Foster Care Assessment Program Work Flow List
When the Referral is Received

· Check to see that referral is complete, including referral form, ISSP, Placement and Legal History, HIPAA-Compliant Release of Information (ROI), and most recent court order.  For youth over 13, referral should include a HIPAA-Compliant release of information from the youth.  

· Fax to Diane the referral, the Placement and Legal History, and the first page of the ISSP.

Start of Assessment


Send out letters that are relevant, and include an ROI with each:
· Caregiver letter with Caregiver Survey, CBCL, and CSBI
· School letter with TRF
· Primary medical caregiver letter with request for records; include copy of the court order for HIPAA compliance.  
· Requests for other medical records as needed, each with a ROI and copy of the court order.
· Letters to CASA, Service Providers, Private agency caseworkers, Parents, Parent’s Attorney, Child’s Attorney.  
Assessment Phase

Ensure completion of each as relevant:

· Caseworker Interview (with DCFS worker and with private agency caseworker).

· Caregiver Interview

· Child Interview

· CASA/GAL Interview

· Parent Interview

· School Interview

· Service Provider Interviews (for reunification cases, include parent’s service providers)

· CBCL by caregivers of children ages 1 ½ to 5 or 5 to 18

· CSBI by caregivers of children ages 2 to 12

· TRF by teacher or daycare provider of children ages 1 ½ to 5 and 5 to 18

· VABS by evaluator with the caregiver of children ages birth to 5
· TSCC by children ages 8 to 16

· YSR by children ages 11 to 18

· CAFAS by evaluator for children ages 7 to 17

· PECFAS by evaluator for children ages 4 to 7
· PSI by parents in reunification cases or by other caregivers at your discretion.

· Mail medical reports to the FCAP regional pediatrician for medical review.

At SPAR Completion
· Mail the SPAR and the Assessment Satisfaction Survey to DCFS social worker with a cover letter.

· Mail the SPAR and cover letter to the DCFS supervisor and private agency case manager, if any.

· Mail a large packet to Diane containing the following: the SPAR, all interview forms, the caregiver survey, all standardized measures, and the Permanency Status Form.  

Follow-Up Period
· Arrange and facilitate Key Person Staffing and complete Key Person Staffing form

· Provide Behavioral Coaching as appropriate

· Facilitate case progress as circumstances dictate
At Six Months After SPAR (Case Termination)
· Complete Termination report and closing CAFAS using updated information from DCFS, caregiver, and other sources.

· Complete the Permanency Status Form

· Mail the Termination report with the Termination Satisfaction Survey to the DCFS social worker.  

· Mail a packet to Diane containing: Key Person Staffing form (even if there was no Key Person Staffing), Termination report, Evaluator Case Termination Survey, closing CAFAS, and Permanency Status Form.  
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