Forsyth County Department of Family and Children Services

Unit Expectations for Child Protective Services

 Investigations Unit
The goal of Child Protective Services (CPS) is to ensure the protection and safety of children who are victims of abuse and neglect. The Child Protective Services Unit is charged with the responsibility of assessing risk and safety of children under the age of eighteen in the home of their parent or caretaker. CPS Policy is guided by state and federal laws. These expectations coincide with CPS Policy as well as county and state expectations of all staff. They will serve as a foundation and will guide our daily work at Forsyth County DFCS. 
Individual Conferences

Formal individual conferences are required by policy.  Conferences will be scheduled and maintained for each worker at least once a month. However, due to the urgent nature of our CPS work, conferences may be held as frequently as once a week. 

 The purpose of this conference will be to update the supervisor of  challenges, concerns and/or progress on the case so that the supervisor is able to provide you with guidance on cases.  The length of the conference is dependent on the complexity of the case load. 

You are expected to come to the conference with your cases prioritized and ready to discuss.  It is also expected that if you need to reschedule you will notify the supervisor at the earliest notice and reschedule the conference with the supervisor.  It is also expected that the supervisor will reschedule with the worker if the supervisor is the one with the conflict.  

The supervisory conference is a time to discuss any issued related to general case management practice and case-specific issues. It is also a time to   provide the case manager with performance feedback. Case managers are encouraged to share any practice issues or concerns with their supervisor during this conference. 

When a staffing or directions are given outside the individual conferences the case manager will document the supervisor’s instructions on a 452 (in IDS) and have the supervisor sign off on that documentation.  This will be placed in the documentation sections of the case record.

Policy requires supervisory “touch points” throughout the life of a case. These “touch points” may not always necessitate a formal conference.  However, a supervisor should initial case notes attributed to the supervisor. Please be prepared to provide the supervisor with the information and supporting documentation necessary to facilitate good risk assessment of the circumstances in each case. Some of these “touch points” are (but not limited to) as follows: 
· Assignment of all CPS Referrals 2103.14
· Upon completion of a Safety Plan (455B) 2104.20
· Within five workdays of the receipt of the Risk Assessment on substantiated and risk indicated cases 2104.24
· Within 10 workdays of receipt of Risk Assessment/Structured Narrative on cases that will not be opened for services after the investigation 2104.24
· Within 10 workdays after the case manager completes the initial home visit 2104.24
· At any point during through out the life of the case where there is immediate risk to the safety of minor children.
· Whenever there is a child death or serious injury. 

Unit Meetings

Unit meetings will be held once a month which will be scheduled by the supervisor and all staff will be notified.  All unit meetings are mandatory and require prior permission for the supervisor to be absent.  Staff will be on time and attend the meeting in full.  The purpose of these meetings will be to update staff on policy changes, trainings, as well as unit, agency and statewide concerns.  It is expected that you will bring calendars and a notepad to each unit meeting.  If there are issues you would like to be discussed in the unit meeting please provide the supervisor with this information at least three work days one week prior to the unit meeting.  If you are absent for the unit meeting it is expected that you will schedule a meeting and meet with the supervisor at a later date to obtain the information that you missed.  Attendance and minutes will be kept at unit meetings.

Agency Staff Meetings

Agency Staff meetings will be held the 2nd Wednesday of each month at 2:00pm (unless otherwise notified) in the conference room.  All staff meetings are mandatory and require prior permission for the supervisor to be absent.  It is expected that you will be on time and attend the meeting in full.  It is expected that you will bring calendars and a notepad to each staff meeting.  

Training
Training is an integral part of the continuing education process to improve quality services to our clientele.  (Also required to maintain certification) Training will be scheduled as required by the continuing certification process and DHR policy.  The supervisor will schedule all trainings required.  A record of all training will be maintained in the case manager’s productivity file.

Safety
A concern of the agency is the safety of the staff.  It is expected that all case managers will sign in and out at the front desk each time you enter and exit the agency.  If you are going to be more than 15 minutes late of your expected time of arrival or your destination, you are required to call the front desk and notify them of the change. The agency cell phone is required to be on during business hours.  You are expected to answer all calls on the agency cell phone.  Case managers may – and should – contact law enforcement for assistance with hostile clients. Staff any concerns with your supervisor before making a home visit. 
Dress Code

It is expected that all staff will follow the county dress code policy at all times.  It is also expected that all case manager will be dressed in business attire for all court appearances.  

Scheduled Work Hours
Each case manager will have on file in the productivity file core work hours approved by the supervisor and director.  If a change is needed in a case manager’s core work hours, this must be approved by the supervisor and director in writing prior to the change taking affect. Staff must notify their immediate supervisor if s/he will be arriving more than 15 minutes late and receive supervisory approval to work more than 30 minutes beyond scheduled time off. 
Leave Request
All leave requests (FLSA, AL, SL, etc.) should be written on a 713 and turned into the supervisor as soon as possible after the need for leave is identified.  Leave will be granted based on the availability of staff to cover court and unit duties. Leave may be denied if requestor is not current with caseload responsibilities.  

In the case of illness, the case manager will call the supervisor directly in the office or on the agency cell phone.  If unable to contact the direct supervisor the case manager will call the front desk to notify the agency of your absence and ask to speak to another supervisor in the building.  You are required to speak to a person -DO NOT LEAVE A MESSAGE.

Should you be on leave for any extended length of time, you are required to leave a message on your voicemail and email auto message as to the dates you will be gone. 
Protected Time
Protected time can be an important tool for case managers to complete case management duties.  Protected time is optional. Staff is encouraged to utilize protected time. It will be discussed and arranged with the case manager’s direct supervisor. Telephone calls should be restricted during this time.
After Hours/On-Call
After hours/on-call duties are covered by the night unit.  However, you may be asked to cover on-call duties by the administrative staff.  You will need to inform the office manager of your coverage so that the sheriff’s office can be informed of the change.  The on-call case manager will be responsible for the on-call bag and ensuring that all information needed is in the bag prior to the start of the on-call shift.  Case manager is also responsible for passing the bag to the next on-call person at the end of your shift.  The case manager is to call the assigned on-call supervisor for assistance with any on-call situation, especially those requiring on-site response.  Case manager is required to have his/her assigned work cell phone on at all times while on-call. Alcohol consumption while on call is prohibited. Case manager will have the on-call pager on her/him at all times while on-duty.  All calls must be responded with in 15 minutes of being paged.  If required to go to the scene, case manager is required to be there with in 1 hour of being paged.   All information on a case should be submitted to Child Protective Services Intake unit no later than 9am on the next working day.

Customer Services/Phone Calls

It is expected that case managers return all calls with in 24 hours of the time of call.  If you are unable to return the call within 24 hours, clearly document the reason why (out of office, vacation, etc.) and return the all as soon as possible. 

When answering the phone, please use the following greeting:

Forsyth County DFCS, This is ( your name) , How may I help you?

Mail

All case managers are to check their mailbox, voicemail and emails everyday and return in a timely manner.  

Chain of Command

It is necessary that all concerns related to case managers, case loads, or the unit be addressed directly with your immediate supervisor.  If s/he is out of the office and consultation is needed in an emergency, you are to seek guidance from the lead worker in the unit.  The lead worker will then be responsible to determine if assistance is needed from another supervisor.  In the case that supervisor assistance is needed, the lead worker is to address the situation with the Program Administrator (Carol Moses).  If the Program Administrator is unavailable the lead worker is to seek assistance from Family Preservation (Westlyn Benton) or Child Protective Supervisor.  In the event that a Family Preservation or Child Protective Supervisor is not available, the lead worker is to direct the situation to the County Director (John Wilson).  Inform your immediate supervisor upon returning to the office of the situation and what was discussed and what actions were taken (if any).  

All correspondence, concerns/documents needing approval must be routed through your supervisor for signature prior to being mailed/faxed out. Any correspondence going to court, another agency (including another DFCS) should have a supervisor endorsement with the exception of routine message (i.e. fax cover for an out-of-county referral).  All correspondence is to by typed on agency letterhead and in a professional manner (adhering to Standard English writing formats).  If emergency approval on a correspondence is needed please submit to the Program Administrator (Carol Moses).  

Court Activity

Court activity is a major part of a placement case.  Case managers are to be prepared to go to court and represent the agency accordingly.  When attending court for any reason, case manager will dress in appropriate professional attire.  

Subpoenas from law enforcement/district attorneys will be honored accordingly.  All subpoenas received from private attorneys or other parties will be submitted to the SAAG upon receipt for action.  Witnesses that must be subpoenaed for DFCS cases are to be done no later that one week prior to the scheduled court hearings; case managers are required to subpoena all witnesses needed.  
Case Managers will staff all cases with the assigned SAAG no later than the Thursday prior to the court hearing.  If the SAAG is not going to be in the office, it is the case manager’s responsibility to schedule the meeting with the SAAG.  In the event of an emergency removal for shelter Care, the case manager will contact the SAAG via phone and discuss all pertinent information with them. The case manager will then forward a copy of the Complaint and Affadavit to the SAAG prior to the detention/Emergency Shelter Hearing.  
Risk Assessment - Doing the “Right Work the Right Way”
Risk Assessment is a complete, continuous and accurate assessment of risk leading to effective, comprehensive family planning and service provision. The process should, in turn, result in safer families. CPS Investigators are charged with the critical responsibility of assessing risk to children when abuse and neglect is alleged. All case managers are expected to follow CPS Policy, good practice procedures and supervisory directives at all times. There will be no exceptions. 
The following are excerpts from the CPS Policy manual indicate critical case management “touch points” throughout the life of a case. This is just a list of some of the most critical steps in completing the concept guided Risk Assessment tool:

· Make Initial Contact with the alleged maltreated child within the assigned response time(immediate-24 hours or five workdays) 2104.10
· Screen (IDS and all links) all adults living in the residence or acting as a caretaker for the child who have not been screened during the intake process. 2104.10a
· Complete safety assessments and safety plans for all children where risk is identified and controlling interventions are necessary for the child’s protection. 2104.19
· Complete a safety resource assessment in all circumstances where children are placed out of a home through a safety plan.

· Complete all documentation on a CPS Investigation or Diverted Response case within 72 hours of contact or case activity. 2104.26
· Complete a minimum of two relevant collateral contacts on each CPS Investigation that support the case disposition. 2104.23
· Interview and observe all children alleged to be maltreated and all other children living in the household with the alleged maltreater. This includes undressing children under the age of one to determine whether there are any physical signs of child maltreatment; undressing all children under the age of four or under who are the subject of physical abuse allegations.  2104.11
· Make face to face contact and interview all parents, caretakers and alleged maltreaters . 2104.17

· Observe interactions between the parent and child in the home. 2104.12

· Complete (including supervisory approval of the case disposition) within 45 days of the receipt of the referral. (2104.30)

· Immediately notify the supervisor of any situations of imminent risk to the child(ren); when a parent or caretaker fails to cooperate with the department or any situation where the case manager is unable to complete a critical step in the investigative process..
Each case manager is expected to consult the policy manuals (Social Services, CPS and Foster Care) prior to asking the supervisor for assistance.  Case records will be maintained according to Chapter 70 of the Social Services Policy Manual.  Supervisor will provide unit with a listing if items to be filed in the record that are not covered in chapter 70 of the policy manual.  It is expected that case managers will correct all records from prior case managers if needed to comply with policy. 

The supervisor is required by policy to review 2 records per case manager each month in addition to reviewing and signing off on all CPS Investigations and Diverted cases. Records reviewed with a supervisory conference guide will be selected at Random by the supervisor. Each case manager will be provided with a copy of the review.  Any non-compliance found in the reviews is expected to be corrected and documented.  These corrections are to be turned into the supervisor by the assigned deadline.  Reviews will be placed in the case managers productivity files.  

Monthly Reports/Stats, etc.
TCM tear sheets, policy standard statements, monthly stats, data report info, case logs, and training log are due to the supervisor by noon on the last day of the month.  

If a case manager is on leave or in training when any reports are due, it is imperative that all information is turned in prior to the case manager leaving.  These reports are used to help monitor the activity on each case load and timeliness of standards.

Mileage sheets are due to the supervisor on the 15th of each month.  Do not hold your mileage sheets for more than one month at a time. 

Times sheets will be completed timely, thoroughly and accurately.  Time sheets are due to supervisor by noon on Monday of the following week.  All over time hours (more than 40 hours per week) work require supervisor approval.  All days worked more than 8 hours need to be documented on page 2 of the time sheets.  On-Call duties do not need prior written approval from the supervisor.

Case Managers are expected to keep all policy manuals up-to-date with the latest transmittals according to policy.

Family Preservation Funds-PUP, Parent Aid, Homestead, County Funds
Each funding request will be submitted to supervisor for approval once the need is identified and in accordance to policy.  All requests must be approved by the supervisor and Program Administrator prior to services rendered.  All requests are expected to include a sentence on each of the following: why the child came into care or how this expenditure will prevent placement; what services are needed; why the services are needed; and who will provide the services, how the family will continue to provide for itself once these funds are expended (i.e. PUP for rent/utility assistance).  
When paying a bill after services are rendered the case manager will be expected to process the bill according to the Forsyth County Protocol.  Case Managers will be responsible for accurately reviewing the bill and ensuring that all funding codes are properly listed.  Case Managers will make a copy of this information for their file and forward the original to supervisor by the due date on the authorization of disbursement form.  

I have read and understand the attached “Unit Expectations for the CPS Investigations Unit” and have been provided a copy.

__________________________________________

_________________

Case Manager Signature





Date

__________________________________________

__________________

Supervisor Signature






Date
