, Kristen & Giearge FFH]
Figure —L_011

Age Range:
If creating a home for a Nonminor Dependent,
the age range is 25 and under.
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Creating a Placement Home Notebook (continued)

Substitute Care Provider Page

1. (A) Click on the Substitute Care Provider page tab. (B) Click the “+” in the Name grid. (C) Enter information for the substitute
care provider(s) by completing all mandatory (yellow) and known fields on the page. (D) Be sure and check the Primary
Provider field. (E) Fill in Start Date.

I, Resource Management - [Placement Home [Kristen F]] = |EI|1|

¥ File Edit Action Associated Window Help . = |
7@ &
14 5 ]
R <

1D Substitute Care Provider | Other Ehildrenl Other Adgltsl Char/Pref | License Info. Commentsl Special Projec:tsl F’a_lgeel LA Papes | Hold Status | Background Check'

Substitute Care P

Confi T ATh
Assoc End Date S5 Cé Nriver's | icrhse
1 |F. Kristen IUUU-UU-UUS5 IAUUUUUU5

Prirnary Income: Employment Status
I vI I -

" Declings to State
" Unable to Determine

Unable to Determing - Reason

-

+ Ethnicity {

Unable to Determing - Reason

-

r SCP Associations to This Home

Hame Secondary Incanme Annual Income Amount

Title First [l Last Suffix I < l 35000.00

I IKristen IF E ducation

IHigh Schoal or Equivalent j

Gender Birth Date E-mail Addiess

C Male @ Female | [02M441892 [-| | [ Passed &ll Background Checks
M arital Statuz Tribe Location Tribal Affiliation Employer Mame
IMarried j - -
Phone Numbers Hizpanic or Latino Origin Race/Ethnicity

+ |  PhoneNumber | Type @ Vs Specily Face* if known

" No

iated to This SCP

©

ﬂFCARS (Green) Fields: \

Green fields provide visual
cues of important fields to
complete. It is not
mandatory to complete
these fields in order to save
to the database. However,
the data in the green fields
is used to fulfill federal
AFCARS (Adoption and
Foster Care Analysis and
Reporting System) reporting
requirements. If the
information is not known at
the time the Placement
Home notebook is created,
it should be obtained and
entered into the notebook
as soon as possible.

Provider Start Date End Date Licenzee | + | Attorney ‘ Start Date | End Date | D
1 | Primary 02 017
\ 4 | E | v
D :i Start Date '%I Start Date End Date
‘ [V Primary Provider CDS Person # |D5"‘D‘I /2007 E I_ - -
I Secondary Providsr : lmg Address
© Yes " No & Unknown ’7(‘ Ter (Mo O Urknown -
||—F|eady Iﬁacement Home [Kristen F]
Figure — L_012
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Creating a Placement Home Notebook (continued)

2. (A) Click the “+” in the Name grid to create a new row for a secondary provider. (B) Enter information for the secondary

substitute care provider(s). (C) complete all mandatory and known fields on this page.

. Resource Management - [Placement Home [George F]]

%% File Edit Action Assodated Window

Help

=0l
=18 /Secondary

~

/

@| | $| §| <] Provider:
| i i 2] A secondary
< .
N [ N T [ < provider cannot be
10 Substitute Care Provider |cher Ehildrenl Other Adgltsl Char/Pref | License Info. Eommentsl Special F'rojectsl F'a_lgeel L& Payee | Hold Status | Background Eheckl added to the home
A r Substitute Care Providers —Confidential Atibut ﬂ unless there is an
+ Mame Aszzoc Start Date | Aszoc End Date ISSN & Nriver's | icense active primary
F. Gearge 000-00-0084 MO000005 . .
2 |F. Kristen Primary Income Employment Status pl’OVIdeI’ In place'
| | v \_
Mame Secondary [ncome Annual Income Amount
Title First Ml Last Sufis ~| |e5000.00
I IGeorge IF I Education
Caollzge Graduate
Gender Birth Drate E-mail Address
@ Male O Female | [02/0141979 -] | [~ Passed &l Background Checks
b4 arital Status Tribe Location Tribal Affiliation Ernplayer Mame
IMarried j - -
Phone Nur;bhers Humb 7 —Hispanic or Latino Origin —Race/Ethnicity
* one HLMnEr ¥he % Yas Specify Race® if known
il € No + Ethicity
 Declines to State
£ Unable to Determing
Unable to Determine - Reazon Unable to Determine - Reazon
[ [
—SCP Aszociations to Thiz Home —Attorneys Aszociated to This SCP
+ Provider Start Date End Date Licensee + | Attorney | Start Date | End Date | D)
3 06 107 Unknown u
< | » < | »
Start Date Altarney Start Date End D ate
= Primary Provider CDS Person # |05£D1£2DD? I] I |;| I |L|
: : End Date
B = Secondary Provideri | | Address
L Resident ;I
IV(" Tex O Mo & Lnknowe ’7(‘ Tex Mo O Unknown i
| Feady |F'Iacement Home [George F]
Figure —L_013
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Creating a Placement Home Notebook (continued)

Other Children Page

Use this page to enter information about other children (persons under 18 years of age) living in the placement home who are not
placed there by Child Welfare Services.

1. (A) Click the Other Children page tab. Since you have information about other children in the home, (B) click the “+” to create
a new row in the grid for each child, (C) enter their name, birth date and gender, and (D) click the “+” in the relationship grid
to record relationships between children in the home and substitute care providers.

11, Resource Management - [Placement Home [George FI] =10l x] 4 )
E’! Io EE M Smem) g i N Special Characteristics:
= Enter any special characteristics of the
B . - -
= children. This text box applies to all other
\ D | Substitute Care Provider  Other Eh\ldlen IDlherAduItsl Char/Pref | License Infa I Eﬂmmenlsl Special Prnjectsl Payaal LAPayaaI Hald Stalusl Background Ehackl Chlldren In the home
B {Other Childien in Home
3 Name [ Date of Birth I Gender | \ J
1 |Amaya F 1273072008 Female
553 114 Female
(Child’s) Relationship to Substitute
Name ( C \ Care Providers:
el N These fields cannot be completed until
Date of Bitth Gender Annual Unearned Income . .
[iree2 o | e vae & Femae | | - the Substitute Care Provider(s) have
S pecial Characteristics - Applies to 4l been entered fOI’ the home
B \- /
b ‘[ =
’.iKﬂlyxxﬂ F's Relationship to Substitute Care Providers
[+ ] SCP Name | Relationship |
1 |F, Gearge
SCP Mame Relationship
F, Kristen I I j
||F!eady [Flacement Home [F. Kiisten & George FFH]
Figure —L_014
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Creating a Placement Home Notebook (continued)

Other Adults Page

Use this page to enter information about adults (persons 18 years of age and over) who reside at the placement home, or have

significant contact not living in the home. (A) Complete all mandatory and known fields.

1l. Resource Management - [Placement Home [George F]] = |EI|1|
¥% Fle Edit Action Assodated Window Help 18] =
) €213 18] oy 5
[ : 2 A ]
PN R S S B
1D | Substitute Care Praovider I DOther Children  Other Adults | Char/Fref | License Info. | Comments | Special Projects I Payee I LA Payee | Hold Status | Background Check I
r Other Adults
+ Mame Type Start Date End Date Gender
1 |Stevend Adult with Significant Contact
Mame Other Adult Type
IStevenJ ’V(‘ Adult Living in Home @& Adult with Significant Contact not Living in Home
D ate of Birth Gender
IUS"'IEB"'"I 375 I] @& Male  Female [T Passed All Background Checks
Start Date End Date Date |dentified
Joason 2o -] | = [
Description
r Steven J's Relationship to Substitute Care P
+ SCP Name Relationship
SCP Mame FRielationzhip
||—F|eady Iﬁacement Home [F, Kristen & George FFH]
Figure —L_015
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Creating a Placement Home Notebook (continued)
Char/Pref Page

1. (A) Click on the Char/Pref page tab. (B) Fill in appropriate radio buttons regarding Gender, Emergency Shelter, Child Care
Plan, Transportation, In Home Visits and Public Transportation. (C) Click the “+” of the Ethnicity grid to record family
ethnicity. (D) Click the “+” of the Language grid to record all languages used by the family. (E) List all local schools in the
Education Providers text box. Fill in all other known information in the remaining fields.

1>, Resource Management - [Placement Home [George F]] _|EI 5[
¥} File Edit Action Assodated Window Help =1=1 x|
e af el IR > | |
LI} E ‘@ @ ﬁg A 2] The fields on this page correspond to
+ + + + + + < - . .
S S e e e Lo S = search fields in the Placement Facility
10 I Substitute Care F'luwderl QVN@W' Other Adults Cha_lfﬁl Licepse Info. | Cummentsl Special Prmectsl F’a_lgeel LAPayseI Hold Status | Background Check. h . | f h .
- Choracteritiosand Proforen & ) Match dialog box. If this data is ente_r_ed,
[ Characteristi \ - and kept current, the Placement Facility
Gender Pref Shelter Child Care Plan ..
[ Wk € romde @ g s Mo Unkrown [ € '7es € he © unkom Match search can be an efficient tool.
Transpr ion Provided In Home Visits Allowed Public Ti i
C ) [(-‘ Yesi 7 No o [6‘ Ve O Mo 7 Urknown @ ves O No O um@l
Ethricity | D ) Loguese E ducation Providers
+ Ethnicity + Language Bradley Elementary 5 chool ;I
Kit Carson Middle Schoal
2 [white® 2 |Spanish Fiyden Hich Schocl [
| Enviranmental Factors/Pets
Religion Population Served
Religion P Populstion Served H
Health Factors
]
[
Qther Religious Activities
| il a
[ | ]
LI5-Specified Preferences CwS5-Specitied Preferences
H | El ™ confidentialty in
= LI Effect
”F!eady Flacement Home [F, Kristen & George FFH]
Figure — L_016
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Creating a Placement Home Notebook (continued)

License Info Page

For a Foster Family Home, most data on this page is read only, and populates from the County License Case notebook or is uploaded

from the License Information System.

1, Resource Management - [Placement Home [George F]] 10l x|
¥t Fle Edit Action Assodated Window Help 151 x|
alpalfe & 4
Cip & d) L) 18 >

| | [ | | [ <]

Comments | Special Prajects | F'a_lgeel LA F'ayeel Haold Status | Background Check.

ID | Substiute Care Pravider | Other Childrien | Other Adults | Char/Pref ||

—Li

Murnber Lic. Capacity Business Tupe Client Served Tupe
| | [o I N =l
Application Hecelred lzsue Date |_|| E »piration Datnla_“ Licensed By
c .
Licenzing "warker Mame Phone Mumber  Ext Mot Applicable
[ e | R A
% County
™ Certification Form Completed Application Status History
r Certified Pending Licensure History | Application Status | Start Date End Date
| Start Date End Date |
Licensze Status History
Start Date End Date License Status Start Date End Date
Fead}l Iﬁacement Home [F, Kristen & George FFH]
Figure —L_017
Licensing Student Guide
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Creating a Placement Home Notebook (continued)

Comments Page

The Comments page is for viewing or entering comments about the placement home. Comments are intended to be helpful to staff
persons who are trying to match a child with a placement home. There is no information for this page.

I | O | Y| ||

1l Resource Management - [Placement Home [George F]] = |EI|1|
m File Edit Action Assodated Window Help =1=1x1
epalbelin JREaY £

]

<

| Special Projects I Payes I LA Payee | Hold Status I Background Check

1D I Substitute Care F'rowderl Other Children I Other Adults I Char/Fref | License Info.
rC
+ | Submitted By | Date | Referred to Licensing |
Submitted By Date
™ Referred to Licensing
Deszcription
=
||—F|eady Iﬁacement Home [F. Kristen & George FFH]
Figure —L_018
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Creating a Placement Home Notebook (continued)

Special Projects Page
Use this page to view or enter information about special projects in which the placement home participates. There is no information

for this page.

il Resource Management - [Placement Home [George F]] = | E||5|
¥} Fle Edit Action Assocated Window Help -5l
<]
>
|
I F'a_lgeel LA F'ayeel Hold Status | Background Check
Special Project | Start D ate | End Date
Special Projects
Start Date End Date
||F| eady |F'Iac:ement Haome [F, Kristen & George FFH]
Figure —L_019
Licensing Student Guide
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Creating a Placement Home Notebook (continued)

Payee Page
1. (A) Click on the Payee page tab. (B) Record the name, address, and telephone number of the person who will be issued
payment.
1l Resource Management - [Placement Home [George F]] ;lglﬂ
¥% Fle Edit Action Associated Window Help =&l
~ e T [=
g alpodbeis IR S A) 5]
JRNES S S S | =]

1D I Substitute Care Provider I Other Children I Other Adults | Char/Pref | License Info. I Comments I Special Projects F'a_l;ae | LA Payee I Hold Status | Background Check
r Payee

Firs-:FName Ml Last Name

IKristen I_ IF

Street Mo, Szt Mame

1717 Side Sheet °

City State ZIP ZIPE=t

|Sacramento |Ealifomia j |95834 I

Frimary Phone  Ext
[915) 000-2213 I

Foareign Country Foareign ZIP

-

Foreign Address Description [Province Name, etc.]

Payee Page:

The Payee
Page populates
the SOC158A-
Foster Child
Data Record
document. Itis
important to
maintain current

information.

||—ﬁeady Iﬁacement Home [F, Kristen & George FFH]
Figure — L_020
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Creating a Placement Home Notebook (continued)

LA Payee Page

The page is used by Los Angeles County staff persons only. It displays information about the designated payee for a placement home,

including the LA vendor ID number for the home.

1l Resource Management - [Placement Home [George F]] = IEI 1'
¥% Fle Edit Action Associated Window Help 13 x|
203 18 :
/| = ik ]
IR Y [N | =
1D I Substitute Care Providell Other Childrenl Other Adglts' Char/Pref | License Info. I Commentsl Special Prajects | Payes Hold Status | Background Check
r LA Payee Inf i
First Mame Ml Last Mame
Shreet Mo, Sheet Name
City State ZIP ZIPEst
Phone Ext Business
AR | |
L& Yendor D
||—ﬁeady Iﬁacement Home [F, Kristen & George FFH]
Figure —L_021
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Creating a Placement Home Notebook (continued)
Hold Status Page

This page is used to record dates and reasons of placement holds on a home. This page is read only for all licensing staff unless the

home is a Resource Family Home, Foster Family Agency Certified Resource Family Home, or Short Term Residential Therapeutic
program homes.

1l Resource Management - [Placement Home [George F]] = | Ellll
¥% Fle Edit Action Assodated Window Help 18] =l .
~ T <] County Policy:
) 457 & @| | ﬁﬁl = Please check
T | [ | [ || < with your
D | Background Check individual
—Hold Status county for
| Start Date | End Date | County Reason direction on how
this page is
Start D ate Feason
I [
End Date Staff Person
County Staff Perzon Phone Mumber
[
||—F|eady Iﬁacement Home [F, Kristen & George FFH]
Figure — L_022

Rev. 01/2018 23 Licensing Student Guide



Creating a Placement Home Notebook (continued)

Background Check Page

This page displays background check information for substitute care providers, other adults and children in the home, and other adults

with significant contact not living in the home. It is also used for relative assessment. The instructions for completing this page are
covered in the Placement Student Guide.

t Resource Management - [Placement Home [George F]] - x
%2 File Edit Action Associsted Window Help - 8 %
LYY s
S : Bk =
I )
D ] Substitute Care Prowder] DOther Eh\ldren] EltherAngts] Eha_l.e'F'ref] Licengze Infa. I Eommanls] Special F'rojects] Pa_lgee] La Pa_pee] Hold Status Ba
~Background Inf i
Name Individual Type = Individual Pazsed All Background Checks
Substitute Care Provider ’7
= M " Unky
2 |KalyssaF Other Child - = " rnoen
. | [
r Background Checks — Out of State Child Abuse Registiy
+ Background Check Type Requested Date | Received Date Resided outside Califorria in the last 5 pears?
+ State Registry | Status Date Status
State I zirtain: Fegistiy? Date Requested
| = = B
Background Check Type Requested Date Received Date Date Received Status Statuz Date
El [EI K | L | E | Bl
‘Heady |F'Iacamenl Home [F. Kiisten & George FFH]
Figure —L_023
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Creating a Placement Home Notebook (continued)

Saving to Database

1. (A) From the File drop-down menu, (B) select Save to Database.

ﬁ Resourc A nt - [Placement Home [George F]
2 File it Associated  Window Help

x

[~]v|>

Background Check Type Fequested Date

Received Date

i K

B

[ ] Mew... Ctrl+N J @
| Open... Ctrl+0
+ |
| Print... Ctrl+P - - ;
10 ] Other Adglts] Eha[.-"F'ref] Llc:enselnfo.] Eomments] Special F'rojec:ts] F'a_lgee] LAF'ayee] Hold Status
—B. Print Report...
Print Setup...
o Individual Passed All Background Checks
Save to Database Ctrl+S s=lite Care Pro ’7(" Yes (" No " Unknown
Save Locall Other Child -
ave Locally 5 |—
- Bt — Out of State Child Abusze Registry
* Background Check Type Req d Date d Date Resided outzside Califormia in the last 5 pears?

-

+ State Registry | Status Date Status
State Mairtaing Begisty? D ate Requested
| = 52 . [
D ate Received Statuz Status Date

|Saves current work to the database

|F'Iac:ement Haome [F. Kristen & George FFH]

Figure — L_024
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Creating a Placement Home Notebook (continued)

2. (A) Click Continue Working.

Continue working will automatically load the next Scenario Manager arc file M08_S01 Licensing (Part 2).arc.

Save Options | X|

Changes will be saved to the Database.
What would vou like to do next?

Save to the Database and

LContinue Working

..............................................................................

Exit CWS/CHMS

Cancel

Figure — L_025
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Creating a County License Case Notebook

Scenario Manager File: M08_S01 — Licensing (Part 2).arc

The County License Case notebook is located in the Placement Facilities Section of the Resource Management application. In
counties that license Foster Family Homes, use the County License Case notebook to record and view information on the status and

characteristics of, visits to, and issues involving county licensed homes.

1. Inorder to create a County License Case notebook, open the Resource Management application. (A) Click on the Placement

Facilities Section (red button) and (B) click on the “+” to Create New County License Case.

-, Resource Management
File Edit Action Assodated Window Help

=10 ]

N

+ | %: : |
Figure — L_026

In the New dialog box, you will find a list of foster family homes in your county that do not already have a County License Case

notebook.

2. (A) Select the home you want. (B) Click OK.

Select ltem to Create

ﬁ x|

j Load | 0K

IE:::unt_l,l License Caze

Resource Family Home:

Resource Family Home (RFH) in your
county that does not have a County
License Case notebook will also display in
the New dialog box.

To create a County License Case for RFH,
select the Type of RFH and following the
remaining steps, or your county specific
procedures.

. Cancel |
Select thiz Placement Home/SCP m
Lacal | Tupe Facility M arne Facility Address | pes Prirnary SCF Sart |
¥ FFH | F. Krizten & George FFH 1717 Side St, Sacramental F. Erizten
2 | 1 FFH |J, Jennifer & Danny 1010 Faus Dr, Sacramente J, Jennifer Retieve Data. |
Help |
Figure — L_027
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Creating a County License Case Notebook (continued)

ID Page

1. Onthe ID page, (A) record a number. This is a mandatory field and each county has its own unique numbering system. (B)
Click the “+" of the Application Status grid. (C) Choose Pending in the Current Application Status drop-down menu. (D) Enter
a Start Date, and (E) Application Received date. (F) Click the “+” of the License Status grid. (G) Select Pending in the Current

License Status drop-down menu and record the Start Date.

1. Resource Management - [County License Case [F, Kristen & George FFH, ]] ;lglzl
¥ File Edit Action Assodated Window Help =lElx]
baltedia iklad B
i >
RN S | Y| <]
10 IEhalactenstlcsI Wizits I Issuesl
A ldenli[icatiun
urnber Placement Facilty Mame 77 N\
F. Krizten & George FFH E
Application Status \\ (License Status
+ | Application Status | Start date | End Dal License Status Start Date | End Date
Curent Application Statuz >A Current License Status
IPendlng LT Pending
Start Date End Date Licensed
iilm A52007 u I u [~ Clozed Licensed Pendng Incr in Capacty/Toddlers
Licenzee initiated closure

4
Application Received  License |ssued Ewpiration Dal_
w A52007 |;| I |;| I PIUbfil.IUﬂafy.LICEHSB ]

Provisional License

Annual Visit Dus Anrual Visit Completed  Training RevidRevoked

Resource Family Home:

For the Application Status and License
Status steps, use the appropriate RFA
Application and RFA License Status values.

= , Suspended B

I l_I I l_I I Unlicensed |

Training Completed Unlicensed Facility Clasure -
I ]
[ -] =

Certified Pending Licensure Status

Start Date End Date ™ Certification Form Completed
“Fleady County License Caze [F, Kristen & George FFH ]
Figure —L_028
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Creating a County License Case Notebook (continued)

Characteristics Page

1. (A) Click on the Characteristics page tab. (B) Enter the License Capacity number (number of children family will be licensed
for). (C) In the Foster/Resource Family Home Type drop-down menu, choose Open. (D) Record the date a fire clearance was

received, and (E) enter age range of license. (F) Record gender choices by clicking the appropriate radio button.

[, Resource Management - [County License Case [F, Kristen & George FFH, ]]

=10l |
=18

¥M File Edit_acfion Assodated Window Help

10 Characteristics Iyisits I Issgesl ( C \
lEL b, \ /L
\License Capacity  Foster/Resource F—~gme Type 7
Id : IDpen ( D .
Fire Cl
Date Hecaivey
¥ Required |02/15/2007

Licensed For Gender
’7(' Male € Female (' Both

IEnunt_u License Caze [F, Kristen & George FFH.]

||—E|eady

Figure — L_029
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Creating a County License Case Notebook (continued)

Visits Page

1. (A) Click on the Visits page tab. (B) Click the “+” in the Visits grid. (C) Record the Date of the visit to the home. (D) Record

Type of visit by choosing “Initial” in the drop-down menu.

1; Resource Management - [County License Case [F, Kristen & George FFH, |1 =(oix|

#M Fle Edit Action Assuy/-\ﬂnduw Help =181

A TS <

5 i -]

B | yp==| - | - | ]
I Characteristics M\slté’l \ssgesl

Visits

Initial

C
D
—\
Date Type
02/25/2007 =] L
Visit Motes
El
=
||Heady |County License Case [F, Kiisten & George FFH.]
Figure — L_030
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Creating a County License Case Notebook (continued)

Issues Page
1. (A) Click on the Issues page tab. Use this page to view and enter information about any outstanding licensing issues with the

home.
1", Resource Management - [County License Case [F, Kristen & George FFH, 99999]] i =] ]
#> Fle Edit Action Assodated Window Help == x|
] ] = P =
Cebalp el TN ]
- = =
] | Cha_lacleristics' Wisits [ s
r Li ing lssues
+ | Date Category Issue Type
"Caleguly
Date lzzue Type Complaint Finding Deficiency Corected
| E = [ E
lzzue Motes
-]
[ |
||Heady |Eounty License Caze [F, Knsten & George FFH,99939]
Figure — L_031
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Creating a County License Case Notebook (continued)

From the File drop-down menu, select Save to Database. Choose Continue Working.

Continue working will automatically load the next Scenario Manager arc file M08_SO01 Licensing (Part 3).arc.
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Creating a County License Case Notebook (continued)

Scenario Manager File: M08_S01 - Licensing (Part 3).arc.
Record License Information

1. The home is now licensed and needs to be recorded in CWS/CMS. Reopen the County License Case to record that the home is
now licensed. (A) Click the open existing County License Case notebook. (B) Highlight the home. (C) Click OK.

W A
Cef e P T

J | | [ [ (|

Select ltem to Open
ICount_l,l License Case

Open thiz County Licenze Caze

RBemove |
Sort._. |
Retrieve Data... |
Help |

Figure —L_032
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Creating a County License Case Notebook (continued)

1. According to our story the home has now been approved. (A) Click on the ID page tab. (B) Click on the “+” of the Application
Status grid and (C) Select “Application Approved” in the Current Application Status field. (D) Record the date of approval in
the Start Date field. (E) Click the “+” of the License Status grid. (F) Choose “Licensed” from the drop-down menu of the

Current License Status field. (G) Record the start date in the Start Date field.

il Resource Management - [County License Case [F, Kristen & George FFH, 999999]] =] 3]
¥A File Edit Action Assocated Window Help = x|

2| 4813189 5 b

SR | T | | =

| Cha_racleristicsl Wizits | Issgesl

Identification

Placement Facility Hame E
F. Eristen & George FFH

5\‘icense Status

Start Date | End Date
D Curient Application Status » Current L\cansa( G \
IAppI\caliUn Approved ILicensad
Start Date End Date Start Date nd Date
| ez I | [l T cosd |[oamzor [ | Ll I Closed
Application Received  License lssued Ewpiration D ate !I Agzigned Staff Person
[oisso07 []  Josanszo07 [ [77 B [, Chris =l
Annual Vigit Due Annual Visit Completed  Training Review Date Mext Training Planned
[oamszooe [-] B | B [
Training Completed Priority Information
I |
= =
Certified Pending Licensure Status
Start Date End Date [~ Certification Farm Completed
||—ﬁeady IEounty License Caze [F, Kisten & George FFH,999939]
Figure — L_033

Assigned Staff Person:

For a Resource Family Home, the user has
the option to assign a staff person from a
different county to the County License Case
by clicking on the binocular icon. When the
staff person search dialog box is displayed,
the user can choose the County drop-down
and change to the appropriate county.

If the Placement Facility Type is Resource
Family Home, the county of the Assigned
Staff Person will be displayed in red at the
top of the page.

/License Status End Date: \

For non-LIS Foster Family Homes or
Resource Family Homes, if the License
Status End Date is populated, the
Placement Home End Date field will be
populated on the Placement Home
notebook, and the Placement Home

Knotebook will be read only. /
/Annual Visit Due: \

Initially, the Annual Visit Due date is set for
one year from the License Issued date.
After Annual Visit Completed date is
entered, the Annual Visit Due Date

will be updated to the Annual Visit
Completed date plus one year.

\ )

Rev. 01/2018 34

Licensing Student Guide



Creating a County License Case Notebook (continued)

The home is now available for the placement of children.
From the File drop-down menu, select Save to Database. Choose Continue Working.

Continue working will automatically load the next Scenario Manager arc file M08_S01 Licensing (Part 4).arc.
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Closing a County License Case

Scenario Manager File: M08_S01 Licensing (Part 4).arc.

1. (A) Open the Placement Facilities Section (red button). (B) Open an existing the County License Case notebook.

12 Resource Managyg
ile Edit Action

Window HeI|:|

=101 x|

.I

)

B ET

Figure — L_034

2. (C) Select the specific licensed home. (D) Click OK.

Select Item to Open

|County License Case

Open this County License Case

j Load

Local I I Facility Name ] License Number

| 1] =1 W.Chis A, Joy FFH 999999
2| =1 W.Chis B. Stella FFH
1 3] =1 W.Chis C, Libby FFH
| 4] =1 W.Chis Children's Home FFH
5 1 W, Chris F,J FFH 9
v F. Kiisten & George FFH 333353
L 72| = W, Chis G, Karen FFH 999393
| 8] =1 W.Chris H. Kim FFH 999333
9| =1 W.Chis M, Maria FFH 999333
|10 = W, Chis Rainbow House for Children FF' 993333

1] o1 W, Chis 5. Jessica FFH 999333

— )

Cancel

New

RBemove |
Sort... I
Retrieve Data... I
Help I

Figure - L_035
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Closing a County License Case (continued)

3. The ID page tab of the County License Case notebook will display. (A) Click the “+” in the License Status grid to create a
new row. (B) Enter the correct value in the Current License Status drop-down list. (C) Record the start date and (D) click Yes.

1il-. Resource Management - [County License Case [F, Kristen & George FFH, 999999]] 10l x|
#A Fle Edit Action Assodated Window Help =121 =
I JICE 5
W H| | 15 B
IR [N | | [ | <]

D | Cha[actelisticsl Wisite I Issgesl

r Identification

Mumber Placement Facility Name A
|EEEEER] F. Kristen & George FFH ]
r Application Status ense Status

+ | Application Status | Start date | End Date License Status
1 |Application Approved 0340142007 | 05/01/2007 1 |Licenses initiated closure | 05/0 7| 050172007
2 |Pending 0141842007 | 03/01/2007 2 |Licensed 05/01/2007
| ||| 2 |Pending 017152007 | 03/01/2007

Curent Application Status
IADD\icaIiUn Approved j
Start Date End Date

Joz/oi/zo07 [=]  [05/01/2007 [ W Close

Application Received  License lssued

Current Licerse Status

icenzee initiated closure
tart Date EndDate
5/m /2007 [-]  [06/01/2007 [+

C

¥ Closed

Expiration Date !I Azzigned Staff Person

|ose2o07 [-]  Jossot/z007 [ | [E| |1 Chiis d

Annual Wisit Due Annual Visit Completed  Training Review Date Mext Training Planned

[ozmzooe [ | [ [ |

Training Complated Prioritg |nfarmation Resource Ma "ﬂgelneﬂt i [cﬂ““tv License Case [ EI
. =
B [ [Fule 11148]

Certified Pending Licensure Status

Start Date

End Date

™ Cedtification Form Completed

F\eady

|County License Caze [F, Kristen & George FFH,993999]

Figure — L_036

l i Ending the current active license status will end date the
azsodated Placement Home and will make the Placement Home
notebook read-only, Do you want to procesd?

Figure —L_037

From the File drop-down menu, select Save to Database and exit CWS/CMS.
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Substitute Care Provider Moves to a New Address using Process Placement Home
Move command.

Scenario Manager File: M08_S01 Licensing (Part 4).arc.

The Process Placement Home move command will allow the user to move a placement home or allow the user to update an active
substitute care provider’s address.

(A) Open Resource Management.

¢'g CWS/CMS Control P = » = Dﬂ
Run Preferences. Help{ A P [al
LR

| Reay[ [ [ ,

R

Figure —L_038

4. (A) Open the Placement Facilities Section (red button). (B) Open existing County License Case notebook and (C) select the
specific licensed home. (D) Click OK.

iz

Figure L_039
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command

(continued)

The ID page of the County Licensed Home will display.

il Resource Management - [County License Case [F, Kristen & George FFH, 999999]] = | Ellﬂ
#A File Edit Action Assodated Window Help =0
il s 'r =
ep el bl JHE T >

P T P D (S <]

10 IEha[acteristicsl Wisits | Issgesl

r Identification

[Jurnber Placement Facility Mame

(333333 | |F. Kristen & George FFH

rApplication Status r License Status

Application Statug | Start date | End Date + License Status Start Date | End Date
Application Appraved | [ 07 03 7
2 |Pending 01 A15/2007 | 03/01/2007 2 |Pending 01/15/2007 | 03/01/2007

Current application Status Current Licenze Statuz

IAppIication Approved j I Licenzed ﬂ

Start D ate End Date Start [ ate End Date

[pasatszon7 =] | | 7 olosed  [|[o3/01s2007 [A] [l I Clozed

Application Received  Licensze |lzzued Expiration D ate ﬂ Azsighed Staff Perzan

[or/18s2007 [ [0z /2007 [ | (=l |4 Chris =1

Annual Visit Due Annual Visit Completed  Training Review D ate Mext Training Planned

Joasiszone -] [ | [ |

Training Completed Priority [nformation
. =
= =

Certified Pending Licensure Status

Start D ate End Date [ Certification Faorm Completed
||F|eady County License Case [F. Kristen & Geonge FFH . 333333]

Figure — L_040
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command

(continued)

5. (A) Open the Placement Home notebook. (B) Choose the specific home. (C) Click OK.

ssociated  Window  Help

=IOl =]
=1=1x]

|+ |

10 I Eha[acteristicsl Wigitz | Issgesl

r ldentification

Mumber Placement Facility Mame
|999999 IF, Kristen & George FFH

X

Cancel |

Local| End Date County Facility Type / Facility Mame Hew

Sacrarenta Fazter Family Haome , Kristen & Geo
Hemove |
Sort... |
Retrieve Data... |
Help |

Select |tem ta Open
IF‘Iac:ement Home j Load | m

Open thiz Placement Harme B

4| | »

|F!eady IEounty Licenze Caze [F, Krnsten & George FFH,999339]

Figure —L_041
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command

(continued)

The 1D page of the Placement Home will display.

i Resource Management - [Placement Home [F, Kristen & George FFH]]

— X
% File Edit Action Associated Window Help 5 X
= 1I] ‘-
am 3 3 18] ! 5
Mim|Sat - = =
O | =
10 l Substitute Care Provider] DOther Childlen] DtherAngts] Eha[fF'ref] License Info. Eomments] Special F'rojects] F'agee] L& Payee | Hold Sgatus] Background Check.
r Identification A
Mame Frimamn Substitute Care Provider Placement Home End Date
|F Krigten & George FFH |F, Kristen | End Date
Type ﬂ Operated By Reason Type
|Foster Fannily Home j | ﬂ j
Foster/Resource Family Home Type License Mumber Comments
[Open B |
Age R HFlacement: Beds Aval  Adj Cap.
rAge Range
From To |1—"3—| |D
0 [ Primary Phone _ E . Fax ™ This home iz an hold,
|[9‘I £ o00-2213 | |[ 1 - Please see the Hold Status page.
~Backup Contact I Home Inactivated by Process Placement Home Move
Mame Phone Ext. [ At Capacity
[ -
| | | I~ Adoption Only
Address
Street Mo, Street Mame City
|1 7 Side 5t |S acramento
State ZIF ZIF Ext Geographic Region County of Location
I Califarnia ﬂ| |95834 | Sacramento ﬂ
Foreign Country Foreign ZIP Foreign Address Description [Province Name, ete.]
Comment
Dizaster Emergency Contact Inf 1]
’7Name Phane Ext Alternate Phone  Ext v
| i 1 [ i 1 [
|Fieady |F'|ac:ement Home [F. Eristen & George FFH]
Figure — L_042
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command

(continued)

6. With both the County License Case and the Placement Home open, (A) Click on the Action drop-down menu. (B) Select

Process Placement Home Move.

D

ﬁ Resource Manageme

ent Home [F, Kristen & George FFH]]

% File Edit Action  Associated Window Help
Transfer Staff...
Reassign Caseload...
é Retrieve Ternplate...
D | Substin

il Add Template...
r Identification

] License Info. Comments] Special F'rojects] F'a_lgee] LA Payee | Hold Status | Background Check

Attach Existing Sub Care Provider...

Maintain Duty Workers...

r Backup Contact

Fleasze see the Hold Status page.

™ Home Inactivated by Process Placement Home Move

Marne Phonhe Ext. [ &t Capacity
[ -
| | | I~ Adoption Only
Address
Street Mo, Street Mame City
|1 77 |Side St |Sacramento
State ZIF ZIF Ext Geographic Region County of Location
ICaIifomia ﬂ| |95834 ISacramento ﬂ
Fareign Country Fareign ZIF Foreign Address Description [Province Mame, ete.]

| =l |

Comment

M amne

Fhane Ext

Alternate Phone  Ext

"Disaslm Emergency Contact Inf

| i 4 |

[P |

Mame View Other's County License Case... Frimary Substitute Care Provider Placement Home End Date
F. Kristen & Gec |F, Kristen | End Date
End Logon ID...
Type Reset Password... By Fieasan Type
Foster Family H Merge Attorney... j | ﬂ
Foster/Resaurce Merge Education Provider...
Comments
Open Merge Placement Homes... B
Merge Substitute Care Provider
[ Age Range- Process Placement Home Move...
From To - -
T IF: Rt dup e ol [ This home is an hold.

>

|M0ves a placement home

|F‘Iacement Home [F. Kristen & George FFH]

Figure - L_043
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command

(continued)

7. Enter all information from the previous home. (A) Be sure the NEW address is recorded here. (B) Click OK, the Process
Placement Home Move message will display, (C) click Yes to proceed with changing the Substitute Care Provider address.

Process Placement Home Move

Resulting Home Type

Licenze Capacity

Yiou are about to change this Placement Home's License Status to 'Licenzee initiated clozure’. A new
Placement Home with the same active substitute care providers will be created. Pleaze enter the
following infarmation that will be used to create the new Placement Home. Once the O button is
prezzed, the new home will be created and all active placements will be moved ta the new home.

|Foster Family Home

ML

Licensze Status

End Date/Statuz Start Date

|Licensed

Licenze Number Application Status

| |os/msz2007 [+

App. Rec'd Date

Cancel

0K 2
|
|

*

D

EEEEES] | 4pplication Approved | [01/1 -] Help
ﬂ Operated By
| |
[ Transitional Housing Placement Program Facility
~Address
Street Mo. Street Mame |
|244 NoWay Process Placerment Herme Move
City County of Location State ZIF
|Sfacramentn ISacramento ﬂ“[ﬁﬂ ﬂ| |E|5834 . _ . [Rule 07606]
Primary Phane Ext ‘' The new placement home will be created.
|[9'I £) 0002213 | Any associated placement home documents will be moved to the new
Cammicis home, and will ne lenger be available in the old home,
The placement home will b ed and all active placements will be
moved. This process canr@done. Continue?
Figure — L_044 =
Figure — L_045
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Substitute Care Provider Moves to a New Address using Process Placement Home Move command
(continued)

By selecting ‘Yes’ in Figure L_045, the substitute care provider address will be changed and CWS/CMS and the system will
automatically do the following:

8. The old placement home active license will be end dated with the Reason Type of ‘Home End Dated by PPHM', and the
Placement Home notebook will be read-only. A new (Resulting Home Type) placement home will be created, the active
placements including adoptive placements will be moved from the old placement home to the new placement home. This
includes associations to substitute care providers, county license cases, active connections to special projects, notes, other
adults and children in the placement home, Adoption Home Studies, and Profiles.

9. Any associated Placement Home Documents will be moved to the new home, and will no longer be available for the old
home.

10. Both the old and the new home will be saved to the CWS/CMS database.

11. The old FFH home will be end dated with the reason “Licensee initiated closure”.
12. All of the children placed in the old home, will be moved to the new home.

13. Automatically saves to the database.

Close the Resource Management application and Exit CWS/CMS.
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process
Placement Home Move command

Scenario Manager File: M08_S01 — Licensing (Part 4).arc

In addition to updating a substitute care provider’s address, the Process Placement Home Move command can also be used to allow
the user to move a placement home. For valid placement home types, please reference step number four in this section. For the proper
user authorities and privileges, please reference the Resource Management Student Guide, Resource Management Placement Facility
Maintenance privilege or CWS/CMS Help.

1. (A) Open Resource Management.

=lofx|

[ Ready NUM A

Figure - L_046
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move
command (continued)

2. (A) Open the Placement Facilities Section (red button). (B) Open the County License Case notebook and (C) select the
specific licensed home. (D) Click OK.

County License Case A

Facility Mame License Number Mew

A, Joy FFH 393339 =

B. Stella FFH 993339 Remove
C. Libby FFH 993339

Children's Home: FFH 993339

F.J FFH g
F, Kristen & Ges 9 Retrieve Data._
G. Karen FFH E
H. Kirn FFH 993339

Cancel

b4, Maria FFH 993339
Fiainbow House for Children FF/ 333333
5. Jessica FFH 993339

||
| 4]
5
B
| 9|
11 ]

an9a9n —I—I—I—I—IE

Figure - L_047

Rev. 01/2018 46 Licensing Student Guide



Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move
command (continued)

The ID page of the County Licensed Home will display.

1ll, Resource Management - [County License Case [F, Kristen & George FFH, 999999]] = |EI|1|
¥\ File Edit Action Assocated Window Help |8 x|
= Girs |
o £ 13 18] 5! 5]

= R R R <

5} |Cha_laclerist\cs| Wizits I Issgasl
r Identification

Mumber Placement Faciliby M arne
|999998 F. Kristen & George FFH
rApplication Status

rLicense Status

Start date | End Date + License Status Start Date | End Date

2 |Pending 01A15/2007 | 03/01/2007

2 |Pending 01/15/2007 | 0301 /2007

Current Application Status

Curent License Status

IAppIicatiDn Approved j ILicensed j
Start Date End Date Start Date End Date
[oamizzo07 -] | ] roowmsed ||[psoiszoor [ T Cosed
Application Received  License |ssued Expiration D ate ﬂl Azzigned Stalf Person
[minsszo07 -] Jozamzo07 [ | [ [, Chis Rd|
Annual Yisit Due Annual Visit Completed  Training Review Date Mext Training Planned
[oanszo0e [-] | [ | [ [
Trainifg Completed Priority Information
Certified Pending Licensure Status
Start Date End Date [~ Cetification Foim Completed

||H eady |County License Case [F. Kiisten & George FFH,933939]

Figure - L_048
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move
command (continued)

3. (A) Open the Placement Home notebook. (B) Choose the specific home. (C) Click OK.

ssociated  SWindow  Help

=10l x|
=181 x|

+ |+ 1

_|_|_|

+

1D | Characteristics I

Wigitz I lzzues I

r ldentification

Hurnber

Placement Facility Mame

|353935

Select ltem to Open

|F, Kristen & George FFH

| Placernent Home

Open thiz Placemant Home

X

1]

= ﬁl Q Cancel |

Local| End Date County Facility Type  Lon Facility Mame New

Sacramento Foster Family Horne N F. Krigten & George FFH
Bemove |
Sort._. |
Retrieve Data... |
Help |

||_ﬁ eady

IEZounty License Case [F. Kristen & George FFH,933333]

Figure - L_049
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move

command (continued)

The 1D page of the Placement Home will display.

t Resource Management - [Placement Home [F, Kristen 8 George FFH]]

— *
%2 File Edit Action Associated Window Help a x
R -
W |8 : A= B}
I [ )
1D l Substitute Care Provider ] Other Children ] DtherAdglts] Cha_r.-"F'reF] License Info. Eomments] Special Projects ] Papee ] LA Payee | Hold Status | Background Check]
r Identification ~
Mame Frimary Substitute Care Provider Placement Home End Date
|F Krizten & George FFH |F, Krigten | End Date
Type ﬂ Operated By Reazon Tope
|Foster Family Home ﬂ | ﬂ | j
Foster/Resource Famiy Home Type Licenze Mumber Comments
[Open =] |9g9ass
Age R HPlacements Beds Aval.  Adj. Cap.
rAge Range
From To |1—"3_| |D
T E Primaty Phone _ E . Fax [ This home is an hold,
|[3‘I £1000-2213 | |[ 1 - Fleasze see the Hold Status page.
~ Backup Contact I Home Inactivated by Process Placement Home Move
Mame Phaone Ext. [~ At Capacity
[ -
| | | [~ Adoption Orly
Address
Street Mo, Street Mame City
|1 7 |Side St |Sacramento
State ZIP ZIF Ext Geographic Region County of Location
IEaIifomia j| |95834 | ISacramento ﬂ
Fareign Country Fareign ZIF Foreign Address Description [Province Name, etc.)
Ay
Comment
Dizaster Emergency Contact Information
’VName Phone Ext Altermate Phone  Ext v
[ MY [ MY [
|F|eady |F'Iacement Home [F. Kristen & George FFH]
Figure - L_050
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move

command (continued)

4. With both the County License Home and the Placement Home open, (A) Click on the Action drop-down menu. (B) Select
Process Placement Home Move. The user has the ability to move the following types of placement homes with the Process
Placement Home Move command depending on the placement scenario: FFH, RFH, FFACH, FFACRFH, and R/NREFM.

Including FFHs’ that populated from the License Information System (LIS). The placement home must have an active license
except for RINREFM, FFACH, and FFACRFH homes.

} A )
ﬁ Resource Managem ent Home [F, Kristen & George FFH]]
mFlle Edit = Action Asstliated Window Help

- X
g %
0| § Transfer Staff... ﬂ
L 4 Reassign Caseload... ﬂ
<
é Retrieve Template... J
1D ]Sul_:stitut- . ] License Infa. Comments] Special F‘rojects] F'a_lgee] LA Payee | Hold Status | Background Check.
= Add Template...
r Identification A
Attach Existing Sub Care Provider...
Mame View Other's County License Case... Primary Substitute Care Provider Placement Home End Date
F. Kiisten & Gec |F. Kristen End Date
End Logon [D...
Type Reset Password... By Feason Type
Foster Family H Merge Attorney... j ﬂ
Foster/Resource Merge Education Provider... e
Comments
Open Merge Placement Homes...
Merge Substitute Care Provider B
[ Age Range: Process Placement Home Move...
From  Ta . -
[0 1 Update Adoptive Home I This home iz on hold
Maintain Duty Workers... Flease see the Hold Status page.
- Backup Contact ™ Home Inactivated by Process Placement Home Maove
Mame Fhone Ext. [ &t Capacity
[l -
| | ™ Adoption Only
Address
Street Mo, Street Name City
[1717 |Side 5t |5acramenta
State ZIP ZIPExt Gengraphic Fegion County of Location
ICaIifomia ﬂ |95334 ISacramento ﬂ
Fareign Cauntry Fareign ZIP Foreign Addrese Description [Province Mame, etc.]
52§
Camment
Disaster E Contact Inf
’7Name Phaone Ext Alternate Phone  Ext v
| I | [ |
|Moves a placement home |P\acement Hame [F. Kristen & George FFH]
Figure - L_051
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move
command (continued)

5. On the Process Placement Home Move dialog box, for the Resulting Home Type drop-down, (A) choose Resource Family
Home. (B) Enter an End Date/Status Start Date, (C) Application Received Date, and (D) License Capacity. (E) Enter the
License Number, verify the information and update all mandatory (yellow) fields. (F) Click OK, the first Process Placement
Home Move message will display, (G) click Yes, to proceed with placement home move. The second Process Placement
Home Move message will display, (H) click Yes to proceed with creating the new placement home.

Process Placement Home Move X County of Location:

“r'ou are about to change thiz Placement Home's License Status to 'Licensee inttiated closure’. A new The County Of Location is sej[ to the curren_t county of the p_lacement home.

Flacement Home with the zame active substitute care providers will be created. Pleaze enter the If the Resu|t|ng Home Type is Foster Faml|y Home, and will be read onIy.

fallowing information that will be uzed to create the new Placement Home.  Once the OK. button iz : H : : :

p{essed? the s b vl bo created an tive placements will be mo b 1o home, If the Resulting Home Type is Resource Family Home, the County of Location is enabled

for undates.
A D
Resulting Home Type Licensze Capacity
|F|esource Family Home - |4 7 oK F

T Resulting Home Type/License Status:
icense Status End D ate/Status Start Date ) A . ) .
[RFA Approved <] e If the Resulting Home Type is Foster Family Home, the available License Status drop-

Cancel . . .. . . . .
: o , down choices are: Licensed, Provisional License, Probationary License and Licensed
Licenze Mumber Application Statug App. Rec'd Date

— Pending Incr in Capacty/Toddlers. If the Resulting Home Type is Resource Family Home,
Hel
399333 Sgplication Approved | {01/15/2007 — the available License Status drop-down choices are RFA Approved, and RFA
M| operated By E Probationary.
| =

v

~

™ Transitional Housing Flacement Program Facility

)
~

)

Add Operated By: State:
e ress . .
Chraet o I The Opera_\ted By drop-dO\{Vn is mandatory if The State defaults to the state of the
[i717 Side St the Resulting Home Type is FFACH or placement home. The State drop-down
City County of Location State ZIF ZIF Ext F_FACRFH' C“Ckmg ,the binoculars will is enabled for Resource Fam"y Homes
[Sacraments Sactamerts NI display a search to find the agency or only to allow out of state moves.
e Ext organization operating the placement facility.
|[316) 000-2213 [
Comments
Process Placement Home Mowve Process Placement Home Move
J— &% [Rule 07606]
. . [Rule 11043] ! 5 ) The new placement home will be created.
! ! You are about to change a Foster Family Home to a Resource Family Any associated placement home documents will be moved to the new
F|gure - L 052 = Home. Do you want to pl’DCEEd? home, and will no longer be available in the old home.

The placement home will be saved and all active placements will be
moved. This process cannot be undone. Continue?

G
Figure - L_053 \J | H

Figure - L_054
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Foster Family Home (FFH) move to a Resource Family Home (RFH) using Process Placement Home Move
command (continued)

If the user selects “Yes’ in Figure L_053, and ‘Yes’ in Figure L 054 the new (Resulting Home Type) will be created and CWS/CMS
and the system will automatically do the following:

1.

4.
S.

The old placement home active license will be end dated with the Reason Type of ‘Home End Dated by PPHM', and the
Placement Home notebook will be read-only. A new (Resulting Home Type) placement home will be created, the active
placements including adoptive placements will be moved from the old placement home to the new placement home. This
includes associations to substitute care providers, county license cases, active connections to special projects, notes, other
adults and children in the placement home, Adoption Home Studies, and Profiles.

Any associated Placement Home Documents will be moved to the new home, and will no longer be available for the old
home.

Both the old and the new home will be saved to the CWS/CMS database.
The old home will be closed with the reason “Licensed Initiated Closure’.

Automatically saves to the database.

Close the Resource Management application and Exit CWS/CMS.
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Search Tips

There is no “Search” command in Resource Management.

When retrieving a placement home in Resource Management, you are limited in the criteria that you can enter and your text must be

typed exactly the way it appears in the notebook. This is because there are no phonetic search options available in Resource
Management.

If you need to search and retrieve a Placement Home notebook in Resource Management you need to:

e Click on “Open Existing Placement Home” notebook.
e Enter the appropriate information in the “Select Placement Home Filter” dialog box and select “OK”.
e If there are no placement homes in cache, you will need to click the “Retrieve Data” button.
e If you have difficulty retrieving a home that you know exists in the database try the following:
» Changing to the appropriate Facility Type.

» Changing the County field to “None” and enter only the Substitute Care Provider’s name. (Many Substitute Care
Providers have provided out-of-home care for children in more than one county.)

» Search for the home in Client Services and then use the exact spelling of the Substitute Care Provider’s name or facility

name back in Resource Management. You can also copy and paste the search results information to the criteria field in
Resource Management.
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Placement Home Reports

The following reports may be useful to the licensing worker:
History of Placements in Home

This report lists placement information about every child that was placed in a specific placement home. You specify the home and the
date range.

Substitute Care Provider Licensing History

This report provides a history of all the associated placement homes and licensing issues for a specific SCP. This is helpful when you
need to know if a SCP is listed as a caretaker for more than one facility type (i.e. they are a relative home and a foster family home
provider).
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How Do | Create a Report?

1. Reopen Scenario Manager File: M08_SO01 Licensing (Part 4).arc and open Resource Management application.
2. Open the Placement Home notebook for the specific home or SCP. Click the File drop-down menu. Select File, Print Report.

3. (A) In the Area of Interest field choose “Placement Home Reports” and then (B) select the appropriate report in the “Report
Name” section. (C) Select the “Print Preview” button and walk through the remaining steps.

Print Report
Area of Interest
iPlacement Home Reports
Report Name Print Previe
History of Placements in Home
SCP-Licensing History ° Ermtsith
Mty
Selection
Cancel |
Help |
Figure — L_055
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Program Management Reports

Licensing program Management Reports compile information at the statewide or countywide level from the CWS/CMS database.
They are generated at the state, county, office, unit, and caseload levels.

Licensing Program Management reports provide state and county managers with the information they need to monitor and evaluate
the accomplishment of the Foster Home Licensing Program goals and tasks.

Licensing Program Management reports are available on a fixed schedule according to the report frequency, and can be
viewed/created at any time. The extract files for many of the reports are saved at the database, so users can create reports for past time
periods as well as current reports.

1. To access Program Management Reports use the File drop-down menu, select the Print Report command and (A) Select
“Program Management — Licensing” as the Area of Interest. The names of the Licensing Program Management reports will
display.

2. (B) Select the report you want and (C) click the print button and walk through the remaining steps.

3. Exit CWS/CMS.

Area of Interest

Report Name Print Preview |

PMAGSCAP Age and Sex Summary

PMETHCAP Ethnicity Summary N Print with
PMLANCAP Language Summary Multi

Selection

PMLCOMPL Licensing Complaint Log -Foster
PMLICMGT Licensing Management Report

PMLICSTA Licensing Statistics Report Cancel I

PMLLCHLD Licensing Cases On-Hold

PMLLCLOS List of Children -Closing Homes Help l

Figure — L_056
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Tips & Tricks

e Can I merge duplicate County License Case notebooks?

No. The CWS/CMS application does not have a Merge County License Case notebooks function.

e Can I create a list of licensing cases assigned to me?

Yes. You can view your licensing “caseload” by clicking on the Open Existing County License Case icon.

In the Open dialog box, click the Sort button. In the Sort Order dialog box, select Staff Person as the 1st Sort Key, Facility Name
as the 2nd Sort Key, and License Number the 3rd Sort Key.

e Can I view a county license case assigned to other staff persons in my county?
Yes. Use the “View Other’s County License Case” command in the Action drop-down menu.

The county license cases of other staff in your county will be read only.

e |f ahome was previously closed, do | create a new home or modify the existing one?

There are pros and cons (affecting the outcome of reports) to each of the following methods. Be sure to check with your county as
to procedures.

e |If the home was closed in error, you can delete the incorrect rows in the License Status grid.

On the ID page of the County License Case, update the Application Status and License Status grids to “pending” again. This will
create new licensing information and therefore much of the previous information will be removed.

You can also create a new Placement Home notebook and County License Case notebook in order to preserve all the old
information.
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Tips & Tricks (continued)

e How do | attach an Existing Substitute Care Provider to a Placement Home notebook?

Click the Open Existing Placement Home notebook. Enter the Substitute Care Provider’s name in the select Placement Home
Filter dialog box, and click the OK button. When the Placement Home notebook is retrieved from the database, the associated
Substitute Care Provider(s) will come into cache with it.

Bring the Placement Home notebook to which you want to attach the Substitute Care Provider notebook in focus.
From the Action menu, select the Attach Existing Sub Care Provider command.

In the Attach Existing Sub Care Provider dialog box, select the Substitute Care Provider in the Attach this Substitute Care Provider
and click the OK button.

Summary

This module provided an overview of the County Licensing process. It introduced the following topics:

e Search functionality

e Creating a Placement Home

e Creating a County Licensed Home

e Closing a County Licensed Home

e Moving a Substitute Care Provider to a New Address using Process Placement Home Move command

e Moving a Foster Family Home (FFH) to a Resource Family Home (RFH) using the Process Placement Home Move command
e Creating Reports

e Creating Program Management Reports
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