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	FSW Responsibility for Youth on Probation (JJ)

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	At first contact
	Explain to youth and family what probation is, how they will benefit and next steps.  Fill out and have youth and parent/guardian sign the Rules of Probation, CS- 0043, 
Equal Access to Programs Form, CS-0158, and the Probation Intake Referral, CS-0801. If there is a need to secure documents from an outside source, have parent/guardian complete form CS-0668 Authorization for Release of Information to DCS if not already obtained.
Forward information along with the court order, petition for the current offense.  Petitions and court orders for previous offenses and other pertinent court records to the JJ unit for case assignment.
	Court Liaison or FSW
	

	 FORMCHECKBOX 

	At first contact
	Give youth and family a copy of the Client Rights Handbook, have them sign form CS-0835 Acknowledgement of Receipt of Client Rights Handbook (last page of the handbook) and forward with other paperwork to the JJ Unit.
	Court Liaison or FSW
	

	 FORMCHECKBOX 

	Within 24 Hours of receiving case
	Contact youth and parent/guardian by face-to-face or telephone.  Provide them with the office number for the FSW and the twenty-four (24) hour emergency contact number.  Schedule next contact.
	FSW
	

	 FORMCHECKBOX 

	Within 14 calendar days
	Conduct a home visit and a school visit.  Interview pertinent parties and complete the YLS/CMI assessment tool in TFACTS. Change youth’s supervision level based on the overall YLS score.
	FSW
	

	 FORMCHECKBOX 

	Per policy
	Supervise the youth on High supervision per policy 13.1 Supervision Levels of Youth Adjudicated Delinquent for Custodial and Non-Custodial Youth 
	FSW
	

	 FORMCHECKBOX 

	At first contact or as soon as possible
	Ask parent/guardian to provide a copy of the youth’s birth certificate and social security card (do not order one with state funds).
	FSW
	

	 FORMCHECKBOX 

	Within 30 working days
	Initiate the Family Functional Assessment in TFACTS based on information gathered. 
	FSW
	

	 FORMCHECKBOX 

	Within 20 working days
	Conduct a Child and Family Team Meeting with the youth, family and support persons to develop the Family Permanency Plan.  The Plan must be entered in TFACTS within three (3) days of its completion.  

	FSW
	

	 FORMCHECKBOX 

	Ongoing
	Enter significant information into TFACTS Case Recordings.
	FSW
	

	 FORMCHECKBOX 

	Quarterly
	Make a notation regarding the youth’s supervision level and justification for the level of supervision.
	FSW
	

	 FORMCHECKBOX 

	Monthly
	Communicate with collaborating service providers regarding the youth’s progress.  Document information in TFACTS Case Recordings.
	FSW
	

	 FORMCHECKBOX 

	Quarterly
	Review the Family Permanency Plan with the youth and family to review progress on desired out comes and actions steps.  Complete Quarterly Progress Report in TFACTS as indicated in the YFIA Manual.
	FSW
	

	 FORMCHECKBOX 

	As Needed
	Youth will submit to random drug screening, as applicable per DCS policy 13.12 Substance Abuse Screening for Youth on Probation and Aftercare.  Results are documented on the Drug Screen Consent Refusal, CS-0831 form or documents provided by the court.
	FSW
	

	 FORMCHECKBOX 

	As Applicable
	Document completion of any court ordered community service work on the Community Service Work Activity form, CS-0807 form. 
	FSW
	

	 FORMCHECKBOX 

	Receive
	Copies of receipts that court fines and restitution has been paid as scheduled.
	FSW
	


	Pre-Custody CPS Assessment Track (No Services Needed)

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Per policy
	Meet response priority as per policy and to ensure safety
	CPS CM
	

	 FORMCHECKBOX 

	Per Policy
	Establish clients in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	Within 72 hours
	Complete Safety Assessment/TL review.  
	CPS CM/TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Immediate Protection Plan (IPA), if necessary. 
If child and parent/guardian are separated, follow DCS policy 16.20 Expedited Custodial Placements, and complete forms CS-0682 Expedited Placement Assessment Summary and CS-0626 Expedited Placement Contract. 
	CPS TL/CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Face-to-face contact (victim): A minimum of one (1) face-to-face contact in the home.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Interviews: Family Contacts (document in TFACTS)
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Interviews: Collaterals (document in TFACTS)
	CPS CM 
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Family Risk Assessment, or
Family Advocacy and Support Tools (FAST) in TFACTS (Depending on region). 
	CPS CM
	

	
	1-30 calendar day
	Share Multiple Response brochure with client and family.  Give client and family a copy of the Client Rights Handbook and have them sign forms CS-0835 Acknowledgement of Receipt of Client Rights Handbook (last page of the handbook), CS-0699 HIPAA Notice of Private Practices-Client Acknowledgement and CS-0824 Native American Heritage Veto Verification as applicable.
	
	

	 FORMCHECKBOX 

	Within 3 calendar days from date of completion
	Review IPA (if applicable), Safety Assessment.
	CPS TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Document all contacts in TFACTS within thirty (30) calendar days from the date of initial contact.
	CPS CM
	

	 FORMCHECKBOX 

	Within 30 calendar days
	Complete form CS-0740 CPS Investigation Summary and Classification Decision, classify, and submit to TL for closure.
	CPS CM
	


	Pre-Custody CPS Assessment Track (Services Recommended)

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Per policy
	Meet response priority as per policy and to ensure safety.

	CPS CM
	

	 FORMCHECKBOX 

	Per Policy
	Establish family in TFACTS.

	CPS CM
	

	 FORMCHECKBOX 

	Within 72 hours
	Complete Safety Assessment/TL review.  

	CPS CM/TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Immediate Protection Agreement (IPA), if necessary. 

If child and parent/guardian are separated, follow DCS policy 16.20 Expedited Custodial Placements,  and complete forms CS-0682 Expedited Placement Assessment Summary and CS-0626 Expedited Placement Contract. 
	CPS TL/CM
	

	 FORMCHECKBOX 

	Within 3 calendar days from date of completion
	Review IPA (if applicable), Safety Assessment.
	CPS TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Face-to-face contact (victim): A minimum of one (1) face-to-face contact in the home.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Interviews: Family, Perpetrator, Collaterals (document in TFACTS)
	CPS CM 
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Family Risk Assessment, or
Family Advocacy and Support Tools (FAST) in TFACTS (Depending on region). 
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar day
	Share Multiple Response Brochure with client and family.  Give client and family a copy of the Client Rights Handbook and have them sign forms CS-0835 Acknowledgement of Receipt of Client Rights Handbook (last page of the handbook), CS-0699 HIPAA Notice of Private Practices-Client Acknowledgement and CS-0824 Native American Heritage Veto Verification as applicable.
	
	

	 FORMCHECKBOX 

	1-30 calendar days
	Document all contacts in TFACTS within thirty (30) calendar days from the date of initial contact.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days 
	A Family Services Team Meeting (FSTM) must occur within thirty (30) calendar days of the referral date to determine and/or initiate services. 

The Family Permanency Plan will be completed at this time.  It will be entered in TFACTS within forty-eight (48) hours of its completion or revision.

	CPS CM/Family/

Family Support Team 
	

	 FORMCHECKBOX 

	1-30 calendar days
	The Family Functional Assessment must be initiated in TFACTS if the decision has been made to provide on-going services or the child comes into DCS custody.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Classify case.
	CPS CM
	

	 FORMCHECKBOX 

	30-120 calendar days
	Contact must occur with service provider via telephone, e-mail, or face-to-face bi-weekly for the life of the case. Contacts must be documented in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	30-60 calendar days
	Face-to-Face Contact (Victim): At least two (2) face-to-face contacts must occur with at least one (1) visit occurring at the home (document in TFACTS).
	CPS CM
	

	 FORMCHECKBOX 

	30-60 calendar days
	Face-to-Face Contact (parent/guardian/caretaker(s), Significant Other, Siblings): At least one (1) face-to-face contact must occur.
	
	

	 FORMCHECKBOX 

	60-90 calendar days
	Face-to-Face Contact (Victim): A minimum of one (1) face-to-face contact in the home.
	CPS CM
	

	 FORMCHECKBOX 

	60-90 calendar days
	Face-to-Face Contact (parent/guardian/caretaker(s), Significant Other and/or Siblings residing in the home): At least one (1) face-to-face contact must occur. 
	CPS CM
	

	 FORMCHECKBOX 

	60-90 calendar days
	Conduct FSTM to determine need to continue services, prepare for transition to FSW for on-going services, or to close case.

A revised Family Permanency Plan will be completed at this time. It will be entered in TFACTS within forty-eight (48) hours of its completion or revision.
	CPS CM, TL
	


	Pre-Custody CPS Assessment Track (Services Required)

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Per policy
	Meet response priority as per policy and to ensure safety.

	CPS CM
	

	 FORMCHECKBOX 

	Per Policy
	Establish family in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	Within 72 hours
	Complete Safety Assessment/TL review
	CPS CM/TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Immediate Protection Agreement (IPA), if necessary. 

If child and parent/guardian are separated, follow DCS policy 16.20 Expedited Custodial Placements,  and complete forms CS-0682 Expedited Placement Assessment Summary and CS-0626 Expedited Placement Contract.
	CPS TL/CM
	

	 FORMCHECKBOX 

	Within 3 calendar days from date of completion
	Review IPA (if applicable), Safety Assessment
	CPS TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Face-to-face contact (victim): A minimum of one (1) face-to-face contact in the home.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Interviews: Family, Perpetrator, Collaterals (document in TFACTS)
	CPS CM 
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Risk Assessment  or
Family Advocacy and Support Tools (FAST) in TFACTS (Depending on region)
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar day
	Share Multiple Response Brochure with client and family.  Give client and family a copy of the Client Rights Handbook and have them sign forms CS-0835 Acknowledgement of Receipt of Client Rights Handbook (last page of the handbook), CS-0699 HIPAA Notice of Private Practices-Client Acknowledgement and CS-0824 Native American Heritage Veto Verification as applicable.
	
	

	 FORMCHECKBOX 

	1-30 calendar days
	Document all contacts in TFACTS within thirty (30) calendar days from the date of initial contact.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days 
	A Family Services Team Meeting (FSTM) must occur within thirty (30) calendar days of the referral date to determine and/or initiate services. 

The Family Permanency Plan will be completed at this time.  It will be entered in TFACTS within three (3) days of its completion.
	CPS CM/Family/

Family Support Team 
	

	 FORMCHECKBOX 

	1-30 calendar days
	The Family Functional Assessment must be initiated in TFACTS if decision has been made to provide on-going services or the child comes into DCS custody.
	CPS CM
	

	 FORMCHECKBOX 

	30-60 calendar days
	An FSTM must occur within 30-60 days of the referral date.

A revised Family Permanency Plan will be completed at this time.  
	CPS CM/Family/

Family Support Team
	

	 FORMCHECKBOX 

	30-120 calendar days
	Contact must occur with service provider via telephone, e-mail, or face-to-face on a bi-weekly basis for the life of the case. Contacts must be documented in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	30-60 calendar days
	Face-to-Face Contact (Victim): At least two (2) face-to-face contacts must occur with at least one (1) visit occurring at the home (document in TFACTS).
	CPS CM
	

	 FORMCHECKBOX 

	30-60 calendar days
	Face-to-Face Contact (parent/guardian/caretaker(s), Significant Other, and/or Siblings residing in the home): At least one (1) face-to-face contact must occur.
	
	

	 FORMCHECKBOX 

	60-90 calendar days
	Face-to-Face Contact (Victim): A minimum of two (2) face-to-face contacts must occur with at least one (1) visit occurring in the home.
	CPS CM
	

	 FORMCHECKBOX 

	60-90 calendar days
	Face-to-Face Contact (parent/guardian/caretaker(s), Significant Other, and/or Siblings residing in the home): At least one (1) face-to-face contact must occur. 
	CPS CM
	

	 FORMCHECKBOX 

	60-90 calendar days
	Conduct FSTM to determine need to continue services, prepare for transition to FSW for on-going services, or to close case.

A revised Family Permanency Plan will be completed at this time and entered in TFACTS.  It will be entered in TFACTS within 48 hours of its completion or revision.
	CPS CM, TL
	

	 FORMCHECKBOX 

	90 calendar days
	Case consultation with MSW.

	CPS CM, MSW
	

	If case remains open beyond 90 days:
	

	 FORMCHECKBOX 

	90-120 calendar days
	Face-to-Face Contact (Victim): A minimum of two (2) face-to-face contacts must occur with at least one (1) visit occurring in the home.
	CPS CM
	

	 FORMCHECKBOX 

	90-120 calendar days
	Face-to-Face Contact (parent/guardian/caretaker(s), Significant Other, and/or Siblings residing in the home): At least one (1) face-to-face contact must occur. 
	CPS CM
	

	
	110 calendar days
	Convene FSTM to prepare for transition to FSW for on-going services.
	CPS CM & TL, FSW & TL
	

	 FORMCHECKBOX 

	60-120 calendar days
	Complete Risk Assessment  or
Family Advocacy and Support Tools (FAST) in TFACTS (Depending on region)
	CPS CM
	

	 FORMCHECKBOX 

	Within 120 calendar days
	Complete form CS-0740, CPS Investigation Summary and Classification Decision to classify, submit to TL for closure.
	CPS CM
	

	 FORMCHECKBOX 

	Ongoing
	Court action may be initiated at anytime.  This includes: removals (custody to state or relative) and court-ordered safety plan/IPA.
	
	

	 FORMCHECKBOX 

	Ongoing
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form CS-0827 Non-Custodial Consent to Transport
	
	


	CPS Investigation Checklist

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Per policy
	Meet response priority as per policy to ensure safety
	CPS CM
	

	 FORMCHECKBOX 

	Per policy
	Establish family in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	Immediately
	Convene CPIT on severe/sexual abuse referrals
	CPS CM
	

	 FORMCHECKBOX 

	Immediately
	Notify Judge and document in TFACTS.
	CPS TL/CM
	

	 FORMCHECKBOX 

	Immediately

-3 days
	Notify District Attorney.
	CPS TL/CM
	

	 FORMCHECKBOX 

	Within 72 hours
	Complete Safety Assessment/TL review
	CPS CM/TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete Immediate Protection Agreement (IPA), if necessary. 
If child and parent/guardian are separated, follow DCS policy 16.20 Expedited Custodial Placements, and complete forms CS-0682 Expedited Placement Assessment Summary and CS-0626 Expedited Placement Contract.
	CPS TL/CM
	

	 FORMCHECKBOX 

	Within 3 calendar days from date of completion
	Review IPA (if applicable).
	CPS TL
	

	 FORMCHECKBOX 

	1-30 calendar days
	Face-to-face contact (victim): A minimum of one (1) face-to-face contact in the home.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 days
	Interviews, family contacts, collaterals and obtain collaborative information.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Complete  Risk Assessment or
Family Advocacy and Support Tools (FAST) in TFACTS (Depending on region) and TL review
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar day
	Share Multiple Response Brochure with client and family.  Give client and family a copy of the Client Rights Handbook and have them sign forms CS-0835 Acknowledgement of Receipt of Client Rights Handbook (last page of the handbook), CS-0699 HIPAA Notice of Private Practices-Client Acknowledgement and CS-0824 Native American Heritage Veto Verification as applicable.
	
	

	 FORMCHECKBOX 

	Within 30 calendar days
	The Family Functional Assessment must be initiated in TFACTS;  if the decision has been made to provide on going services or the child comes into DCS custody
	CPS CM
	

	 FORMCHECKBOX 

	1-30 Days
	Case consultation with legal on severe/sexual abuse cases.
	CPS/ TL
	

	 FORMCHECKBOX 

	1-30 days
	Hold FSTM if services are needed, develop a Family Permanency Plan. The Family Permanency Plan must be entered in TFACTS within three (3) days of its completion.  All diligent search/good faith effort activities must be documented in TFACTS.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 calendar days
	Classify case.
	CPS CM
	

	 FORMCHECKBOX 

	1-30 days
	Document in TFACTS by thirty (30) days and close if no services needed. 
Complete form CS-0740, CPS Investigation Summary and Classification Decision and CPS Formal File Review, Letter A.
	CPS CM
	

	 FORMCHECKBOX 

	30 days
	Send Letter A to substantiated perpetrator:
Letter A CS-0554, Request for Case File Review
	CPS CM
	

	 FORMCHECKBOX 

	50 days
	Convene FSTM to transition case, if applicable. 
	CPS CM, TL optional
	

	 FORMCHECKBOX 

	Before case closure
	Face-to-face contact (victim):  If child has not been seen within ten (10) business days before case closure
	CPS CM
	

	 FORMCHECKBOX 

	60 days
	Present referral to CPIT if severe abuse.
CPIT: CS-0561 Child Protective Investigative Team Review and Instructions
	CPS CM
	

	 FORMCHECKBOX 

	60 days
	If not completed within thirty (30) days, FAST/re-assessment is completed and entered in TFACTS.
Form CS-0906 Family Advocacy and Support Tool
Family Advocacy and Support Tool Manual
	CPS CM
	

	 FORMCHECKBOX 

	Within 60 calendar days
	Complete form CS-0740, CPS Investigation Summary and Classification Decision and submit to TL for closure.
	CPS CM
	

	 FORMCHECKBOX 

	Within 5 days of closure
	Update Family Functional Assessment in TFACTS and documentation
	CPS CM
	

	 FORMCHECKBOX 

	ONGOING
	Court action may be initiated at anytime this includes; removals (custody to state or relative) and court ordered safety plan/Immediate Protection Agreement.
	CPS CM
	

	 FORMCHECKBOX 

	
	ALL STEPS OF GUIDE MUST BE DOCUMENTED IN TFACTS.
	
	

	 FORMCHECKBOX 

	ONGOING
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form CS-0827 Non-Custodial Consent to Transport
	ALL
	

	 FORMCHECKBOX 

	ONGOING
	Refer to CPS Work Aid # 3 for specific CPS investigative tasks and activities.
	ALL
	

	 FORMCHECKBOX 

	ONGOING
	Any substantiated case with a child 3 or under must be referred to Tennessee Early Intervention System (TEIS) TEIS Referral form:  CS-0811 Tennessee Early Intervention System (TEIS) Referral
	ALL
	


	Checklist for Transition of Non-Custodial Cases to FSW’s

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Assessment 110 days

Investigation 50 days
	TL’s confer when need for transition exist
	CPS TL

FSW TL
	

	 FORMCHECKBOX 

	Assessment110 days

Investigation50 days
	Arrange FSTM
	CPS CM

FSW CM
	

	 FORMCHECKBOX 

	Following FSTM
	Debrief  including continuation of purchased services
	FSW/CPS
	

	 FORMCHECKBOX 

	Prior to transition
	Put in purchase requests for any continuation of services if necessary
	CPS CM
	

	 FORMCHECKBOX 

	At transition
	CPS case recordings up to date
	CPS CM
	

	 FORMCHECKBOX 

	At transition Investigation 60 days

Assessment 120 days 
	Copy of entire CPS record given to FSW (not just most recent report)
	CPS CM
	

	 FORMCHECKBOX 

	Transition
	Share future court dates if under court supervision and provide copy of all court documents
	CPS CM
	

	 FORMCHECKBOX 

	Within 24 hours of transition
	Enter intake for non-custodial case. TL’s will need to notify funding when CPS case is ready for closure and FSW intake has been entered in order to close CPS well being services and open these services in FSW case.  This will prevent a break in service.
	CPS TL/FSW TL
	

	 FORMCHECKBOX 

	ONGOING
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form CS-0827 Non-Custodial Consent to Transport
	ALL
	


	Non-Custodial FSW Case Management

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	120 CPS A

60 CPS I
	Case transferred to FSW after the FSTM, any ongoing services continued, and case recordings are complete
	CPS I and A
	

	 FORMCHECKBOX 

	110-120

50-60
	The Family Permanency Plan is completed at the FSTM with family and CPS.  It will be entered in TFACTS within three 3 days of its completion.  
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	Two (2) face-to-face contacts with the family per month with at least one face to face being in home and all family members must be seen at least once per month to address safety
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	Bi-weekly contact with the providers, this can occur via phone
	FSW
	

	 FORMCHECKBOX 

	At least every 90 days
	From the date of the transfer FSTM revised Family Permanency Plan must be developed no less than every ninety (90) days.  It will be entered in TFACTS within three (3) days of its completion.
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	Quarterly update of the Family Functional Assessment in TFACTS to address safety and progress.
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	If at anytime the family refuses services FSW must confer with their supervisor in order to determine next steps.
	FSW


	

	 FORMCHECKBOX 

	Closure
	Confer with supervisor to determine if closure is appropriate
	FSW
	

	
	Closure
	Due to case containing court ordered services FSW must go back to court before closure.
	FSW
	

	 FORMCHECKBOX 

	Closure
	Apply the Case Closure Protocol for Dependent/ Neglected and Unruly Children 
	FSW, TL
	

	 FORMCHECKBOX 

	Ongoing
	If safety becomes an issue confer with supervisor and legal about appropriate court action
	FSW

Supervisor
	

	 FORMCHECKBOX 

	Ongoing
	If at anytime new allegations come up confer with FSW TL and CPS TL to determine the need for a new referral to central intake.
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form CS-0827 Non-Custodial Consent To Transport
	ALL
	

	 FORMCHECKBOX 

	Ongoing
	All steps of checklist must be documented in TFACTS.
	ALL
	


	Court Ordered Non-Custodial Services

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Staff
	Projected Date

	 FORMCHECKBOX 

	Within 1 working Day
	Initial contact must be made either face-to-face or by phone.
	FSW
	

	 FORMCHECKBOX 

	 Within 2 working days
	Face-to-face must be made.
	FSW
	

	 FORMCHECKBOX 

	By the 15th calendar Day
	FSTM must be convened and a Family Permanency Plan developed.  It will be entered in TFACTS within three (3) days of its completion.
	FSW
	

	 FORMCHECKBOX 

	1-30 days
	Family must be seen weekly with at least 2 face-to-face visits in home and each family member must be seen at least 2 times
	FSW
	

	 FORMCHECKBOX 

	30- closure
	Two (2) face-to-face visits per month, with at least one (1) being in home and each member must be seen at least once.
	FSW
	

	 FORMCHECKBOX 

	Every 90 days
	FSTM will be held and a Family Permanency Plan will be developed no less than every 90 days.  It will be entered in TFACTS within 3 days of its completion.
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	If family refuses services at anytime confer with supervisor about next steps.
	FSW


	

	 FORMCHECKBOX 

	Closure
	Confer with supervisor prior to closure
	FSW
	

	 FORMCHECKBOX 

	Closure
	Due to case containing court ordered services the FSW must return to court prior to closure.
	FSW
	

	 FORMCHECKBOX 

	Closure
	Apply the Case Closure Protocol for Dependent/ Neglected and Unruly Children 
	FSW, TL
	

	 FORMCHECKBOX 

	Ongoing 
	If safety becomes an issue confer with supervisor and legal in regard to appropriate court action.
	FSW

Supervisor
	

	 FORMCHECKBOX 

	Ongoing
	ALL STEPS OF GUIDE MUST BE DOCUMENTED IN TFACTS. 
	ALL
	

	 FORMCHECKBOX 

	Ongoing
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non-Custodial Consent To Transport
	ALL
	


	Process for Children Entering State Custody Through CPS

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Party during work hours
	Responsible Party after work hours
	Projected Date

	 FORMCHECKBOX 

	Immediate
	Professional prep meeting among CPS and FSW prior to prevention CFTM.  Other participants may be included.
	CPS CM, FSW CM, FSW TL
	
	

	 FORMCHECKBOX 

	Immediate
	Prevention CFTM
	CPS CM, CPS TL, FSW CM, FSW TL, MSW
	MSW not available, contact immediately the following business day.
	

	 FORMCHECKBOX 

	Immediate
	Involve TC, MSW, CPS TL and Legal regarding removal decisions. See protocol handout.
	CPS CM
	CPS CM
	

	 FORMCHECKBOX 

	Immediate
	Expedited on a kinship care, if applicable
	FSW, CPS

RPS
	CPS, FSW
	

	 FORMCHECKBOX 

	Immediate
	Babysitting if applicable
	Discretion of cluster
	Discretion of cluster
	

	 FORMCHECKBOX 

	Immediate
	AFTER HOURS PROTOCOL FOR ENTERING PLACEMENTS
	
	
	

	 FORMCHECKBOX 

	Immediate
	Send Placement referral in TFACTS.
	CPS CM


	CPS
	

	 FORMCHECKBOX 

	Immediate
	Complete form CS-0727 Initial Intake Placement Referral and Checklist
Fax to Placement.  TAKE A PICTURE OF CHILD.
	CPS CM


	CPS
	

	 FORMCHECKBOX 

	Immediate
	Fax forms CS-0543 Well Being Information and History and CS-0914 TennCare Select-DCS Immediate Eligibility to the Child Health Unit.  Fax# (931) 372-2513.
	CPS
	CPS
	

	 FORMCHECKBOX 

	Immediate
	Assess immediate physical and medical needs and child’s personal effects including SS card and BC if available
	CPS
	CPS
	

	 FORMCHECKBOX 

	Immediate
	If Placement Exception Request is necessary seek necessary approval (In packet PER cheat sheet) and enter the documentation in TFACTS.
	Discretion of cluster
	Discretion of cluster
	

	 FORMCHECKBOX 

	Immediate
	Two (2) copies of the resource home contract must be prepared.  One copy for resource home signed and one signed copy for file, RPS, and placement. Attach completed well-being form to resource home copy.

Must also give resource parent a Resource Parent Checklist and bring a signed one back for the file.
	Placement Support Division
	Case manager placing child or working on case.
	

	 FORMCHECKBOX 

	Within 24 hours
	Child Welfare Benefits Application Page 1 and 4

Within 1 week FSW follow up with pages 2 and 3.


	CPS CM; FSW
	CPS; FSW
	

	 FORMCHECKBOX 

	Within 24 hours 
	Enter custodial assignment into TFACTS.
	FSW TL
	TL available
	

	 FORMCHECKBOX 

	Within 24 hours
	Prepare all court paperwork (order, petition, and affidavit)
	CPS CM; Legal
	CPS
	

	 FORMCHECKBOX 

	Within 24 hours/ ongoing
	Begin diligent search:
Complete diligent search form: CS-0584 Diligent Search Checklist
All diligent search activities must be documented in TFACTS.
	CPS CM,

FSW CM
	CPS
	

	 FORMCHECKBOX 

	Within 24 hours/ ongoing
	Placement entered in TFACTS.
Expedited entered in TFACTS.
	Fiscal

RPS
	Fiscal

Trained staff
	

	 FORMCHECKBOX 

	Immediate
	Transportation to placement
	CPS or FSW

“Best option for child”


	CPS, if non relative placement. CPS or FSW if relative placement and needed
	

	 FORMCHECKBOX 

	Immediate


	Pre placement visit
	CPS or FSW


	Same as 

Above
	

	 FORMCHECKBOX 

	Within 3 days
	Initiate CANS Assessment in TFACTS.


	CPS
	
	

	 FORMCHECKBOX 

	Within 5 days of custody
	Update the Family Functional Assessment in TFACTS.

	CPS CM
	N/A
	

	 FORMCHECKBOX 

	Within 5 days of custody
	Update case recordings in TFACTS.
	CPS CM
	N/A
	

	 FORMCHECKBOX 

	Within 5 days of custody
	Copy of CPS record to FSW (entire record not just most recent referral)
	CPS CM
	N/A
	

	 FORMCHECKBOX 

	
	REFER TO 90-DAY CHECKLIST FOR ON-GOING CASE ACTIVITIES
	
	
	

	 FORMCHECKBOX 

	
	ALL STEPS OF CHECKLIST MUST BE DOCUMENTED IN TFACTS.
	
	
	

	 FORMCHECKBOX 

	
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non-Custodial Consent To Transport
	
	
	


	Removal of Children and Transferring Custody to Relatives

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Party during work hours

	Responsible Party after work hours

	Projected Date

	 FORMCHECKBOX 

	Immediate
	Prevention CFTM and enter it in TFACTS.
CFTM Summary: CS-0747, Child and Family Team Meeting Summary

	CPS CM/TL
	CPS CM/TL
	

	 FORMCHECKBOX 

	Immediate
	Involve TC, TL, MSW, and Legal regarding removal decisions.
	CPS CM/TL
	CPS CM/TL
	

	 FORMCHECKBOX 

	Immediate
	Expedited Home Study complete entire packet and seek approval from TL and TC:
CS-0682, Expedited Assessment Placement Summary 
Expedited Policy:  16.20 Expedited Custodial Placements 

 
	Available staff
	Available staff
	

	 FORMCHECKBOX 

	Immediate
	Immediate physical, medical, and mental health needs addressed
	CPS
	CPS
	

	 FORMCHECKBOX 

	Within 24 hours
	File petition, order, and affidavit
	CPS CM
	CPS
	

	 FORMCHECKBOX 

	Within 24 hours
	Refer relative/kin to DHS and relative caregiver program
	CPS
	CPS
	

	 FORMCHECKBOX 

	A: 110 days

I: 50 days
	Set up an FSTM in order to transition case. Develop Family Permanency Plan at the meeting.  It must be entered in TFACTS within three (3) days of its completion.

	CPS CM/FSW CM
	N/A
	

	 FORMCHECKBOX 

	A: 110

I: 50
	*Contact FSW TL in regard to transitioning case.
	CPS TL
	N/A
	

	 FORMCHECKBOX 

	Prior to closure or within 5 days of transfer
	Update the Family Functional Assessment in TFACTS.

	CPS
	CPS
	

	 FORMCHECKBOX 

	Prior to closure or within 5 days of transfer
	Update case recordings in TFACTS.
	CPS
	CPS
	

	 FORMCHECKBOX 

	Assessment 110 days

Investigation50 days
	Arrange FSTM
	CPS CM

FSW CM
	
	

	 FORMCHECKBOX 

	Following FSTM
	Debrief including continuation of purchased services
	FSW/CPS
	
	

	 FORMCHECKBOX 

	Prior to transition
	Put in purchase requests in TFACTS for any continuation of services if necessary.
	CPS CM
	
	

	 FORMCHECKBOX 

	At transition
	CPS case recordings up to date
	CPS CM
	
	

	 FORMCHECKBOX 

	At transition Investigation 60 days

Assessment 120 days 
	Copy of entire CPS record given to FSW (not just most recent report)
	CPS CM
	
	

	 FORMCHECKBOX 

	Transition
	Share future court dates if under court supervision and provide copy of all court documents
	CPS CM
	
	

	 FORMCHECKBOX 

	Within 24 hours of transition
	Enter case assignment for non-custodial case. TL’s will need to notify funding when CPS case is ready for closure and FSW intake has been entered in order to close CPS well being services and open these services in FSW case.  This will prevent a break in service.
	CPS TL/FSW TL
	
	

	 FORMCHECKBOX 

	
	ALL STEPS OF GUIDE MUST BE DOCUMENTED IN TFACTS.
	
	
	

	 FORMCHECKBOX 

	
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non-Custodial Consent To Transport
	
	
	


	Removal of Children Through The Court

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Party
	Date Completed/ Due

	 FORMCHECKBOX 

	Immediate
	Secure court order from judge
	Court Liaison
	

	 FORMCHECKBOX 

	Immediate
	Have parent/guardian of child go get child’s personal affects if available (including clothing, medicine, Social Security card, and Birth Certificate)
	Court Liaison
	

	 FORMCHECKBOX 

	Immediate
	Contact FSW TL and see if FSW case manager if available to assist
	Court Liaison
	

	 FORMCHECKBOX 

	Immediate
	Diligent search started on form CS-0584 Diligent Search Checklist and CS-0682 Expedited Placement Assessment Summary if applicable.  All diligent search activities and home studies must be entered in TFACTS.
	CL/FSW
	

	 FORMCHECKBOX 

	Immediate
	Immediate physical, medical, and mental health needs addressed
	CL/FSW
	

	 FORMCHECKBOX 

	Immediate
	Contact TC, TL, Legal regarding custody of child and provide them with any legal paperwork.
	FSW TL
	

	 FORMCHECKBOX 

	Immediate
	Transportation to office.
	CL/FSW
	

	 FORMCHECKBOX 

	Immediate
	Alert Placement of potential need for resource.
	CL/FSW
	

	 FORMCHECKBOX 

	Immediate
	Complete form CS-0727 Initial Intake Placement Referral and Checklist.  Complete a placement referral in TFACTS to send to the Placement Services Division.
TAKE PICTURE OF CHILD.


	CL/FSW 


	

	 FORMCHECKBOX 

	Immediate
	Fax forms CS-0543 Well Being Information and History and   CS-0914 TennCare Select-DCS Immediate Eligibility to the Child Health unit.  Fax# (931) 372-2513.
	CL/FSW 
	

	 FORMCHECKBOX 

	Immediate
	Assess immediate physical and medical needs and child’s personal effects including SS card and BC if available
	CL/FSW
	

	 FORMCHECKBOX 

	Immediate
	If a placement exception request: form CS-0664 Placement Exception Request is necessary, seek approval (In packet PER cheat sheet.)  Enter PER information in TFACTS.
	Discretion of cluster
	Discretion of cluster

	 FORMCHECKBOX 

	Immediate
	Two (2) Copies of the Resource home contract must be prepared.  One copy for resource home signed and one signed copy for file, RPS, and placement. Attach completed Well- being form to resource home copy.

Must also give resource parents a Resource Parent Checklist and bring a signed one back for the file.
	Placement Support Division
	Case manager placing child or working on case.

	 FORMCHECKBOX 

	Within 24 hours
	Child Welfare Benefits Application Page 1 and 4

Within 1 week FSW follow up with pages 2 and 3.
	CL/FSW 


	

	 FORMCHECKBOX 

	Within 24 hours 
	Assignment of the family case to an FSW is completed in TFACTS.
	FSW TL
	
	

	 FORMCHECKBOX 

	
	ALL STEPS OF THE GUIDE MUST BE DOCUMENTED IN TFACTS.
	
	
	

	 FORMCHECKBOX 

	
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non-Custodial Consent To Transport
	
	
	


	FSW’s Responsibility Following a Child’s Exit from Custody (SS)

	X
	Custody Timeline
	Action to be taken or paperwork to complete
	Responsible Party
	Projected Date

	 FORMCHECKBOX 

	ONGOING
	Same FSW will work the non-custodial case that worked the custodial case
	Supervisor
	

	 FORMCHECKBOX 

	AT discharge CFTM
	A revised Family Permanency Plan will be developed at the Discharge CFTM.  It will be entered in TFACTS within 3 days of its completion.

	FSW
	

	 FORMCHECKBOX 

	ONGOING
	There will be 2 face-to-face contacts per month with at least one being in home and at least one with each family member per month
	FSW
	

	 FORMCHECKBOX 

	ONGOING
	There will be bi-monthly contact with any providers, this may occur via phone.
	FSW
	

	 FORMCHECKBOX 

	Every 90 Days from custodial discharge date
	There will be a FSTM and a revised Family Permanency Plan will be developed no less than every 90 days.  It will be entered in TFACTS within 48 hours of its completion.

	FSW
	

	 FORMCHECKBOX 

	ONGOING
	The Family Functional Assessment will be updated quarterly in TFACTS.


	FSW


	

	 FORMCHECKBOX 

	CLOSURE
	Family Services initiated upon release from custody should not remain open longer than sixty (60) days, if circumstances occur that warrant the case remaining open TC must approve another 60 days.
	FSW

Supervisor
	

	 FORMCHECKBOX 

	CLOSURE
	If services are court ordered case must return to court prior to closure.
	FSW
	

	 FORMCHECKBOX 

	ONGOING
	ALL STEPS OF THE GUIDE MUST BE DOCUMENTED IN TFACTS.
	ALL
	

	 FORMCHECKBOX 

	ONGOING
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non-Custodial Consent To Transport
	ALL
	


	FSW’s Responsibility for Youth on Aftercare (JJ)

	X
	Timeline
	Action to be taken or paperwork to complete
	Responsible Party
	Projected Date

	 FORMCHECKBOX 

	Per Policy
	Attend or schedule a child and family team meeting to discuss release issues.   At the meeting with the team Family Permanency Plan using a probation goal. Complete transition CANS Assessment in TFACTS.
	Residential Case Manager and/or FSW
	Prior to THV

	 FORMCHECKBOX 

	30 days prior to Youth’s Trial Home Visit
	If youth is in a youth development center or DCS group home, the facility case manager must send the Release to Home Placement form CS-0130 Release to Home Placement, and the release treatment summary to the FSW.  
	Residential Case Manager
	

	 FORMCHECKBOX 

	30 days prior to Youth’s Trial Home Visit
	If youth is in a contract agency, the contract agency case manager must send a release/discharge summary to the FSW.
	FSW
	

	 FORMCHECKBOX 

	Prior to Release CFTM
	Complete a YLS Re-assessment and enter information into TFACTS.  Results should be shared with Placement staff.
	FSW
	

	 FORMCHECKBOX 

	Within 15 days prior to the Trial Home Visit
	Notify committing court of proposed release by submitting the release papers which include a release treatment summary from the residential placement, CS-0130 Release to Home Placement Request, or CS-0004 Determinate Commitment Release Notification as applicable per the youth’s commitment order and the completed Family Permanency Plan revised for Aftercare (YFIA).
	FSW
	

	 FORMCHECKBOX 

	As soon as court decision is received
	When the release papers are returned from the court, FSW will send the completed release packet to Central Office for the Commissioner/Designee’s review and approval.   
	FSW
	

	 FORMCHECKBOX 

	Within 48 hours
	FSW will notify the program where the youth is placed that the release packet has been approved and send the signed form CS-0130 Release to Home Placement Request.  Make a notation on the appropriate screens in TFACTS.
	FSW
	

	 FORMCHECKBOX 

	Within 24hours of youth returning home (excluding weekends and holidays)
	Review the Family Permanency Plan revised for Aftercare (YFIA) with the youth and parent/guardian and obtain signatures.  Give a copy of the plan with the signature pages to the youth and parent/guardian.
	FSW
	

	 FORMCHECKBOX 

	Per Policy
	Supervise trial home visit and aftercare period according to DCS Policy 13.1 Supervision Levels of Youth Adjudicated Delinquent for Custodial and Non-Custodial Youth Supervision of Delinquent Youth and the current YLS score.
	FSW
	

	 FORMCHECKBOX 

	Ongoing
	Enter significant information into TFACTS Case Recordings.
	FSW
	

	 FORMCHECKBOX 

	Quarterly
	Make a notation regarding the youth’s supervision level and justification for the level of supervision
	FSW
	

	 FORMCHECKBOX 

	Monthly
	Communicate with collaborating service providers regarding the youth’s progress.  Document information in TFACTS Case Recordings
	FSW
	

	 FORMCHECKBOX 

	Quarterly
	Review the Family Permanency Plan revised for Aftercare (YFIA) with the youth and family to review progress on desired out comes and actions steps.  Complete Quarterly Progress report in TFACTS as indicated in the YFIA Manual. 
	FSW
	

	 FORMCHECKBOX 

	As Needed
	Youth will submit to random drug screening, as applicable per DCS policy 13.12 Substance Abuse Screening for Youth on Probation and Aftercare.  Results are documented on Drug Screen Consent Refusal form, CS-0831 Drug Screen Consent/Refusal
	FSW
	

	 FORMCHECKBOX 

	As Applicable
	Document completion of any court ordered community service work on the community service work activity form, CS-0807 Community Service Work Activity. 
	FSW
	

	 FORMCHECKBOX 

	Receive
	Copies of receipts that court fines and restitution has been paid as scheduled, if applicable
	FSW
	

	 FORMCHECKBOX 

	Per Policy
	When the youth has met conditions to be recommended for discharge, review and follow all steps in the JJ Case Closure Protocol.
	FSW
	

	 FORMCHECKBOX 

	Per Policy
	Prepare a discharge summary of the youth’s entire supervision period with DCS and submit summary along with a Discharge form, CS-0046 to the Court.
	FSW


	

	 FORMCHECKBOX 

	Per Policy
	Notify the youth and family that the case is closed.  Provide our emergency contact information in case the family needs assistance in the future and ask them to sign form CS-0668, Authorization for Release of Information to DCS, so that we may contact them in the future to inquire of their progress after discharge.
	FSW
	


	Best Practice Custody Checklist (SS)

	X
	Custody Timeline
	Action to be taken or paperwork to complete
	Responsible 
Party
	Date Completed/ Due

	 FORMCHECKBOX 

	Within 24 Hours of Custody
	Fax forms CS-0543 Well Being Information and History and CS-0914 TennCare Select-DCS Immediate Eligibility to the Child Health Unit.  Fax# (931) 372-2513
Fax page 1 and 4 of CWB Application to CW Unit


	CPS 
	

	 FORMCHECKBOX 

	Within 24 Hours of Custody
	If child receives psychotropic medications, have parent/guardian sign form CS-0627 Informed Consent for Psychotropic Medication and send copy to Placement and Child Health staff.

(NOTE:  A Spanish version is available (CS-0627-S)


	CPS
	

	 FORMCHECKBOX 

	Within 24 Hours of Custody
	Make face-to-face contact with the child and parent/guardian.  Assist the family in identifying potential CFT members. 


	FSW/CPS
	

	 FORMCHECKBOX 

	Within 7 days
	Convene initial CFTM if there was no Custodial Prevention CFTM. (Begin genogram.)  Enter CFTM information and family information in TFACTS.
CS-0774 Contact Sheets for Genogram
CS-0747 Child and Family Team Meeting Summary

	FSW/CPS 
	

	 FORMCHECKBOX 

	Within 

3 Days of Custody
	Preliminary Hearing – Court decides if child should remain in custody.  CPS, FSW and family attend. Be prepared to address visitation and other issues
	CPS/ FSW 
	

	 FORMCHECKBOX 

	Within 3 Days of Custody
	Begin Life Story Book work with the child.

	FSW 
	

	 FORMCHECKBOX 

	Within 3 Days of Custody
	If child is school age:   Complete form CS-0657 Education Passport and School Enrollment Letter (given to foster family or group home) and CS-0608 School Enrollment Checklist
Enter information into Education section of TFACTS.

	FSW 
	

	 FORMCHECKBOX 

	Within 7 Days of Custody

	Schedule EPSDT (all children), mental health (as needed) and dental (3+ years old) appointments. (Must be completed within thirty (30) days of child/youth entering custody). 


	FSW 
	

	 FORMCHECKBOX 

	Within 3 Days of Custody
	Complete CANS Assessment tool after initiated by CPS in TFACTS.

	FSW
	

	 FORMCHECKBOX 

	Within 3 days of custody


	Resource Parent Support will contact resource parent and go through call in process.


	RPS
	

	
	Within 3 days of custody
	Home visit: Face-to-face contact with child and resource family at placement
	FSW
	

	 FORMCHECKBOX 

	Within 5 days of custody
	Complete Child Welfare Benefits Application pages 2 and 3 and submit to CWBC along with court order and petition.

Form CS-0475 Child Welfare Benefits Application 


	FSW
	

	 FORMCHECKBOX 

	Within 5 Days of Placement


	Have parent/guardian complete Authorization for Release of Information to form CS-0668 Authorization for Release of Information to DCS if not already obtained.


	FSW 
	

	 FORMCHECKBOX 

	Within 5 Days of Placement
	Have parent/guardian complete form CS-0206 Authorization for Routine Health Services for Minors if not already obtained.


	FSW 
	

	 FORMCHECKBOX 

	Within 7 Days of Custody (but no later than 30 days)
	Complete and submit initial clothing allotment (if needed) – use appropriate clothing purchase forms and/or unit credit card.  Use form CS-0540 Clothing Purchase Authorization.

	FSW 
	

	 FORMCHECKBOX 

	10 days prior to Permanency Plan CFTM
	Provide Notice of Staffing to all parties for Permanency Plan CFTM to parent/guardian, parent/guardian attorney, GAL, child’s attorney, TL, service provider, and DCS attorney. 

Notice of Staffing form: CS-0192 Notice of Staffing 
NOTE:  Verbal notification may be given seven (7) days prior to PP CFTM.

	FSW 
	

	 FORMCHECKBOX 

	Prior to PP CFTM


	Gather all needed information (CANS Assessment, Family Functional Assessment, etc.) related to child and family for Permanency Plan CFTM (medical, academic, and psychological) 


	FSW 
	

	 FORMCHECKBOX 

	Prior to or on day of PP CFTM


	If child is 14 years or older, administer Casey Life Skills Assessment (online assessment tool).  Incorporate Interdependent Living outcomes and action steps in the Family Permanency Plan based on assessment results.
	FSW 
	

	 FORMCHECKBOX 

	Prior to PP CFTM


	Enter appropriate information into ongoing Family Functional Assessment in TFACTS or initiate if there was no CPS involvement 

Complete YLS/Community Risk Assessment in TFACTS for D&N children with delinquent offenses.


	FSW 
	

	 FORMCHECKBOX 

	Within 30 Days of Custody (set by the Court)
	Adjudicatory Hearing:  


	CPS/FSW 

legal
	

	 FORMCHECKBOX 

	Within 30 Days of Custody
	Complete form CS-0708 EPSDT Physical Examination per DCS policy 20.7 TennderCare Early Periodic Screening- Diagnosis and Treatment and dental screening form CS-0120,   Dental Record per DCS Policy 20.12 Dental Services.  
Follow up with all recommendations, including any further appointments. Results sent to Child Health Unit to appeal if problems arise 

NOTE:  Bring a copy of the custody order, insurance information (TennCare card or other insurance card), form CS-0543 Well Being Information and History, and immunization record to appointment.  


	FSW 
	

	 FORMCHECKBOX 

	Within 30 Days of Custody
	Prep for Permanency Plan CFTM with team members.
The Family Permanency Plan is developed by team members incorporating all assessment tools. 


	FSW 
	

	 FORMCHECKBOX 

	With any change of level of placement
	If child’s placement is Level II or higher [as decided at the CFTM] prepare and submit the placement referral in TFACTS with proper substantiation documentation as documented in the CFTM section of TFACTS.
CS-0747 Child and Family Team Meeting Summary

	FSW 
	

	 FORMCHECKBOX 

	Within 2 days after the Permanency  Plan CFTM
	If child’s placement is Level II or higher, enter the Permanency Plan CFTM in the CFTM section of TFACTS.  If a Notice of Action is required, one will be automatically generated in TFACTS.

	FSW CM/TL
	

	 FORMCHECKBOX 

	Within 3 days after PP CFTM
	Enter the Family Permanency Plan information into TFACTS. 
	FSW 
	

	 FORMCHECKBOX 

	Within 3 Days after Permanency Plan CFTM
	Approve the Family Permanency Plan information in TFACTS.  Once TL approval is given the plan is frozen in the system.  Send the Family Permanency Plan to the legal division for approval in TFACTS.
Mail or give copy to all parties and DCS Legal. 


	FSW TL

FSW CM
	

	 FORMCHECKBOX 

	Within 3 Days after Permanency Plan CFTM
	Update Family Functional Assessment in TFACTS to reflect decisions made during CFTM, including new factual information obtained and other strengths and/or risks identified 


	FSW 
	

	 FORMCHECKBOX 

	Within 10 working Days after Each Contact or Event
	Enter Case Recording in TFACTS.

	FSW 
	

	 FORMCHECKBOX 

	24 Hours prior to all Foster Care Review Board meetings and as often as set out in policy
	Complete Quarterly progress reports in TFACTS and notify parties of QPR.


	FSW 
	

	 FORMCHECKBOX 

	Prior to the 30th day of custody
	All parent/guardian, paternal and maternal grandparents and any other adult relatives identified by the family will be notified that the child has entered state custody.  Diligent search activities for these individuals will begin if the FSW is unable to notify them.  All diligent search activities will be documented in the diligent search section of TFACTS.
	FSW
	

	 FORMCHECKBOX 

	Every 3 months
	Notifications sent to convene a CFTM every 3 months to discuss progress of case. This is to be entered in the CFTM section of TFACTS. 
	ALL
	

	 FORMCHECKBOX 

	ONGOING
	NO TRANSPORTING NON-CUSTODIAL CHILDREN WITHOUT WRITTEN CUSTODIAL CONSENT!

Use form: CS-0827 Non- Custodial Consent To Transport

	ALL
	

	 FORMCHECKBOX 

	ONGOING
	TAKE PICTURE OF THE CHILD QUARTERLY.
	ALL
	

	 FORMCHECKBOX 

	ONGOING
	Diligent search activities must be updated again prior to the end of the 3rd month of custody and prior to the end of the 6th month in custody.  Diligent search should continue for the remainder of the case unless legal gives approval to end the searches.  All diligent search activities will be entered in the diligent search section of TFACTS. 
CS-0584 Diligent Search Checklist 


	ALL
	

	 FORMCHECKBOX 

	ONGOING
	CANS Reassessment entered in TFACTS.

	ALL
	


	Best Practice Custody Checklist (JJ)

	X
	Custody Timeline
	Action to be taken or paperwork to complete
	Responsible Party
	 Date Completed/ Due

	 FORMCHECKBOX 

	Immediately following the commitment hearing
	Make face-to-face contact with the youth and parent/guardian to explain commitment process and what will happen next.  Assist the family in identifying potential CFT members 

 
	Court Liaison     or FSW
	

	 FORMCHECKBOX 

	Immediately following the commitment hearing
	Have parent/guardian complete for CS-0668 Authorization for Release of Information to DCS 


	Court Liaison     or FSW
	

	 FORMCHECKBOX 

	Immediately following the commitment hearing
	If child/youth receives psychotropic medications, have parent/guardian sign CS-0627 Informed Consent for Psychotropic Medication and send copy to Placement and Child Health staff.

(NOTE:  a Spanish version is available (CS-0627-S)

	Court Liaison     or FSW
	

	 FORMCHECKBOX 

	Immediately following the commitment hearing
	Ask parent/guardian to return home and return with the youth’s clothing and any medication as applicable.  
	Court Liaison     or FSW
	

	 FORMCHECKBOX 

	Immediately following the commitment hearing
	Have parent/guardian complete CS-0206 Authorization For Routine Health Services To Minor if not already obtained.


	Court Liaison     or FSW
	

	 FORMCHECKBOX 

	Within 7 days
	Convene initial CFTM if there was no Custodial Prevention CFTM. (Begin genogram)  Enter information in TFACTS.
CS-0774 Contact sheets for Genogram
CS-0747 Child And Family Team Meeting Summary

	FSW
	

	 FORMCHECKBOX 

	Within 3 Days of Custody or  soon as feasible
	If child is school age:   Complete form CS-0657 Education Passport and School Enrollment Letter (given to foster family or group home) and CS-0608 School Enrollment Checklist
Enter information into Education section of TFACTS.

	FSW
	

	 FORMCHECKBOX 

	Within 7 Days of Custody
	Schedule EPSDT (all children), mental health (as needed) and dental appointments (Must be completed within thirty (30) days of child/youth entering custody). 

 
	FSW
	

	 FORMCHECKBOX 

	Within 3 Days of Custody
	Complete CANS assessment tool (CANS Assessment) in TFACTS. 

Note: A CANS assessment has to be approved by the Team Leader and finalized by the COE Field Consultant within five (5) business days of the child entering custody. 
	FSW/TL/Center of Excellence (COE) Field Consultant
	

	 FORMCHECKBOX 

	Within 10 days of custody
	Make a home visit to assess the home and interview the parent/guardian for the FFA and YLS assessment.  Visit youth to secure information for the FFA and YLS assessment.
	FSW
	

	 FORMCHECKBOX 

	Within 5 working days of custody
	Complete Child Welfare Benefits Application pages 2 and 3 and submit to CWBC along with court order and petition.

CS-0475 Child Welfare Benefits Application

	FSW
	

	 FORMCHECKBOX 

	Within 7 Days of Custody (but no later than 30 days)
	Complete and submit initial clothing allotment (if needed) – use appropriate clothing purchase forms and/or unit credit card 

CS-0540 Clothing Purchase Authorization
Note: Follow Regional Protocol.
	FSW
	

	 FORMCHECKBOX 

	Within 14 days
	Complete the YLS/CMI assessment in TFACTS.
	FSW
	

	 FORMCHECKBOX 

	10 days prior to Permanency Plan CFTM
	Provide CS-0746 Meeting Notification to all parties for Permanency Plan CFTM to parent/guardians, parent/guardians attorney, GAL, child’s attorney, TL, service provider, and DCS attorney. 

NOTE:  Verbal notification may be given seven (7) days prior to PP CFTM.

	FSW
	

	 FORMCHECKBOX 

	Prior to PP CFTM


	Gather all needed information (CANS Assessment, Family Functional Assessment, etc.) related to child and family for Permanency Plan CFTM (medical, academic, and psychological) 


	FSW
	

	 FORMCHECKBOX 

	Prior to or on day of PP CFTM


	If child is 14 years or older, administer Casey Life Skills Assessment (on-line assessment tool).  Incorporate IL outcomes and action steps in the Family Permanency Plan based on assessment results.
	FSW
	

	 FORMCHECKBOX 

	Prior to PP CFTM within 30 days of custody

	Enter appropriate information into ongoing Family Functional Assessment in TFACTS.

	FSW
	

	 FORMCHECKBOX 

	Within 30 Days of Custody
	Complete form CS-0708 EPSDT Physical Examination per DCS policy 20.7 TennderCare Early Periodic Screening- Diagnosis and Treatment and dental screening form CS-0120,   Dental Record per DCS Policy 20.12 Dental Services.  
Follow up with all recommendations, including any further appointments. Results sent to Child Health Unit to appeal if problems arise 

NOTE:  Bring a copy of the custody order, insurance information (TennCare card or other insurance card), form CS-0543 Well Being Information and History, and immunization record to appointment.  


	FSW
	
	

	 FORMCHECKBOX 

	Within 30 Days of Custody
	Prep for PP CFTM with team members.  

Permanency Plan CFTM:  The Family Permanency Plan is developed with team members incorporating all applicable assessment tools. 
	FSW
	
	

	 FORMCHECKBOX 

	With any change of level of placement
	If child’s placement is Level II or higher (as decided at the CFTM) prepare and submit the placement referral in TFACTS with proper documentation in the CFTM section of TFACTS.
CS-0747 Child and Family Team Meeting Summary

	FSW
	
	

	 FORMCHECKBOX 

	Within 2 days after the Permanency  Plan CFTM
	If child’s placement is Level II or higher, enter the Permanency Plan CFTM in the CFTM section of TFACTS.  If a Notice of Action is required, one will be generated in TFACTS.

	FSW CM/TL
	
	

	 FORMCHECKBOX 

	Within 48 hours after PP CFTM
	Enter Permanency Plan information into TFACTS. 
	FSW
	
	

	 FORMCHECKBOX 

	By the 30th day of custody
	Approve the Family Permanency Plan information in TFACTS.  Once TL approval is given the plan is frozen in the system.  Send the Family Permanency Plan to the legal division for approval in TFACTS.

Mail or give copy to all parties and DCS Legal. 


	FSW TL

FSW CM
	
	

	 FORMCHECKBOX 

	Within 3 Days after Permanency Plan CFTM
	Update Family Functional Assessment in TFACTS to reflect decisions made during CFTM, including new factual information obtained and other strengths and/or risks identified 


	FSW
	
	

	 FORMCHECKBOX 

	Within 30 calendar days after each contact or event
	Enter Case Recording in TFACTS.

Note:  Follow Regional Protocol, each region may have different requirements for timeframes of entering case recordings into TFACTS.
	FSW
	
	

	 FORMCHECKBOX 

	90 days from the date of custody and every 3 months thereafter
	Complete Quarterly Progress Reports in TFACTS and notify parties of Quarterly Progress Report.

Note:  Quarterly Progress Reports are usually completed for Foster Care Review Boards which are to be completed 90 days after custody commitment and every 6 months thereafter.
	FSW
	
	

	 FORMCHECKBOX 

	Prior to the 30th day of custody
	All parent/guardians, paternal and maternal grandparents and any other adult relatives identified by the family will be notified that the child has entered state custody.  Diligent search activities for these individuals will begin if the FSW is unable to notify them.  All diligent search activities will be documented in the diligent search section of TFACTS.
	FSW
	
	

	 FORMCHECKBOX 

	Every 3 months
	Notifications sent to convene a CFTM every three (3) months to discuss progress of case. This is to be entered in the CFTM section of TFACTS. 
	ALL
	
	

	 FORMCHECKBOX 

	Ongoing
	Take a picture of the child annually or more frequently if there are significant changes in the child’s appearance (e.g., visible scars, tattoos or deformities, etc.).
	ALL
	
	

	 FORMCHECKBOX 

	Ongoing
	Diligent search activities must be updated again prior to the end of the 3rd month of custody and prior to the end of the 6th month in custody.  Diligent search should continue for the remainder of the case unless legal gives approval to end the searches.  All diligent search activities will be entered in the diligent search section of TFACTS. 

CS-0584 Diligent Search Checklist 
	ALL
	
	

	 FORMCHECKBOX 

	Ongoing
	CANS Reassessment entered in TFACTS.

See CANS Case Protocol
	ALL
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