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1. Overview 
This document describes the various Ohio SACWIS business processes covering all the major 
business flows in the child welfare business operations.  These major areas and subordinate areas 
are listed in the Table 1 – Ohio SACWIS Business Workflows. 

1. Intake 
2. Assessment/ Investigation (Lifecycle View of all CAPMIS Tool) 
3. Placement lifecycle including removal, placement, and leaves 
4. ICPC 

• Incoming  

• Outgoing  
5. Case Planning and Management 

• Record Case Plan 

• Record Case Review/ SAR 

• Visitation Plan 

• Independent Living Plan 

• Reunification assessment 

• Record Case Services 
6. Court Lifecycle 
7. Adoption Lifecycle 
8. ICAMA Incoming 
9. Resource Management 

• Record Inquiries 

• Record Licensing / Certification Activities & Record Administrative Rules 

• Record Home Study 
10. Financial Processing 

• Maintain Services 

• Maintain Service Ceilings 

• Record Payment Requests, Disburse Payments, and Process Reimbursement 

• Record Client Benefits 

• Record Contracted Services 
11. Eligibility 

• Determine Eligibility & Redetermine Eligibility; Determine Reimbursability & 
Redetermine Reimbursability 

• Determine Medicaid Eligibility (ICPC, ICAMA, and COBRA) 

• Determine & Redetermine Adoption Subsidy Information 
� Adoption Assitance 
� SAMS 
� PASSS 
� Non-Recurring 

12. Administration 

• Assignments 
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• Approvals 

• Worker Training 
Figure 1 – Ohio SACWIS Business Workflow Table 
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2. SACWIS Workflows 
The following sections provide detailed workflow diagram of each of the SACWIS business 
workflows.  The major areas covered are: 

• Intake  
• Assessment/ Investigation 
• Placements 
• ICPC 
• Case Planning and Management 
• Court 
• Adoption 
• Resource Management 
• Financial Management 
• Eligibility 
• Administration 

2.1 Intake 

 
Figure 2 - Intake Workflow 
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2.2 Assessment/ Investigation 

 
Figure 3 - Assessment / Investigation Workflow 
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2.3 Placement lifecycle including removal, placement, and leaves 

 
Figure 4 –Placement Workflow 
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2.4 ICPC 

2.4.1 Incoming 

 
Figure 5 - ICPC Incoming Process Workflow 



Ohio SACWIS Workflow 
 

11/09/2005 Page 11 of 33 
OH SACWIS Project 

2.4.2 Outgoing  

ICPC Outgoing Process Flow
The Agency Decides 
t o  M a k e a  P l a cem ent  
w it h a n O u t  o f  S t a t e 

P r o v ider

The Agency I C P C  W o r k er  
(AI C P C W ) a ssigned t o  t he 
C a se S el ect s t he C hil d t o  
b e P l a ced &  R eco r ds 

I n f o r m a t io n o n t he I C P C  
P a ges in S AC W I S  

I ncl u ding L ega l  S t a t u s

The W o r k er  S a v es t he 
R eco r d

I nf o r m a t io n I ncl u des:  
R esp o nsib l e Agency,  

Agency/ P er so n C hil d b e 
P l a ced W it h ,  Agency 

R esp o nsib l e f o r  P l a nning f o r  
C hi l d,  S ending S t a t e,  
R eceiv ing C o u n t y

The AI C P C W  N o t if ies 
t he S t a t e I C P C  W o r k er  

(S I C P C W ) t ha t  a n 
O u t go ing I C P C  is in 

P r o gr ess

The AI C P C W  C o m p l et es 
t he P a p er w o r k  N ecessa r y 

f o r  t he P l a cem ent ,  
I ncl u ding t he 10 0 A F o r m  
a nd S ends t o  t he S t a t e 
I C P C  W o r k er  (S I C P C W )

The S I C P C W  S et s t he 
S t a t u s o f  t he I C P C  

R eq u est  t o  I n P r o gr ess 
o r  I nco m p l et e

S t a t u s O p t i o ns I ncl u de t he F o l l o w ing:  1) I n P r o gr ess – The R eq u est  is 
M o v ing o n S chedu l e;  2) I nco m p l et e – The S I C P C W  ha s no t  R eceiv ed 
Al l  P a p er w o r k  a f t er  14  Da ys,  S AC W I S  sends a  N o t ice t o  t he AI C P C W  

R em inding t hem  o f  t he P a st  Du e I t em s

The S I C P C W  S ends t he 
10 0 A F o r m  a nd Any O t her  
P er t inent  I n f o r m a t i o n t o  t he 
R eceiv ing S t a t e &  C ha nges 
t he S t a t u s t o  C o m p l et e

The R eceiv ing S t a t e 
E v a l u a t es t he P o t ent ia l  
P r o v ider  a nd M a k es a  
R eco m m enda t io n t o  

O hi o

I s t he P l a cem ent  
R eco m m ended?

The R eceiv ing S t a t e 
S ends t he 10 0 A a nd 
16 4 0  F o r m s t o  O hio  

a nd R eq u est s 
Adv isem ent  o n 
P l a cem ent  P l a ns

Y es

W il l  t he R eso u r ce 
b e U sed f o r  
P l a cem ent ?

The S I P C W  U p da t es 
t he I C P C  R eq u est  in 

S AC W I S  w it h a  
S t a t u s o f  Denied

N o

O hio  N o t if ies t he 
R eceiv ing S t a t e 
V ia  t he 10 0 B  t h a t  
t he P r o v ider  W o n’ t  

B e U sed

N o

The S I C P C W  
S ends t he 10 0 B  t o  
t he R eceiv ing S t a t e 
&  N o t if ies O hio  o f  
t he P l a cem ent  
B egin Da t e

Y es

The S I C P W  S ends 
S u p p o r t ing 

Do cu m ent a t io n t o  
t he R eceiv ing S t a t e

The Agency 
W o r k er  C r ea t es 
t he P r o v ider  a s a  
N o n- O DJ F S  
P r o v ider  

The Agency W o r k er  
R eco r ds t he C hil d’ s 

P l a cem ent  in S AC W I S  w it h 
Addit io na l  I nf o r m a t io n 
I ndica t ing t ha t  t he 

P l a cem ent  is O u t  o f  S t a t e

The C a se R em a ins 
O p en &  t he O u t  o f  S t a t e 
P r o v ider  is N o t  U sed

The C hil d 
R em a ins in 

P l a cem ent  f o r  6 0  
da ys

C a n t he O hio  
R el ea se 

J u r isdict io n t o  
R eceiv ing 
S t a t e?

O hio  N o t i f ies t he R eceiv ing S t a t e 
V ia  t he 10 0 B  t ha t  O hi o ’ s J u r isdict i o n 
ha s B een R el ea sed,  S ends a  C o p y 
o f  t he C o u r t  O r der ,  a nd C o m p l et es 
C o m p a ct  Ter m in a t i o n I n S AC W I S

The S I C P W  S ends t he 
Do cu m ent a t io n t o  t he 
L o ca l  Agency a nd 

N o t if ies t h a t  t hey H a v e 
J u r isdict io n

The C hil d is 
P l a ced in a n O u t  
o f  S t a t e P l a cem ent

Y es

N o
The L o ca l  Agency 

R eco r ds t he 
Tr a nsf er  in 
C u st o dy

Ar e Ther e 
O t her  C hil dr en 
R eceiv ing 

S er v ices o n t he 
C a se?

N o
The Agency 
R eco r ds t he 
C ha nge in 
C u st o dy a nd 

C l o ses t he C a se

The Agency is N o  L o nger  
P r o v iding S er v ices t o  t he C hi l d,  
b u t  t he C a se R em a ins O p en f o r  

O t her  S er v ices
Y es

The R eceiv ing 
S t a t e P r o v ides 
S u p er v iso r y a nd 

S u p p o r t iv e 
S er v ices a nd 

Q u a r t er l y R ep o r t s

 
Figure 6 - ICPC Outgoing Process Workflow 
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2.5 Case Planning 

2.5.1 Record Case and Amend Plan 

Ca se Pla nning W ork f low
The Agency ha s a  
C a se f o r  w hich 
They H a v e 

Decided t o  P r o v ide 
C a se M a na gem ent  

S er v ices

I s t his t he I nit ia l  
C a se P l a n f o r  t his 
C a se E p iso de?

Y es

The C a se P l a n 
W o r k er  C ho o ses 
t o  R eco r d C a se 
P l a n I nf o r m a t io n

The W o r k er  Adds 
a  N ew  C a se P l a n

The S yst em  P o p u l a t es t he 
Av a il a b l e C a se P l a n 
P a r t ici p a nt s f r o m  t he 

P a r t icip a nt s C ho sen in t he 
F a m il y Assessm ent

The W o r k er  C h o o ses 
C hil dr en &  Adu l t s f o r  
C a se P l a ns f r o m  t he 

Av a il a b l e C a se 
P a r t icip a nt  L ist

W o r k er  R eco r ds 
t he C hil d’ s 

P er m a nency G o a l  
in t he P l a n

I s t he C hil d in 
t he C u st o dy o f  
t he Agency?

I s t her e a  C o u r t  
O r der  f o r  

Ano t her  C a se 
P l a n o r  I s t his a  
P r o p o sed C a se 

P l a n?

N o Y es

Do es t he 
W o r k er  W ish t o  

Am end a n 
Ap p r o v ed C a se 

P l a n?
N o

Y es

Do es t he 
W o r k er  W a n t  t o  

E dit  a n 
U na p p r o v ed 
C a se P l a n?

N o

Y es

N o  C ha nges a r e 
M a de t o  a  C a se 

P l a n

N o

I s t he Agency’ s 
C u st o dy 

P er m a nent ?
Y es

P er m a nency  I n f o r m a t io n To p ic R eq u ir ed 
W hen Agency H a s P er m a nent  C u st o dy

N o
W o r k er  R eco r ds 
t he S t r engt hs a nd 

C o ncer ns 
I n f o r m a t io n f o r  t he 
C a se P a r t icip a n t s

W o r k er  L ink s 
S er v ices t o  E a ch 
C o ncer n R eco r d 
(S ee S er v ices 

F l o w )

W o r k er  R eco r ds I ndep endent  L iv ing 
I nf o r m a t io n I ncl u ding L if e S k il l s &  S er v ices 

R eq u ir ed f o r  I ndep endent  L iv ing a s 
Ap p r o p r i a t e

C a se P l a n To p ics R eq u ir ed f o r  a l l  C a se P l a ns

Y es

C o m p el l ing R ea so ns W hy 
TP R  is no t  in t he B est  

I n t er est s o f  t he C hil d a nd/ o r  
W hy t he Agency H a s N o t  
P r o v ided S er v ices t o  C a se 
P a r t icip a nt s Tha t  W il l  E nsu r e 

t he C hil ds R et u r n H o m e

W o r k er  R eco r ds 
t he P l a cem ent  

S et t ing I nf o r m a t io n 
f o r  t he C hil d

W o r k er  C o m p l et es 
t he E x cep t io ns 

I n f o r m a t io n f o r  t he 
C hil d if  Ap p l ica b l e

The W o r k er  
R eco r ds W hich 
S er v ices W il l  B e 
P r o v ided t o  t he 

C a r egiv er

The W o r k er  L ink s 
S er v ices Asso cia t ed w it h 
t he C hil d t o  t he C a r egiv er

W o r k er  R eco r ds 
t he V isit a t io n P l a n 
Det a i l s f o r  t he 

C hil d

The W o r k er  L ink s a t  L ea st  
O ne V isit a t io n P l a n (N o n-
E x p ir ed) t o  t he V isit a t io n 

Det a il s To p ic (S ee 
V isit a t i o n P l a n F l o w )

C a se P l a n To p ics R eq u ir ed f o r  C a ses W her e t he Agency H a s C u st o dy

W o r k er  R eco r ds 
S t ep s Ta k en b y 

t he Agency t o  F ind 
a  P er m a nent  
P l a cem ent

W o r k er  R eco r ds 
R ecr u it m ent  

Act iv it ies t h a t  t he 
Agency ha s 

U nder t a k en o n 
B eha l f  o f  t he C hil d

W o r k er  S u b m it s 
C a se P l a n f o r  
Ap p r o v a l  &  
S u p er v iso r  
Ap p r o v es

The Ap p r o v ed 
C a se P l a n is in 

E f f ect  f o r  t he C a se

I f  t he I n t a k e is a  S a f e H a v en,  Ab a ndo ned,  o r  
P er m a nent  S u r r ender ,  t he W o r k er  C h o o ses t he 

P a r t icip a n t s b eca u se t her e is no  F a m il y 
Assessm ent

 
Figure 7 - Case Planning Workflow 
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2.5.2 Record Case Review 

 
Figure 8 - Case Review Workflow 
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2.5.3 Record Visitation Plan 

 
Figure 9 - Visitation Plan Workflow 
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2.5.4 Record Independent Living Plan 

 
Figure 10 - Independent Living Plan Workflow 

2.5.5 Record Reunification Assessment 

R eunif ica tion A ssessm ent Process Flow
The Agency Decides 
t o  Assess W het her  a  
R eu nif ica t io n is in t he 
B est  I nt er est  o f  t he 

C hi l d( r en)

The W o r k er  S el ect s 
w hich C hil d( r en) &  
Adu l t (s) a r e B eing 
C o nsider ed f o r  
R eu nif ica t io n

The W o r k er  
R eco r ds I nf o r m a t io n 
P a st  &  P r esent  f o r  
t he S a f et y o f  t he 

C hil dr en

Do es t he 
W o r k er  

R eco m m end 
R eu ni f ica t i o n?

The W o r k er  R eco r ds 
R ea diness/ Accep t a nce 
o f  t he C hil d( r en) a nd 

Adu l t (s) f o r  R eu nif ica t io n

The W o r k er  R eco r ds 
a ny Addit io n a l  
I n f o r m a t io n 
S u p p o r t ing 
R eu nif ica t io n

Y es

The W o r k er  R eco r ds 
a ny Addit i o n a l  

I nf o r m a t io n f o r  N o t  
S u p p o r t ing 
R eu nif ica t i o n

N o

Ar e 
I n t er v ent i o ns 
N eeded t o  
S u p p o r t  

R eu nif ica t io n?

The W o r k er  
Det a il s t he 
I n t er v ent i o ns 

N eeded t o  S u p p o r t  
R eu nif ica t i o n

Y es

The W o r k er  R eco r ds a ny 
Addit io na l  I n f o r m a t io n t h a t  

Do es N o t  I ndica t e 
I nt er v ent io ns t o  S u p p o r t  

R eu nif ica t io n

The W o r k er  
S u b m it s t he 

Assessm ent  t o  t he 
S u p er v iso r  f o r  

Ap p r o v a l

The R eu nif ica t io n Assessm ent  is 
C o m p l et e;  The C a sew o r k er  Ta k es t he 

R esu l t s int o  C o nsider a t io n w hen 
Det er m ining N ex t  S t ep s f o r  t he C a se

The S u p er v iso r  
Ap p r o v es t he 
Assessm ent

 
Figure 11 - Reunification Assessment Process Workflow 
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2.5.6 Record Case Services 

 
Figure 12 - Record Case Services Workflow 
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2.6 Court 

Court Process Flow
Agency Decides to 

R ecor d a  
C o m p l a int w ith  th e 

C ou r t

Does th e Agency 
F il e a  M otion a t 
T h is T i m e Al so?

Y es

N o

Agency r ecor ds 
C om p l a int w ith  

C ou r t

T h e Agency 
R ecor ds th e 

M otion w ith  th e 
C ou r t

T h e Agency is 
w a iting f or  th e 
H ea r ing to ta k e 

P l a ce.

Does th e Agency 
w is h  to w ith d r a w  
th e C om p l a int or  

M otion?

Agency f or m a l l y w ith dr a w s 
th e C om p l a int/ M otion f r om  
th e C ou r t.  T h e S ta tu s of  th e 
C o m p l a int is C h a nged to 

“ W ith d r a w n”

Y es

T h e H ea r ing is 
H el d

T h e C ou r t G i v es th e 
Agency C u stody of  a n 

Adj u dica ted 
Del inq u ent,  U nr u l y,  
Dep endent C h il d,  or  
S ta tu s O f f ender

P C S A  R eceiv es 
R u l ing f r om  th e 

C ou r t

Agency r eceiv es a n 
E x -P a r te R u l ing or  
th e J u dge C h a nges 
th e C u r r ent R u l ing

T h e Agency 
R ecor ds th e C ou r t 

R u l ing

T h e Agency 
R eceiv es a  V A C  (1st
or  2 n d  E x tension)

Does th e Agency 
w ish  to f il e a  
C om p l a int?

Y es
Does th e 

Agency W ish  to 
F il e a  M otion?

N o

Y es

Did th e R u l ing 
I ncl u de a  N ew  
L ega l  S ta tu s?

W a s th e R u l ing 
Du e to a  

C h a nge in C ou r t 
J u r isdiction?

N o

Agency R ecor ds 
th e C h il d or  

Agency’ s N ew  
L ega l  S ta tu s

Y es

T h e Agency 
R ecor ds th e N ew  
C o u r t J u r isdiction 

I nf or m a tion

Y es

O ngoing C a se 
M a na gem ent 
S er v ices Ar e 
P r ov ided 

O u tside of  th e 
C ou r t P r ocess

W a s th e 
C om p l a int or  

M otion 
G r a nted?

T h is C ou r t 
P r ocess is 
C om p l ete

N o

N o

C ou r t C a l enda r  is 
U p da ted

N oN o

G o T o 
N ex t 

Decision

Y es

W a s th e 
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Figure 13 - Court Process Workflow 
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2.7 Adoption 

 
Figure 14 - Adoption Lifecycle Workflow 
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2.8 Resource Management 

2.8.1 Record Inquiries 

Prov id er Inq uiry  Process Flow

Agency r eceiv es 
a n I nq u ir y f o r  a  

p o t ent i a l  a p p l ica nt  

Agency S ea r ches 
t o  see i f  P ending 
o r  Act iv e I n q u ir y 
ex ist s f o r  t he 

P o t ent i a l  Ap p l ica nt

Do es Act i v e 
I nq u ir y E x ist ?

C r ea t e a  new  
P r o v ider  I nq u i r y 

R eco r d

S ea r ch f o r  E x ist ing 
P er so ns o r  C r ea t e 
P er so ns in t he 
S AC W I S  syst em  
t o  l ink  t o  t he 

I nq u ir y

Do cu m ent  R ef er r a l  
S o u r ces

Do cu m ent  I n q u ir y 
Act iv it y (F o r  
ex a m p l e 
a p p l ica t i o n 
p r o v ided o r  
r eceiv ed)

S cr een in t he 
P r o v ider  a nd S a v e 
t he I nq u ir y R eco r d

I nq u i r y R eco r d is 
C l o sed

Y es

N o

Y es

Do es I nq u ir er  W ish t o  
E nr o l l  in Agency’ s 
P r o v ider  O r ient a t i o n 

P r o gr a m ?

N o

N o  S cr een O u t  
a nd S a v e

C a n t he I n q u ir y b e 
L ink ed t o  a n E x ist ing 

P r o v ider ?

Y es

L ink  I nq u ir y 
R eco r d t o  P r o v ider  

R eco r d

I s P r o v ider  C u r r ent l y 
P r o v iding S er v ices f o r  

t ha t  Agency?

N o

H o m e S t u dy 
Assesso r  
R eceiv es 

N o t if ica t io n f o r  
N ew  I nq u ir y

Y es

N o

S u p er v iso r  
Assigns P r o v ider  
R eco r d t o  W o r k er

N o

C r ea t e P r o v ider  
R eco r d

I s t he I nq u ir y f r o m  
a n I n S t a t e 
Ap p l ica n t ?

Y es

N o

P r o ceed t o  t he 
H o m e S t u dy F l o w

 
Figure 15 - Provider Inquiry Workflow 
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2.8.2 Record Homes Study 

Prov id er H om e S tud y  Process Flow
H o m e S t u dy 
Assesso r  
R eceiv es 

N o t if ica t io n f o r  
N ew  I nq u ir y

I s t he P r o v ider  
C er t if ied o r  

Ap p r o v ed f o r  N ew  
I nq u ir y Typ e?

R eco r d B a sic P r o v ider  
I nf o r m a t io n 

(Dem o gr a p hics,  
I nco m e,  M a r i t a l  S t a t u s,  
C r im ina l  B a ck gr o u nd,  
Al t er na t e C a r egiv er s,  

et c.)

Y es

N o

Do es t he P r o v ider  
w ish t o  Tr a nsf er  
R eco m m ending 

Agencies?
S ee L icensing 
Act iv it es F l o wY es

N o
P r o v ider  R em a ins 

C er t if ied o r  Ap p r o v ed 
f o r  t his Act iv i t y

Dev el o p  Tr a ining 
P l a n f o r  P r o v ider

E nt er  a nd S a v e 
Descr ip t io n o f  

H o m e 
Add a  N ew  H o m e 

S t u dy in t he 
syst em

R eco r d P r o v ider  
R ef er ences a nd 
S a v e H o m e S t u dy 

R eco r d

Do cu m ent  
Assessm ent  V isit s

R eco r d t ha t  
P r o v ider  ha s 
C o m p l et ed 
Tr a ining

P er f o r m  
Assessm ent  V isit s

E dit  E x ist ing H o m e 
S t u dy R eco r d

H a v e a l l  H o m e 
S t u dy Assessm ent  
C r it er ia  b een M et ?

N o
Y es

Do es Ap p l ica nt  M eet  
H o m e S t u dy 
Assessm ent  
S t a nda r ds?

Y es
E nt er  Disp o sit io n 
o f  Ap p r o v ed

H a s Al l  H o m e S t u dy 
Do cu m ent a t io n B een 

P r o v ided t o  t he 
S yst em ?

S end t o  H o m e 
S t u dy S u p er v iso r  

f o r  Ap p r o v a l

Y es

H o m e S t u dy 
S u p er v iso r  
Ap p r o v es 

S ee L icensing 
Act iv i t es F l o w

N o

E nt er  Disp o sit io n 
o f  Denied

N o

S u p er v iso r  
Ap p r o v es H o m e 

S t u dy

P r o v ider  Denied 
t he Ab il i t y t o  O f f er  

S er v ices in 
S AC W I S

E n t er  P r o v ider  
C ha r a ct er ist ics

E nt er  U sa ge 
P l a cem ent  C r it er ia

E nt er  S er v ice 
L im it s

Accep t a nce C r it er ia

E nt er  S a f et y Au dit  
Det a il s

E n t er  Descr i p t io n 
o f  F a m il y

E nt er  H o m e S t u dy 
V er if ica t i o ns

H o m e S t u dy Assessm ent  R eq u ir em ent s

L ink  Assessm ent  
V isit s t o  H o m e 

S t u dy

L ink  C o m p l et ed 
Tr a inings t o  H o m e 

S t u dy
E dit / V er if y B a sic 

P r o v ider  
I n f o r m a t io n

 
Figure 16 - Provider Home Study Workflow 
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2.8.3 Record Provider Licensing 

 
Figure 17 - Licensing Workflow 
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2.9 Financial Processing 

2.9.1 Maintain Services and Ceilings 

 
Figure 18 - Maintain Services Workflow 
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2.9.2 Maintain Service Ceiling Information 

 
Figure 19 - Maintain Service Ceilings 
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2.9.3 Process Payments, Disburse Payments, and Reimburse Payment 
Requests 

Pa y m en t a n d  D i sb ursem en t Process Flow

Agency W a nts T o 
P r ocess P a ym ent 

R eq u ests

T h e Agency F isca l  W or k er  
Accesses th e I nitia te 
P a ym ent R eq u est 

P r ocessing P a ge &  E nter s 
Da te I nf or m a tion

T h e Agency F isca l  
W or k er  R eq u ests 
S AC W I S  to R u n 
th e P a ym ent 
P r ocess

T h e Agency F isca l  
W o r k er  R ev iew s a nd 

V er if ies E a c h  
P a y m ent R eq u est on 
th e P a ym ent R oster

N o
Ar e Al l  of  th e 

Desir ed 
P a ym ent 

R e q u ests on 
th e R oster ?

Y es

Does t h e Agency 
F isca l  W or k er  

N eed to C r e a te a  
N ew  R oster ?

T h e Agency F isca l  
W or k er  S ea r c h es 
f or  Additiona l  
P a y m ent 
R eq u est(s)

Agency F isca l  
W o r k er  C r ea tes 

N ew  R oster  f or  t h e 
Additiona l  P a ym ent 

R eq u est(s)
Y es

T h e Agency F isca l  
W o r k er  A p p ends 
th e P a ym ent 
R eq u est(s) to 

R oster

N o

Does a  N eed 
E x ist to E dit a  
P a ym ent 

R eq u est L ine 
on a  R oster ?

Does a  N eed 
E x ist to Add 
I nv oice 

N u m b er (s) to 
P a y m ent 
R eq u ests?

N o

Does a  N eed E x ist to 
Add a  M a nu a l  

P a ym ent R eq u est f or  
a n E x p ense th a t 
Does not H a v e a  

S er v ice 
A u th or i z a tion?

N o

T h e Agency F isca l  
W or k er  R e v ises 
th e U nits or  Da te 

R a nges a s 
N ecessa r y

Y es

T h e Agency F isca l  
Adds I nv oice 
N u m b er (s)

Y es

T h e Agency F isca l  
W or k er  E nter s th e 
P a y m ent R eq u est 

I nf o r m a tion
Y es

T h e Agency F isca l  
W o r k er  A p p r ov es 
th e P a y m ent 
R e q u ests

N o
T h e Agency F isca l  
W or k e r  S a v e th e 
P a ym ent R oster

T h e P a ym ent 
R eq u est is 

Ap p ended to th e 
R oster

T h e Agency F isca l  
W o r k er  R eq u ests 
Ap p r ov a l  of  th e 

R oster

T h e S u p er v isor  
Ap p r ov es t h e 
R oster  &  t h e 

R oster  is R e a dy 
f or  Disb u r sem ent

Agency F isca l  
W or k er  S el ects 
Ap p l y F ina l  

P a ym ent O p tion

Al l  P a ym ent R e q u ests 
I ncl u ded in th e 

Disb u r sem ent a r e M a r k ed 
w ith  t h e Disb u r sem ent 

N a m e a nd Da te

H a s th e M onth l y 
R eim b u r sem ent  
P r ocess R u n?

Y es

S AC W I S  
P r ocesses th e 

R eim b u r sem ents

Au ditor ’ s O f f ice H a s th e 
I nf or m a tion N ecessa r y 
to R ei m b u r se Agencies

Does Agency 
F isca l  W or k er  
W is h  to E dit 

R eim b u r sem ent 
I n v oices?

N o
Agency F isca l  

W or k er  U p da tes th e 
R eim b u r sem ent 
I nv oices Am ou nts 

a nd/or  U nits

Y es

N o

S AC W I S  G ener a tes 
P a ym ent R e q u ests f or  A l l  

Ap p l ica b l e S er v ice 
A u th or i z a tions/ F oster  P a r ent 

T r a ining R ecor ds

Agency F isca l  W or k e r  
S ea r c h es f o r  Av a il a b l e 
P a y m ent R eq u ests 
a nd C r ea tes a  
P a ym ent R oster

G o T o 
N ex t 

Decision

T h e Agency F isca l  
W o r k er  C r ea tes a  
Disb u r sem ent 
R ecor d f or  th e 
P a ym ent R oster

Ar e A l l  Desir ed 
R oster s in th e 
Disb u r sem ent 

R ecor d?

Y es

T h e W or k er  
Ap p ends Anoth er  
R oster  to th e 
Disb u r sem ent

N o

 
Figure 20 - Payment and Disbursement Workflow 
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2.9.4 Maintain Contracts 

 
Figure 21 - Provider Contracts Workflow 
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2.10 Eligibility 

2.10.1 Determine Eligibility and Reimbursability 

 
Figure 22 - Determine IV-E Eligibility / Reimbursability Workflow 
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2.10.2 Determine Medicaid Only Eligibility  

 
Figure 23 - Determine Medicaid Eligibility Workflow 
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2.10.3 Determine Adoption Assistance Eligibility  

 
Figure 24 - Determine Adoption Subsidy Workflow 
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2.10.4 Determine SAMS Eligibility 

D eterm i n e S A M S  S ub si d y  Process
The Agency N eeds t o  
Det er m ine if  t he C hil d is 

E l igi b l e f o r  S AM S  
S u b sidy F u nds

The E l igib il it y 
S p ecia l ist  

Accesses t he 
Ado p t io n S u b sidy 

P a ge

E l igib il it y S p ecia l ist  
S ea r ches S yst em  

f o r  Ado p t io n 
S u b sidy H ist o r y f o r  
a  S p eci f ic C hil d

H a s Ado p t io n 
Assist a nce B een 
Det er m ined f o r  
t he C hil d?

Eligibility 
D e te r m in a tio n :
Required Dates:   S o c i al  /  
M ed  Date,  H o m e S tu d y  Date,  
A d o p ti o n  P l ac em en t Date,  
A d o p ti o n  P eti ti o n  Date,  
A d o p ti o n  F i n al i z ati o n  Date,  
A p p l i c ati o n  R ec ei v ed  Date.   
F o l l o w i n g  ar e tr u e:   C h i l d  i s 
f r ee f o r  ad o p ti o n ,  c h i l d  h as 
sp ec i al  n eed s f ac to r s,  c h i l d  
m eets ag e c r i ter i a an d  
b i o l o g i c al  p ar en t i s n o t i n  th e 
ad o p ti v e h o m e.   I n  ad d i ti o n ,  
th e c h i l d  m u st b e d eter m i n ed  
el i g i b l e f o r  A d o p ti o n  
A ssi stan c e p r i o r  to  b e 
d eter m i n ed  f o r  S A M S  
el i g i b i l i t y .  

E l igib il it y S p ecia l ist  S el ect s 
S AM S  S u b sidy Typ e a nd 

C l ick s Add B u t t o n

S yst em  G a t her s 
I n f o r m a t io n R el a t ed 

t o  t he C hil d’ s 
Ado p t io n P et it io n a nd 
P o p u l a t es t he S AM S  

S u b sidy p a ge

E l igib il i t y S p eci a l ist  
E n t er s Ap p l ica t io n,  

Ap p r o v a l  a nd 
E f f ect iv e Da t e 
I nf o r m a t io n

Y es

E l igib il it y S p ecia l ist  
E n t er s S AM S  

I nco m e G u idel ine 
I nf o r m a t i o n

N o
I s t he C hil d 

E l igib l e f o r  S AM S  
Assist a nce?

N o

E l igib il it y S p ecia l ist  
C o m m u nica t es 

S AM S  E l igib il it y t o  
Ado p t io n 

C a sew o r k er

C a se W o r k er  p r o ceeds 
t o  C a se S er v ices 

w o r k f l o w  t o  do cu m ent  
S AM S  S er v ice

E l igib il it y S p ecia l ist  
E nt er s S u b sidy 

Am o u nt .

E l igib il i t y S p eci a l ist  
V er i f ies/ U p da t es 
S p ecia l  N eeds 
I nf o r m a t io n

E l igib il it y S p ecia l ist  
ca l cu l a t es 

inf o r m a t io n a nd 
r eq u est  S yst em  

det er m ine E l igi b il it y

E l igib il it y S p ecia l ist  
sends Denia l  a nd S t a t e 

H ea r ing l et t er  t o  
Ado p t iv e F a m il y

Y es
I s t he C hil d 
E l igib l e f o r  
Ado p t io n 

Assist a nce?

Y es

N o

E l igib il it y S p ecia l ist  
R et u r ns t o  Ado p t io n 

S u b sidy F l o w

N o

 
Figure 25 - Determine SAMS Eligibility Workflow 
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2.10.5 Determine PASSS Eligibility Workflow 

 
Figure 26 - Determine PASSS Eligibility Workflow 
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2.10.6 Determine Non-Recurring Adoption Assistance Eligibility Workflow 

D eterm ine N on-R ecurring S ub sid y  Process
The Agency N eeds t o  
Det er m ine if  t he C hi l d is 

E l igib l e f o r  N o n-
R ecu r r ing S u b sidy F u nds

The E l igib il it y 
S p ecia l ist  

Accesses t he 
Ado p t io n S u b sidy 

P a ge

E l igib il it y S p ecia l ist  
S ea r ches S yst em  

f o r  Ado p t io n 
S u b sidy hist o r y f o r  
a  sp ecif ic chi l d

Eligibility D e t e r m in a tio n :
Required Dates:   S o c i al  /  M ed  Date,  H o m e S t u d y  Date,  

A d o p ti o n  P l ac em en t Date,  A d o p ti o n  P eti ti o n  Date,  A d o p ti o n  
F i n al i z at i o n  Date,  A p p l i c ati o n  R ec ei v ed  Date.   F o l l o w i n g  ar e 

tr u e:   C h i l d  i s f r ee f o r  ad o p t i o n ,  c h i l d  h as sp ec i al  n eed s 
f ac to r s,  c h i l d  m eets ag e c r i ter i a an d  b i o l o g i c al  p ar en t i s n o t  i n  
th e ad o p ti v e h o m e.   I n  ad d i ti o n ,  t h e c h i l d  m u st b e d eter m i n ed  
el i g i b l e f o r  A d o p ti o n  A ssi stan c e p r i o r  to  b e d eter m i n ed  f o r  

N o n -R ec u r r i n g  el i g i b i l i t y .  

E l igib i l it y 
S p eci a l ist  sel ect s 
N o n-R ecu r r ing 

S u b sidy Typ e a nd 
C l ick s Add B u t t o n

S yst em  G a t her s 
I n f o r m a t i o n R el a t ed t o  t he 
C hil d’ s Ado p t io n P et it io n 
a nd P o p u l a t es N o n-

R ecu r r ing S u b sidy P a ge

E l igib i l it y S p ecia l ist  
E nt er s Ap p l ica t i o n ,  

Ap p r o v a l  a nd 
E f f ect i v e Da t e 
I nf o r m a t io n

Y es

E l igib i l it y S p ecia l ist  
E nt er s E x p ense 

Typ es a nd 
Am o u n t (s) N eeded

I s t he C hi l d 
E l igi b l e f o r  N o n-

R ecu r r ing 
S u b sidy?

E l igib i l it y S p ecia l ist  
C o m m u nica t es N o n-
R ecu r r ing E l igib il it y t o  
Ado p t io n C a sew o r k er

E l igib i l it y S p ecia l ist  
E n t er s S u b sidy 

Am o u n t .

E l igib i l it y S p ecia l ist  
V er i f ies/ U p da t es 
S p ecia l  N eeds 
I nf o r m a t io n

E l igib il it y S p ecia l ist  
C a l cu l a t es 

I n f o r m a t io n a nd 
R eq u est s S yst em  
Det er m ine E l igib il it y

E l igib i l it y S p ecia l ist  
Do cu m ent s t h a t  
B io l o gica l  P a r ent s 
a r e no t  in H o m e

E l igib il it y S p eci a l ist  V er if ies/
U p da t es t he S yst em  

Det er m ina t io n t ha t  t her e 
w er e R ea so na b l e E f f o r t s t o  

P l a ce w it h o u t  S u b sidy

S yst em  
Det er m ines Age 
Q u a l i f ica t i o ns f o r  

chil d
N o

E l igib il it y S p ecia l ist  
S ends Denia l  a nd 
S t a t e H ea r ing 

l et t er  t o  Ado p t iv e 
F a m il y

C a se W o r k er  
P r o ceeds t o  C a se 
S er v ices W o r k f l o w  
t o  Do cu m ent  N o n-
R ecu r r ing S er v ice

Ado p t iv e F a m il y is 
P r o v ided N o n- R ecu r r ing 
Ado p t io n Assist a nce 

S er v ices 

Ado p t iv e F a m i l y is N o t  
P r o v ided N o n-R ecu r r ing 
Ado p t io n Assist a nce 

S er v ices 

 
Figure 27 - Determine Non-Recurring Adoption Assistance Eligibility Workflow 
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2.11 Administration 

2.11.1 Maintain Worker Assignments 

 
Figure 28 - Maintain Worker Assignments Workflow 

2.11.2 Complete Approvals 

 
Figure 29 - Approvals Workflow 
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2.11.3 Record Worker Training 

 
Figure 30 - Worker Training Workflow 


