CMS DATA ENTRY INSTRUCTIONS FOR RESOURCE FAMILY APPLICATIONS AND PLACEMENTS
The following instructions have been developed to instruct counties on how to enter data regarding Resource Family Approval (RFA) applicants and placements with approved Resource Families.
RFA APPLICANT INFORMATION should be entered at the beginning of the process on all applicants, including relatives.  It is also vital that the state developed Special Project Code (SPC) for RFA be used for every applicant.  This will enable us to track the application process from beginning to end in CWS/CMS and eliminate the need for counties to submit separate quarterly data reports to CDSS.  Additionally, the SPC will enable us to look at data around placement stability and permanency outcomes for children placed with Resource Families to evaluate the effectiveness of the RFA process.  A SPC for out of county placements has also been developed. 
These instructions address items specific to RFA and do not include the normal steps for creating a placement home, etc.  All of those required steps and data fields are still necessary.  The following grid shows the data elements that are being used to evaluate the RFA process.
	1
	Date Application Received
	Resource management -  county license case  "application received"  date field

	2
	Disposition of Application  
	Assumed pending until License status is entered as “provisional”

	3
	Date Comprehensive
Assessment Completed
	Date of “provisional” license      

	4
	Date Annual Update Completed
	Resource management -  county license case  "annual visit completed" field

	5
	Annual Update Disposition
	"annual visit completed"  date.  License status field   

	6
	Marital Status
	Resource management -   Placement home -                    substitute care provider page

	7
	Primary Race/Ethnicity
	Same page

	8
	Age 
	Same Page (DOB)

	9
	Educational Level
	Same page

	10
	Criminal Exemptions  
	Resource management -  Placement home -                  background check page                       

	11
	Other adults in the home
	Resource management -  Placement home – other adults page  (use if applicable)

	      12
	Date child placed in home
	Client Services - case -  Placement -  ID tab - "start date" field          

	13
	Relationship to applicant
	Client Services - case  - Placement      ID tab  "care provider relationship to child" field                      

	14
	Emergency Placement
	Client Services-case – Placement – ID tab – placement information - check "emergency placement" 

	15
	Complaints/fair hearings 
	Resource Management - County license case – issues tab – see instructions.

	16
	RFA Relative homes
	Placement home special project page and caregiver provider relationship field


















RESOURCE MANAGEMENT APPLICATION
Placement Home/Substitute Care Provider page
1. Enter all necessary information to create a Placement Home notebook.  Select facility type of “FFH” for all applicants (see page 7 for additional relative info).  The fields (highlighted) in the screen shot include the demographic information being collected for all RFA applicants (elements 6-9).  Enter applicant information when the application is received. This will enable us to have data on withdrawn and denied applicants as well. 
[image: ]

Placement home (cont’d) /Special Projects page  
2. For all applicants enter the RFA Special Project Code (SPC) in the drop down menu – “Resou Family Appvl Placmt Home” or  “S-RFH – out of county”
Note:  All counties must enter the same code.  If you want to use additional county specific codes, that is fine, but you must use the appropriate state developed code first.
 
[image: ]













Placement Home (cont’d)/Background Check page & Other Adults page
3. Exemptions (element 10): under background checks, add “type”, select exemption granted from dropdown and enter date.  If exemption denied, enter that. 
4. Other Adults (element 11): use the other adults page to add other adults who live in the home or would have significant contact with the child. 
[image: ]










County License Case Notebook/ID Page

1. Enter date in “Application Received” field to identify when the application was received or the relative placement process began (element 1).
Enter the unique applicant/family ID number.  Application assumed pending until license status field is completed after approval. 

2. (a) When the applicant is fully approved –
 under Application Status and select “Application Approved” and  under  License Status select “Provisional License” and enter the date (element 3).  See page 6 for emergency placements. 
· The annual visit due date will auto fill.
 (b) If application is withdrawn, or assessment ends in a denial, under Application status select “withdrawn” or “denied” from the dropdown menu (element 2).  
· In the Priority Information text box write RFA denied (or withdrawn) and the reason. 
[image: ]
County License Case Notebook/ID Page (cont’d)

3. (a) For Emergency Placements: under Application Status add row for “Application Approved” and date.  Under License Status and row for “Probationary License.”
(b) Once the relative is fully approved under License Status and a new row to change license status to “Provisional License” and date.  
· The annual visit date will auto-fill based on full approval date. 
(c) If the assessment exceeds the 90-day time frame under the Priority Information text box briefly document the reason it was not completed on time (e.g. relative cancelled two meetings). 
Regarding the identification of relative homes (element 16):  CDSS and the California Child Welfare Indicators Project (UC Berkeley dynamic data website) will identify relative Resource Family placements by using the “care provider relationship to child“ field along with the RFA special project code.

[image: ]


County License Case Notebook/ID page
For the annual update (elements 4&5)
1. Enter date in “Annual Visit Completed” box.   Annual update process should be completed no later than 30 days of the due date.  Once completed, enter the date (this will auto fill the next annual due date).  Under License Status:
· If no changes in the RFH status - nothing further needs to be done.
· If family decides they do not want to continue to be a RF - add row for “Licensee Initiated Closure” and date.
· If approval is being rescinded - add row for “Unlicensed” and date.
Note: Only a county administrator has the privileged to used “Revoked” status.  If you have this privilege still select “Unlicensed” as we need consistent data. 
Note: if the annual visit is past the due date, once completed the date auto fills based on the original date of approval (e.g a due date of Jan 1, 2012 that it is completed on Feb 1, 2012 will have a next due date of Jan 1, 2013).
[image: ]
County License Case notebook/Issues page
Element 15 – Complaints/Fair Hearings
1. For a Fair Hearing - under “category”– click incident; enter the date of the fair hearing;  for “Issue Type” select “Other”; use the Issue Notes box – write “fair hearing complaint” or “fair hearing denial”.  After the hearing, write in the outcome – “affirm” or “reverse” and date.     
2. For a complaint – click “Complaint”, enter date, Issue Type and Complaint Finding.  
[image: ]









CLIENT SERVICES APPLICATION 
Placement/ID page 
1. Complete necessary information to create a new placement.
For data elements 12-14 (information regarding children placed in with a Resource Family):
2. Enter start date (element 12); 
3. Enter Care Provider Relationship to Child (element 13);  This field is vital for identifying relatives   
4. If applicable, check emergency placement box (element 14).   
[image: ]



Revision 6/5/2015
     9

image3.png
lanagement

Placement Home [Emma I
0 Fle Edt Acton Assodated VWindow Hep

niB/ g0

1D_| Substiute Care Provide | Qthe Chidren | Oiher Adits | Cha/Pret | License nf. | Comments | Special Prjects | Pagee | LA Payes | Hod Staus |Background Check.
-Background Information

Name Individual Type

@ ¥es ClNo € Unknown

Out of State Child Abuse Registry

- Background Check Type

Date

Riesided oulside Calformia n the lst § years?

1| Exemplion Requested

02/05/2015

[Ves

Live Scan Received i

Background Check Type Date.

State Registiy | Status Date

Status

State Maintains Registy?

Date Requested

Date Reseived

Status

E|

Status Date.

E|





image4.png
nagement
8 Fle Edt Acton Assodated VWindow Hep.

County License Case [Larsen, 123456789]]

HeaD

| | |
D | Characteitis | st | Issues
- Identification
Nurber Plaement Facilty Name

Lasen

rApplication Status

T License Status.

‘Appliation Status | Start date | End Date | |[ 3] Liconse Status | Stat Date | End Date
Curent Applcaton taus Curentcerse Status

StatDate Endpate StatDate Endpate

e e W ocess =N ER]

Applcation Received - License Issued

Expiation Date

BRzEnE| g

Anvual VistDus  Anual Vist Completed

Trsiring Revien Date.

Assigned Stalf Person

Nes Trsining Planned

E|

Trsiring Completed

E|

T

iy Information

=
=

Certified Pending Licensure Status
StatDale | EndDate

[RFB deried. Unexemptable sime.

I Cetfcation Form Completed





image5.png
Resource Management - [Cour
#5 Fie_Ede Acton Assodted WindowHelp

B/

D | Characteitis | st | Issues

- dentification

Nurber Plaement Facilty Name

[i2sHEee8 " [Laren

rApplication Status T License Status.

Application Status

1| Provisional Livense
2 [Probatonay License

Curent Application Status Curent Lisense Status
Start Date EndDate Start Date EndDate

frzm7zsre [ T ook (RS [ [ S

Application Received  License Issued Expiration Date | Assigned Staff Person
[ ] [z 1 E]

Arvusl Vit Dus Al Vst Compleed Traing ReviewDate  New Trsiing Plarmed
[Geroz7zons [o] =] =R
Trsing Completed Pty nfomaton

] x
] ]

1|

Certified Pending Licensure Status
StatDate | EndDate I Cetfcation Form Completed





image6.png
RESMITE FISTSS

=

88 Fle Edt_Acton Assocbted_Window_Heb

L

4

D | Characteistcs | Vits | lssues

- Identification

Nurber

| I (F

rApplication Status

Plaement Facilty Name

T License Status.

‘Application Status | Start date

fopioved

End Date

Start Date.

End Date

2 | Provisional Lizense 04/15/2013 | 04/25/2014

Start Date

Curent Application Status

EndDate
[0a72572014 [

¥ Closed

Curent Lisense Status

Start Date EndDate

A [ W ok

‘Annual Vist Due.

0471572015 [

Trsiring Completed

Application Received - License Issued

[Qa/z172014

47257204 [

Trairing Review Date  Nest Training Plarned

Expiration Date | Assigned Staff Person
o _ <

T

iy Information

Certified Pending Licensure Status

Stat Date

EndDate

=
=

1|

I Cetfcation Form Completed




image7.png
Resource Management

=lolx|

$A Fie o Action Associated Vindow Help 15|
| ~
W >
| K
o) Characteristics | Visits Issues
- Do Coogor Tosue Tyoo
'
> szt Conplrt 55 i Coonoe
5 sumsra0ts Defcieney 1 -Food Serice

Category —————————

€ Complaint € Deficiency @ Incident

fit hearing derialaffim 5/1715





image8.png
)

i

|

5
3

ST

P‘h‘ﬁﬂ?

Chid Removal Info

D
Identification and Approval

- Placement Information:

| Gngoing Fiequests | Incidental Payments | End Placement/Episade | Temporary Leave |

Frogram Number

Placement Court

i

-

Fiimaty Substit Cate Provider

-

™ Guardian Chid s a Dependent

¥ Active Corfidertial lacement

Start Date EndDate Agreement Effective Date  Agency Responsible - Placement Approval
0172672075 0172672015 County Wekare Depatment Approval Stalus Date
Placement Home Facily Type Fequest Not Subited
(WD Fesouce Famiy Home Foste Famiy Home Nonveltive Nonguaidian

- Shelter Care Extension Approval

Approval Status Date

[Fiequest Not Submitied

Legal Auth.For Placement History.

- Placement Program History.

Logal Auth. For Placement | _Effective Date Start Date End Date Placement Program
sbo dig il
Logal Auth For Plscement Efecive Date StanDate EndDate Plcament Progan Type
[WIE 3003,5,0.3,F 3.1 or] Garteania =] =R

CHDP Program.
0172672015

Date Substute Care Provider
informed of CHDP Program
and brachure given

I Substute Care Provider
Requested CHDP
Services

Date SCP Given HEP and Informed of
Pupose





image1.png
Resource Management =TS |
83 Fle Ede Acton Assocstsd vindow_riep

=18] x|
mf el e B 5
ehalf eIl I 5
S | | || =<l

1D Subslitute Care Provider | Other Chichen | Other Aduts | Cha/Pref | License Info. | Comments | Special Pojects | Payee | LA Payee | Hold Status | Background Check

- Substitute Care Providers

Confidential Attrbutes
55N A Diver's ianse

Primary Income.
rName Secondary Income.
THe  Fist M Last S <]

L [ FEaHeg-e Graduate
Gender————— - Emal Address

© Mae € Fende T ™ Passed Al Backound Checks

-Zl Tabe Location Tabal Afiaion Enplyer Neme
[ =T T

Phone Numbers

B Name Assoc Start Date | Assoc End Date

Employment Stalus

+ | Phone Number Tope

& Yas Cheek to see i Ethricty | [ Specity Race” if known
N is in ync with Hisparic

or Latno Orign. - Eihrici
€ Deslines to State

€ Unable to Determine.

Unsble ta Deermine - Resson Unsble ta Deermine - Resson
] ]

Attormeys Associated to This SCP

[SCP Associations to This Home'

Provider | Stant Date |_End Date | Liconsee - ‘Attomey Start Date] End Date 0
« L SR | >
Stan Date
I Pimay Provider  CDS Person 0972872875 ] | | anamey StatDate EndDate
EndDate
I Secondsny Proicer
rLicensee- Resident Desciiption
€ Yes € No & Unknown ’V(‘ Yes " No & Unknown
5P Address
Steetho,__ StsstName oy
Stse 20 zpex
el i
[eady [Flacement Home [Emma Moore]





image2.png
[Placement Home [J R]] [=[0x]
Fle Edit Search Action Assoated AttachDetach Window Help Toolz =181 x|

Bl el e

1D | Substute Care Povide | QtherChidhn | Other Acts | Chay/Pret | LisesseIfo | Commerts  Specia Prjects | Pae | LA Payee | Hold tati 4 ¥
"Special Projects
- Spocial Projoct Start Date End Date
Specia Priects
StatDate__ EndDate
=

[Ease Michael T1> Placement Home BA]





