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e Children’s Services

Storyboard

Adding, or Ending
FSS/FCIP Episodes

This storyboard provides instruction for adding,
reassigning, or ending an FSS or FCIP Episode
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Person Search

Perform a Person Search to determine whether the youth in focus has previously had involvement with DCS.

Depending on whether the youth has previous involvement will determine how a worker is advised to enter an
episode.

If the youth does NOT exist in TFACTS, the FSS/FCIP Episode may be added via the Initial Action.

If the youth exists in TFACTS, the FSS/FCIP Episode may be added via Quick Action.

Adding FSS or FCIP Episode via Initial Action

Use the Initial Action option when the youth has no previous involvement with DCS

. (The correct youth is not
returned in a Person Search.)

From Workload screen, click Initial Action dropdown; select one of the following:
e Add FCIP Episode

e Add FSS Episode

Intake

Finandcial

Administration

| help |
Select an action... v ‘Workload View v Approvals (0) My Work (2)
Select an action...
Add Crisis Managemen

-

Add Judicial Diversion Episode Viewing for Ri

Add FCIP Episode

Add FSS Episode Type Y ID Y Name Y Assignment Role b 4
NVOoICe

» Ongoing Case

Add Manual Receivable

» Ongoing Case
Add Offline Payment

T 28I o 918 10 v items per page 1 -2 of 2 items
F n Se h Criteria
OR
SN:
OR
----------- e Tye w F E
Last Name:
Dateof Birth: [ |4 Rac -
# Advanced Search Criteria
| search il clear Form]
If search results do not return the correct youth’s name, click Add Person.
Results Page 1112131415 1gp
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On the Basic tab, complete Person Information and click Save. The Add FCIP Episode screen displays.

Basic Demographics Address Add'l Background Safety Hazard
Person Header
Nal Gander noB:
Person ID: 129803013 ssn: Age
Person Links
Education Einanclal Legal History Military History,
Health Person Characteristics Merge History
Person Information
Name Type: *
prefix: | <
Gender: + | ~] SN |
pOR: + | I |
Estimated Age 1 oavs [ tmontnis) [ vearts)
Birth City [ Birth County [ Birth State | ~ Birth Country [
fennessee Resident: ~] us citizen ~] Legal Alien Status: [ ~] If not U.S. Citizen, whera? ]
Driver's License # [ Issue State: ~ Expiration uc]
SSN Appliad for: [ ~] SSN Applied for Date 1
S5 Validation Date Revalidate SSA Mo~ Stop SSA validation:  [Ne |
SSA validat | S5A Validation Failed Reason: SSA Validation Detalls
safety IPA Exists En Absconder
Additienal Names
[ [ mMameType [ Prefix | FrstName [ MiddleName(s) | lastName | sufix [ |
[ Avoly| ‘ancel|

Add FCIP via Initial Action

e Enter Begin Date* - Use the calendar function or enter the date FCIP assignment/episode begins
e Assign To* - Type the Last Name of the Employee and choose the employee
e Click Save if correct. Click Cancel to leave this screen/discontinue entry of this FCIP episode

Add FCIP Episode

Begin Date *

I Assign To:* I

Add FSS via Initial Action

e Begin Date - Use the calendar function or enter the date FSS assignment / episode begins

e Origination - Select one: Court, CPS, Resource Linkage, SS/JJ or Walk-in from the dropdown list.
¢ Intensity Level - select one -options based on selection for Origination

o Referral Received Date - Use the calendar function nor enter the date referral received

e Assign To* - Type the Last Name of the Employee and choose correct employee from list

e Assignment Role* - Select On-Going Non-Custodial Worker

Note: DCS workers should not choose Non-custodial Provider Worker.

e C(lick Save or Cancel to discontinue entry of episode
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Add FSS Episode

Begin Date: * )

I Origination: * -I

Assign To:* Assignment Role:*

Save | Cancel

Adding FSS or FCIP Episode via Quick Actions

If the youth is returned in a Person Search, go to youth’s Person Home Page and click the Quick Actions
dropdown. Choose Add FSS Episode or Add FCIP Episode.

Person Home Page

Person: Du,

DOR/Aae: _04/27/2009 (14 ¥rs)
Select an action...
Add Crisis Management 11

Add Emergency

Curr{ Add External Assessment CKSON, TN 38305

=t it
Add FCIP Episode stte (Meritan Inc) (Level 3

Add Foster Care Reguest
Person Links In”\dd FSS Episode I
Add Health Service Confirmation
TFACTS Hisl onthly Summary. Documents
Add IPA
Person Assc ssignment History Packets

Add Judicial Diversion Episode

Add Life Skills Assessment
Add Outgoing ICPC Instance B

Quick Actions: Select an action... b4

Add FSS via Quick Actions
e Begin Date* - Use the calendar function or type FSS assignment/episode Begin Date
e Origination - Select one: Court, CPS, Resource Linkage, SS/JJ or Walk-in from the dropdown list
¢ Intensity Level-- select one -options based on selection for Origination
o Referral Received Date-Date referral received.
e Assign To* - Type the Last Name of the employee and choose the employee.
e Assignment Role - Select On-going Non-Custodial Worker
o Note: DCS workers should not choose Non-custodial Provider Worker.
e Save if correct. Cancel to leave this screen/discontinue entry of this FSS episode.
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=
KL
©

Person Homepage

Person Header

Name: F¢ Gender: Female DOB: 09/22/2008
Person ID: 21 SSN: X3 Age: 14 Yrs

Add FSS Episode

Begin Date: *
-
Intensity Level: v

Referral Received Date: *

Assign To:#| Assignment Role: * v

Save il Cancel

HOME |  HELP & TRAINING PRIVACY & SECURITY | [case/add_fss.jsp cm16_s01_add_fss STG32 version 4.006.19 (06-08-2023 12:57 PM)

Electronic Case File now displays FSS Episode starting on 08/17/2023.

Person Home Page

Person: Pres|
DOB/Age:

Address:

Contact:

Current Location: (Same as Above)

Person Links

TFACTS History Monthly Summary Documents
Person Association nt History Packets
Quick Actions: | Select an action... hA
Electronic Case File +mord =] August 2023 >
select 08/17/2023 FSS Episode Su Mo Tu We Th Fr sa
A 0 1 2 3 4 5
select  08/17/2023 External Assessment Action Step - EPSD&T Medical from 08/17/2023 to
09/16/2023 - An EPSDT medical screening needs to be requested for Elvis. 6 7 8 9 10 1 12
- c - T o ~

Add FCIP via Quick Actions

e Begin Date* - Use the calendar function or type the assignment/episode Begin Date
e Assign To* - Type the Last Name of the employee and choose the employee
e Save if correct. Cancel to leave this screen/discontinue entry of this FCIP episode

Add FCIP Episode

I Begin Date * I

Assign To:*

Save ffiCancel
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Electronic Case File now displays FCIP episode starting on 08/17/2023

Person Home Page

Person:
DOB/Age:
Address:
Contact:

Current Location: (Same as Above)

Person Links
TFACTS History Monthly Summary, Documents
Person Association Assignment History Packets

Quick Actions: | Select an action...

Electronic Case File

+more

August 2023

select 06/1/720257 FCIP Episode || Su Mo Tu We Th Fr Sa
30 31 1 2 3 4 5
select 08/17/2023 FSS Episode
3} 7 R a in 11 12

Reassigning FSS or FCIP Episodes

From the worker's Workload, click to highlight the row for the youth to be reassigned.

Note: Multiple episodes may be reassigned at the same time to the new Worker, if applicable; the re- assignment
date must be after the date of assignment to current worker.

- To select multiple episodes that are not listed sequentially, hold CTRL key and click each row to select

- To select multiple episodes that are listed sequentially, hold Shift and click first and last row in the sequence
to select all rows between

e Click the Reassign button

Home Intake Case Resource Financial Administration

Workload
| help |
Initial Action: View:

Select an action... v Workload View v Approvals (0) My Work (2)

Viewing for Rile Reassign nd
Riley,

Type Y ID Y Name T Assignment Role T
Supervises

» Ongoing Case 1 SS Custody Worker

52 Pre
Ongoing Case 152( Family Crisis Intervention Worker D

Select Case Status: Open

. Organization: Northwest Region
Recordings Case Status Date: 08/17/2023 9 9
I e ° R 10 ¥ items per page 1 -2 of 2 items

e Enter Assignment Begin Date
e Enter Reassign To
e Click Save
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Required Information X

To reassign the selected assignment(s) please select a date
and employee below.

Ending an FSS or FCIP Episode

From the Workload screen, click the arrow to select the youth whose FSS or FCIP episode is to be ended

e Click the Person Overview icon

Intake

Resource

Financial Administration
Workload
| help |
Initial Action:
E T
Viewing for Bov
Bov
Type Y ID Y Name Y Assignment Role T
Supervises
ngoing Case 13T arovvas | oy, DAFFY 0On-Going Non-Custodial Worker a
Case Status: Open
Select . P Organization: TN Valley Region
Recordings Case Status Date: 08/15/2019
-—

e Click Quick Actions drop-down and select End FSS Episode or End FCIP Episode

Person Home Page

Ww\

Add Afterc
Add CANS
Hold CFTM
Curr Schedule CFTM
Add Collateral Contact
Person Links Add Consultation

TEACTS His Add Emergency

Monthly Summary

Documents

Assignment History Packets

Add Foster Care Request

Add FSS Episode h
| Quick Actinns:i Select an action... N

The End Episode screen displays

e Enter, or select from date picker, the episode End Date
e C(lick Save
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Person Homepage

Non-Custody Episode Header

End FSS Episode
End Date: *
e

Type: FSS Begin Date: 08/01/2019

e Goto Assignment History to confirm worker assignment ended.

Person Home Page

Person: Presle
DOB/Age:

Address:

Contact:

Current Location: (Same

Person Links

TFACTS History
Person Association

Monthly Summary Documents
M packets

Quick Actions: | Select an action... hof
Electronic Case File +more 4 August 2023 >
select 08/17/2023 FCIP Episode Su Mo Tu We Th Fr Sa
. 1 2 3 4 5
select 08/17/2023 FSS Episode
3 7 ] a 1n 11 12
e Assignment History page shows the assignment has an End date.
e
rerson Homepage
Person Header
Name: Pre: Gender ROB:
Person ID 1z SSN: Age
ssignment History |
Employee Name Y Supervisor Y  Supervisor Job Y Assignment Role T Begin Date™ v End Date Child/Youth T
Ri w Info Resource Specialist 3 SS Custody Worker 08/17/2023 08/17/2023 F
M M Program Manager Child Welfare Benefits Counselor 08/17/2023 F
Ri W Info Resource Specialist 3 Family Crisis Intervention Worker 08/17/2023 08/17/2023 F
Ri W Info Resource Specialist 3 On-Going Non-Custodial Worker 08/17/2023 08/17/2023 F
Ri w Info Resource Specialist 3 SS Custody Worker 08/17/2023 F
DEN : I 10 7 items per page 1-5of 5 items
Add | Delete

Apply | Save | Cancel

e If no other services are being provided to any Members of the Ongoing/Family Case, proceed to the Case
Overview screen and add Case Closure.
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+ Case Overview
Case Recording
ASFA Review
Forms/Motices
Chec

Investigations Linked

Immediate Protection Agreement

Child Care Assistance Program Referral

Court

Removal Records
Placement Referral

Individual Program Plan

Classification
PreDisposition Report
Delinquency Information

Spedial Caution Alert

Mon-Custody
Incident Reports

1CPC/ICY
IL Program y and Service Referral

Relative Caregiver

| help |

Case Header
’V CaseID: 152

Case Name: Prec

Case Status: Open

Organization: Northwest Region

rCase Overview

rCase Actions

Case Summary.

View Case Information
View Case Status

tory,

Linked/Associated Cases

" Case Address

"Hazard:

1 veamityle |  peron/Address |

No current Hazards have been identified

DCS Central Office

r i Information

SS Custody Worker pre

Assignment History

Assignment Role Child/Youth Name

rCase Alerts

Alert Message

10 " |items per page

T

No items to display

You have completed this storyboard.
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