Recording a Living Arrangement

The process of recording a Child Legal Status in SACWIS is being replaced with a
new and more appropriate business rule-based process. This new functionality is
called recording a Living Arrangement.

While the concept remains basically the same, SACWIS’s functionality has been
modified to capture a different type of data as well as to better incorporate policy’s
business rule terminology. This functionality also eliminates the need to complete an
initial removal record and then create a placement record.

Important:

e SACWIS users are strongly encouraged to use this new record a Living
Arrangement functionality. While the timeline to integrate this functionality
can be made at your agency’s discretion, please be aware that if you do not
end date the child legal status record, it will now require that you navigate to
two separate screens to view the data.

e In Build 1.117 (currently scheduled for Feb 2012), a data fix will automatically
be run to close all open Child Legal Status records on closed cases in
SACWIS.

e To complete the process of recording case services (paid and unpaid) for the
caretakers/caregivers of the Living Arrangement, you will need to add case
services for the caregivers/caretakers and/or case members. For
additional information on how to do this, refer to the Managing Case Services
Knowledge Base Atrticle.

e At the end of this Knowledge Base Article there is a Generating Reports
section discussing how to run related Children in Living Arrangement
reports that can then be attached to a case plan (if needed) or submitted if
requested by the court.
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Recording a Living Arrangement

Complete the following steps to record a living arrangement:

1. From the SACWIS Home screen, click the Case tab.
2. Click the Workload tab.
3. Select the appropriate Case ID link.

Note: If you know the Case ID number, you can also use the Search link at the top
of the Home screen and navigate to the Case Overview screen.

4. On the Case Overview screen, click the Living Arrangement link in the
Navigation menu.

Home Intake

Case Overview
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Intake List

Safety Assessment
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AR Pathway Switch
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—F Living Arrangement [}
—————

Child Legal Status

Case Status: Open ( 08/22/2011)
Case Category:  Ongoing

Living Arrangement

Case ID:
Case Name;

—Living Arrangement Filter Criteria

=
=

|Eegin Date (Dezcending) ;I

—Living Arrangement Records

I ]

& Exclude ¢ Include

From Begin Date: To Begin Date:

Child's Name: Created in Error :

Sort Resultz By:

& Current Case Episade ' View Historical

Child / Who Holds Legal Caretaker Begin Date/End End Age Created in
DOB Responsibility Name Date Reason g ¥ Error

Mo Result Found!

The Living Arrangement Record screen appears.
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Recording a Living Arrangement

5. Inthe Child Name field (required), select the appropriate child.
Note: The Child Name field displays all case members (active and inactive).

6. Click the Add Living Arrangement button.

Attorney Communication Living Arrangement Child Legal Status

Intake List Casze I0: Case Status; Open ( 08/22/2011)
Case Name: Case Catzgory:  Ongoing

Safety Assessment

Forms/Motices —Living Arrangement Filter Criteria

AR Pathwav Switch From Begin Date: E To Begin Date: I H

Safety Plan Child's Name: | = Created in Error : @ Exclude € Include

Familv Assessment

Cngoing Case A/I Sort Results By: [2eqin Date (Descending) =] & Current Case Episade ' View Historical
Specialized A/1 Tool

Justification/Waiver

Case Plan

Case Services —Living Arr Records
Court Result{s) 1 -1 of 1 Page 1 of 1
Begin "
b Living Arrangement - Who Holds Legal Caretaker End Created in
) Child / DOB Responsibility Name Da:):,;l{nd Reason Error

Initial Removal &

Elzcement Request % 12/z7/2011 Children Services

Placement — Board

Visitation Plans

Independent Living

AEConals Bencoe Bor child's Name: | su s, susie 0210212008 )

AR Family Service Review| W

The Living Arrangement Information screen appears displaying the selected
child’s name as read only.

7. In the Begin Date field, enter the appropriate date.

Note: This field can be back-dated, but not future dated. The system uses the begin
date for validation purposes as explained later.

8. Inthe Living Arrangement Type field, select the appropriate type from the
drop-down list. If needed, refer to the additional information below.

—Living Arrangement Information

Agency: Children Services Board
Person [D:

Child Name: SACWIS, Susie DOB:
Begin Date: * |12/27/2011 |

Living Arrangement Type: * |Kinshi|: Care - Relative Home ;I

Who Holds Legal Responsibility: * |Mcther ;I
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Recording a Living Arrangement

Important Information about the Living Arrangement Type Field

Living Arrangement Type Chart

Person Based Provider Based

Kinship Care — Relative Home Foster Care

Kinship Care - Non Relative Home | Hospital/Nursing Home

Child of Minor Parent ** Juvenile Detention Center

Runaway Crisis Center

Child's Residential Center (CRC)

Group Home

Dept of Youth Services (DYS)

e The selection made in the Living Arrangement Type field determines what
information appears in the Caretaker Information section of this screen (i.e.
person based or provider based).

e If any of the three Person Based values are selected, the Caretaker
Information grid appears displaying a Relationship to Child field and a
Role field for each caretaker. These two fields are discussed in more detail
below. If Provider Based values are selected, these fields will not appear.

e Only one current Living Arrangement record can exist at a time per child. A
child can have multiple living arrangements, but the dates cannot overlap.

o |If the selected caretaker (any role) is an active provider member of an active
(status) home provider, upon saving a Living Arrangement record, the
following notification will be sent to all assigned workers, the provider, and
their supervisors stating:

<Person First Name and Last Name; Person ID> associated to <Provider
ID(s)> has been identified as a Living Arrangement Caretaker for <Child
First Name and Last Name; Person ID>. Please add this child as a
member of this provider.
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Recording a Living Arrangement

Important Information about Selecting the Child of a Minor Parent

If the Child of Minor Parent value is selected from the person-based values,
then the values of Mother Holds Custody, Father Holds Custody, or Both
Mother and Father Hold Custody can only be selected in the Who Holds
Legal Responsibility field (discussed below) and validated upon save.

If the Child of Minor Parent value is selected and the Caretaker is in a
placement setting as of the Living Arrangement begin date, the address
displayed will be the provider’s primary address associated with the current
placement setting (as of the system date or as of the Living Arrangement end
date, if ended).

When the child of a minor parent is in two cases, the Living Arrangement
record should be added on the parent’s case in which the child is an active
member.

If the Child of Minor Parent value is selected, upon save, the system
validates that at least one caretaker has been selected and that the child is in
a placement setting as of the Living Arrangement begin date.

For additional information on child of minor parent (living arrangement type),
refer to the Generating Payments and Medicaid for the Child of a Minor
Parent Knowledge Base Atrticle.
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Recording a Living Arrangement

9. Inthe Who Holds Legal Responsibility field, select the appropriate value.

10.1In the select box field (next to the Add and Remove buttons), click the
appropriate name(s).

Note: The select box field contains the names of all active and inactive case
members.

11.Click the Add > button. The selection moves to the field on the right.
12.1f you added an incorrect person, click the name to highlight it.
13.Click the < Remove button. The name moves back to the select box field.

Living Arrangement Information

Agency: Children Services Board
Person ID:

Child Name: SACWIS, Susie DOB:
Begin Date: * 12/27/2011 | [TF|

Living Arrangement Type: * Kinship Care - Relative Home ;I

Wheo Helds Legal Responsibility: * Mather -I

1f11/1986
8/1950

Important:

e You will only select one name, unless the value chosen in the Who Holds
Legal Responsibility field is Both Mother and Father Hold Custody. In

those cases, the system requires that two names be selected from the select
box field.

¢ |f the name that you’re looking for does not display, navigate to the Members
tab and verify that the person is a case member.
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Recording a Living Arrangement

14.In the Caretaker Information section, select the caretaker name from the
drop-down list field.

15.Click the Add Caretaker button. The person’s name and address appear in
the Caretaker Information grid.

16.If the person’s name is not displayed in the drop-down list, do one of two things:

¢ Navigate to the Members tab and add the person as a case member or
associated case member.

e On this screen, click the Person Search button to locate the person. Once
selected, the person’s name and address appear in the Caretaker
Information grid.

Begin Date: * 12/27/2011 | [

Living Arrangement Type: * |Kinshi|: Care - Relative Home ;I

Wheo Holds Legal Responsibility: * Mother -I

/1986

390

]
356

Caretaker Information

Relationship To Child
=l
=

I
T T

The Caretaker Information grid populates.

Note:

e There is no limit to how many people can be added to the Caretaker
Information section, but you must select at least one person role as
Caretaker.

e Additional people in the household can be added to the Caretaker
Information grid at your agency’s discretion.

e The drop-down list contains the names of all active and inactive case
members, as well as the associated case members.

¢ As mentioned previously, if you selected any of the three the Person Based
values shown in the Living Arrangement Type Chart, the Caretaker
Information grid appears displaying a Relationship to Child field and a
Role field. If a Provider Based value was selected, neither field appears.
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Recording a Living Arrangement

For each person-based caretaker listed in the Caretaker Information section:

17.Select the appropriate relationship in the Relationship to Child field (required).
18.1In the Role field, select the appropriate role.

Important: At least one value in the Role column must be Caretaker to save record.

Example of person-based Caretaker Information section:

— Caretaker Information

Caretaker

Primary Address

Relationship To Child

Smith, Pearl 456 Ivy Drive, Columbus, OH 43332 | 1™~ = e o
Jones, Emerald 555 Elm Street, Columbus, OH 43332 | [une: =l Jomertovelvad cul 2] funlink
Jones, Rose 555 EIm Street, Columbus, OH 43332 [Couzim = [Cther trvslves chile =] unlink
Smith, Daisv 123 Oak Street, Columbus. OH 43332 | = [Comrne o E funiink

——

Comments:

. T

This example shows a provider-based Caretaker Information section where no
Relationship to Child field or Role field appears. Remember, when a provider-
based living arrangement is selected, at least one provider must be chosen to save
record.

Caretaker Information

Primary Address [

American Red Cross

unlink
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Recording a Living Arrangement

Whether person-based or provider-based living arrangement type was selected:

19.1n the Comments field, enter any relevant comments.

20.Prior to saving the record, if an incorrect provider or person was added,
click the Unlink hyperlink in the row to remove that provider or person.

21.Repeat the steps above to add the correct provider or person.
22.When complete, click the Save button at the bottom of the screen.

Case > Workload > Living Arrangement

Case ID:
Case Name:

Case Status: Open { 08/22/2011)
Case Catagory: Ongoing

—Living Arrangement Information
Agency:

County Children Services Board

Person [D:

Child Name: SACWIS, Susie DOB:
Begin Date: * m 3

Living Arrangement Type: * |Kinshi|: Care - Relative Home ;I

Who Holds Legal Responsibility: * lm

r22/1986
f11/1986
880

— Caretaker Information

Smith, Pearl 456 Ivy Drive, Columbus, OH 43332 " = ok =1
Jones, Emerald 555 Elm Street, Columbus, OH 43332 [un=k: =l ok tovelvad adule 1|
Jones, Rose 555 EIlm Street, Columbus, OH 43332 [cousin = [Other Tavahves chilz =]
Smith, Daisv 123 Oak Street, Columbus, OH 43332 7 = [Girer Trvervez chie

| T T

Comments:

Bl
K
vt et |
—
End Date: I i)
End Reason: I ;I

[T created In Error !

The Living Arrangement History screen appears.
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Recording a Living Arrangement

After clicking the Save button, the Living Arrangement record is “frozen” and cannot
be modified, except for the Comments field, End Date field, End Reason field, as
well as the Created in Error check box which are discussed later in this document.
Once end-dated, the Comments field also becomes frozen.

If there are any changes to the Living Arrangement record (such as the caretaker
has changed, the child is no longer in that living arrangement, or the information is
simply incorrect), you can either end date the record and include the end reason, or
mark the record as Created in Error.

If you enter a new record, you can use the Copy link (discussed below) or follow the
steps above to select the child’s name in the Child Name field (Living
Arrangement Records screen).

Living Arrangement Error Messages

When data on the Living Arrangement Information screen is saved, SACWIS
validates that the information is accurate and (if needed) provides instructions on
what needs to be corrected to save the record. The following are error messages
that could appear:

A) The Child has a current Living Arrangement. You must end date the current
Living Arrangement before adding a subsequent Living Arrangement record.

This message appears when a current Living Arrangement Record exists for a child
and you attempt to create a new Living Arrangement Record where the new Living
Arrangement record’s begin date starts after the begin date of the current Living
Arrangement record.

B) The Living Arrangement begin date or end date cannot overlap a custody
episode record.

This message appears when a Living Arrangement record time period overlaps a
custody episode record for the child.

C) The Living Arrangement begin date or end date cannot overlap a placement
record.

This message appears when the child has a current open Placement Record, so you
cannot create a Living Arrangement.
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Recording a Living Arrangement

D) The Living Arrangement begin date or end date cannot overlap an initial
removal record.

This message appears when the child has a current open Initial Removal Record, so
you cannot create a Living Arrangement.

E) The Living Arrangement begin date or end date cannot overlap a Child
Legal Status record.

This message appears when the child has a current open Child Legal Status
Record, so you cannot create a Living Arrangement.

F) The child must be an active case member as of the Living Arrangement
begin date.

This message appears to show the child was active case member at the time of the
begin date, so you cannot create a Living Arrangement.

G) The selected members in the Who Holds Legal Responsibility must be an
active case member(s) as of the Living Arrangement begin date.

This message appears to show the selected members in the Who Holds Legal
Responsibility field were active case members at the time of the begin date, so you
cannot create a Living Arrangement.

H) The Living Arrangement begin date or end date cannot overlap a custody
episode record.

This message appears to show that the child has an active custody record at the
time of the begin date, so you cannot create a Living Arrangement.
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Recording a Living Arrangement

End Dating a Record

If any Living Arrangement information changed after a record has been saved, you
will need to do one of the following:

e Enter the end date as well as an end reason, or

e Click the Created in Error check box to create a new Living Arrangement
record.

Important Information When End Dating a Living Arrangement:
e A Living Arrangement should be end dated when it is no longer valid.

¢ |If the child is only active in one case, then a Living Arrangement must be
closed in order to close the case.

e A Living Arrangement record can only be marked as Created in Error if that
living arrangement falls within the most recent case episode.

e After end dating the Living Arrangement, the End Date field and End Reason
field are frozen. However, the Created in Error field and the Comments field
remain enabled.

e If an end date is entered, an end reason is required. Likewise, if an end
reason is entered, the end date is required.

¢ |If the end date is removed, the system will remove the end reason.

To end date a record, complete the following steps:
1. Navigate to the Living Arrangement Records screen using the steps above.
2. Click the Edit link in the appropriate row.

Case Overview Living Arrangement Child Legal Status
Activity Log Case ID: Case Status: Open ( 08/22/2011)

o Casa Nama: Case Category:  Ongoing
Attorney Communication
Intake List Living Arrangement Filter Criteria
Safety Assessment From Begin Date: E To Begin Date: I H
Forms/Notices Child's Name: | | Created in Error : & Exclude ' Include
AR Pathway Switch
Safety Plan Sort Results By: | Beain Date (Descending) =] © Current Case Episode ' View Historical
Family Assessment

Specialized A/I Tool

Law Enforcement Living Arrant t Records L |

Justification/Waiver Result(s) L - 1of 1 _ Page 1 of 1

Case Services Who Huld§ I:afgal Caretaker DaI::gII?nd End Created in
Responsibility Name Reason Error

Court Blales

P County
, 122772011 Children Services
Board

P Living Arrangement
Initial Removal

edit
OBV

The Living Arrangement Information screen appears.
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Recording a Living Arrangement

3. Inthe End Date field, enter the appropriate date.

In the End Reason field, select the reason the Living Arrangement is being
ended from the drop-down list.

5. Click the Save button

—Living Arrangement Information
Agency: Children Services Board
Person ID:
Child Mame: DOB:
Begin Date: * 13/27/2011 | [TF|
Living Arrangement Type: * |Kinship Care - Relative Home ;I
Who Holds Legal Responsibility: * Mother 'I
22/1936
11/1986
320 |
— Caretaker Information
[ Caretaker | PrimaryAddress [ RelationshipToChild [ _____Role [ |
. 5 Aunt ;l Carstzker ;l unlink
Smith, Pearl 456 Ivy Drive, Columbus, OH 43332 I I
Jones, Emerald 555 EIm Street, Columbus, OH 43332 [un<= Bl Johertnvalved Adult]  ualink
Jones, Rose 555 Elm Street, Columbus, OH 43332 [cousin | [other Tnvelves chile -] wnlink
Smith, Daisy 123 Oak Street. Columbus. OH 43332 1 = [Gener Tavehved chiz =] ik
| B

Comments:
Bl
=
End Date: I H
End Reason: I =

[T cCreated In Error

Avoly Jf save I cancel |

Then, you can do one of the following things:
e Enter a new living arrangement record using the Copy link as discussed below.

e Select the child’s name and click Add Living Arrangement button on the
Living Arrangement Information screen (also called the Living
Arrangement History screen) as previously discussed.

e Or, if no new living arrangement information exists, don’t add a living
arrangement.
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Recording a Living Arrangement

Copying a Living Arrangement Record

A Copy link is available for all living arrangements, including those marked as
Created in Error.

1. Navigate to the Living Arrangement Records screen using the steps above.
2. Click the Copy link in the appropriate row.

Case Overview Living Arrangement Child Legal Status

CEiis s Case ID: Case Status: Open (08/22/2011)
Czsze Name: Case Categery:  Ongoing

Attorney Communication
Intake List Living Arrangement Filter Criteria
Safetv Assessment From Begin Date: E| To Begin Date: I E|
Forms/Notices Child's Name: | =1
AR Pathway Switch

Created in Error : & Exclude ¢ Include

Safety Plan Sort Results By: [22gin Date (Descending) =] % Current Case Episade ' view Historical
Family Assessment

Specialized A/I Tool

Law Enforcement —Living Arrang Records
Justification/Waiver Result(=) 1 - 1of L _ Page 1 of 1
Case Services i

Court

L " s faas County
P Living Arr 12/27/2011 Children Services
Board

Initial Removal

Placement Reguest
Placement

Independent Living LI

The Living Arrangement Information screen appears displaying the copied
information from the selected record.

If Living Arrangement type is going to change (be modified), you must first unlink the
caretaker information. Additionally, the Living Arrangement Type field is grayed out
(disabled) until you have unlinked the caretaker(s).

3. To unlink the caretaker, click the Unlink hyperlink in the appropriate row.

—Living Arrangement Information

Agency: County Children Services Board
Person 1D:
Child Name: lﬁ DOB:
Begin Date: * lm ]
I Living Arrangement Type: * [Juvenile Detention Center = | I
Who Holds Legal Responsibility: * IMother ;I
In
st
c
5l

Caretaker Primary Address

{Caretaker Information

A message appears asking if you want to unlink the caretaker record.
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Recording a Living Arrangement

4. Click the OK button.

Message from webpage i x|

\‘sj Ta unlink this caretaker record, click OK.

o N
D

The caretaker information is removed.

5. Complete the fields as discussed in the steps above.
6. When complete, click the Save button.

Inserting a Living Arrangement Record Between Existing Dates

For historical tracking purposes, you can enter a Living Arrangement record that falls
in between two other already existing Living Arrangement records, including custody
episodes, as shown here:

To do so, complete the following steps:

1. Navigate to the Living Arrangement Records screen using the steps above.
2. Click the Edit link or Copy link in the appropriate row.

Casze Overview Living Arrangement Child Legal Status

Casa ID: Case Status: Open (08/22/2011)

Activity Log
Case Name: Case Category:  ONgoing

Attorney Communication
Intake List —Living Arrangement Filter Criteria

Safetv Assessment From Begin Date: E To Begin Date: I H

Forms/Notices Child's Name: | ;I Created in Error : & Exclude ¢ Include
AR Pathway Switch
Safety Flan Sort Results By: | Segin Date (Descending) =] & Current Case Episade ' View Historical
Family Assessment

Specialized A/1 Tool

Law Enforcement —Livi Records |

Justification/Waiver Page 1 of 1

sulti=)
Begin -
C S - Who Holds Legal Caretaker End Created in
= Child f DOB Responsibility Name Da:)ea,;:nd Reason LIETE] Error
Court

P County
, 12772011 Children Services

Board

b Living Arrangement
Initial Removal

The Living Arrangement Information screen appears.
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Recording a Living Arrangement

3. Inthe End Date field (Living Arrangement Information screen), enter the
date for the time frame in which you’re trying to record (insert) the historical
living arrangement.

Example:

Existing Living Arrangement / Custody Episode Record #1: Jan 1%to Jan 15"
Existing Living Arrangement / Custody Episode Record #2: Feb 1% to Feb 15™
New Living Arrangement Record (to be added): Jan 15" to Jan 31°

In this example, you would edit or copy record #1. Record the entire living
arrangement information as discussed above, including the end date and end
reason, and then save the record. If the end date and end reason is not entered,
upon save you will receive one of the error messages discussed above.

4. Inthe End Reason field, select the reason the Living Arrangement is being
ended from the drop-down list.

5. Click the Save button

—Living Arrangement Information

Agency: Children Services Board
Person [D:

Child Name: DOB:
Begin Date: * 13/27/2011 | [TF|

Living Arrangement Type: * |Kinship Care - Relative Home ;I

Who Holds Legal Responsibility: * Mother 'I

— Caretaker Information

[ caretaker [  PrimaryAddress |  RelationshipToChild [  Role | |
Smith, Pearl 456 Ivy Drive, Columbus, OH 43332 Lune B |Gk B nkok
Jones, Emerald 555 Elm Street, Columbus, OH 43332 [une= Bl [othertnvoived AduiclBl]  uniink
Jones, Rose 555 Elm Street, Columbus, OH 43332  [ceusin | [Gther Tnvelved child =] unlink
Smith, Daisy 123 Oak Street, Columbus, OH 43332 = [oretheicnii sl walink

| =

Comments:

End Date: I i)

End Reason: | ;I

[T created In Errer
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Recording a Living Arrangement

Viewing and Editing Historical Records (Child Legal Statuses)

Although the Child Legal Status functionality has been replaced in SACWIS, you
can still view all historical records, as well as end date any open records. However,
the screen location to view the historical records has changed.

1. To view historical Child Legal Status records, navigate to the Living
Arrangement link in the Navigation menu using the steps above.

Click the Child Legal Status tab.

To update the record (end date or mark as Created in Error), click the Edit
link in the appropriate row.

Home Intake Case Provider Financial Administration
Workload
| help |
1 1
Case Overview Living Arrangement I Child Legal Status I
Activity Log Caze ID: Case Status: Open ( 08/22/2011 )
o Casze Nama: Casze Category:  Ongoing
Attorney Communication
Intake List —Child Legal Status Filter Criteria
S e From Effective Date: E To Effective Date: I E
Forms/Naotices Child's Name: | ;I Created in Error: & Exclude € Include
AR Pathway Switch
Safety Plan Sort Results By: | =l ® Current Case Episode ' View Historical
Family Assessment
Specialized A/T Tool
o Erfaresnems —Child Legal Status Records
- Resultiz) 1-20of 2 Pegeiofi|| —
Justification/Waiver = = =
. Effective Termination e Created in
E— | leseo [ ere
S edit Returned to
P Living A n — Parent/Guardian/Custodian
rr

The Child Legal Status Details screen appears.

4. View or update the fields, as needed.
5. When complete, click the Save or Cancel button.

—Child Legal Status Details

Created Date: 11/16/2011 04:18:19 PM Created By:

Modified Date: 01/19/2012 12:45:00 PM Modified By:

Legal Status: * ITsmp Custody to Relative ;I

Effective Date: * IL].-'].U_-"ZD].]. ] Effective Time: I I vl

Expiration Date: I E

Termination Date: IL2.-'26_.-'20].1. i If Terminated, Reason: | Returned to Parent/Guardian/Custedian =l
Narrative: ;I

[
[Seeticheck | [G==r] [Eooar]
I” Created in Error

]
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Recording a Living Arrangement

Security Business Rules in SACWIS

For Living Arrangement:

e Both court workers and placement workers can update records that were
created by their logged in agency.

e Court workers and placement workers of the case-owning agency can create
Living Arrangement records, along with all assigned workers to the case who
have a role of court worker and/or placement worker.

o All workers will be able to view the Living Arrangements screens.

For Child Legal Status:

e Both court workers and placement workers can update records across
agency ownership.

o All workers will be able to view the Child Legal Status screens.
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Recording a Living Arrangement

Generating Reports

Section 10 of the Person Overview Report

The Section 10: Living Arrangement History of the Person Overview Report can
be printed separately and submitted as an addendum to the JFS 01444 Case Plan
when the court wants to view the child’s living arrangement. This is a child specific
report that is generated from the Forms/Notices navigation menu link in SACWIS.

To submit agency-wide living arrangement information, a Children in Living
Arrangement report can also be generated for the court as discussed in the next
sub-section. To run Section 10 of the Person Overview Report which includes the
living arrangement history, complete the following steps:

1. From the SACWIS Home screen, click the Case tab.
2. Click the Workload tab.
3. Select the appropriate Case ID link.

Note: If you know the Case ID number, you can also use the Search link at the top
of the Home screen and navigate to the Case Overview screen.

4. On the Case Overview screen, click the Forms / Notices link in the
Navigation menu. The Maintain Forms / Notices screen appears.

5. Inthe Forms / Notices field, select Person Overview.
6. Click the Select button.

“iome " iniake provider Financial Administraton
Workload
| help |
Case Overview Cass I[D: Case Status: Open ( 08/22/2011)
Exfrlanlie Case Name: Case Category:  Ongoing
Attorney Communication Maintain Forms/Notices
Intake Lis Forms/Notices: ;I

- Application for Federal Student Aid
” Forms/Notices Close Letter to Parent/Guardian
N District Motice Report
Help Me Grow Referral Form
Help Me Grow Referral Letter
JFS 01443 - Child's Education Information

Safety Plan

Family Assessment IFS 01443 - Childs Health Information
. o JFS 01610 - Child's Permanency Flanning Data Summary
Ongoing Case A/T JFS 01647 - Face Sheet

Specialized A/1 Tool JFS 01695 - Application fer Search of Chio Putative Father Registry
Notice to the Court

Law Enforcement Cngoing Case Closure Checklist (Form)
Parcon Overview

lustificstion/Waiver Semi-Annual Review Meesting Notice

Case Services |

The Person Overview screen appears.
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Recording a Living Arrangement

7. In the Person field, select the appropriate name.
8. Click the Section 10: Living Arrangement History check box.
9. Click the Generate Report button.

—Person O\re_r\riew

Person: * SACWIS, Susie -I I

7 erint All Sections

—Print Sections (at least one must be selected): *
Section 1: Profile

Section 2: Education

Section 3: Medical

Section 4: Employment/Assets

Section 5: Military

Section 6: Legal

Section 7: Delinquency/Viclent Offender

Section 8: Intake/Case History

qapaoaooao9a9a90

Section 10: Living Arrangement History I

Section 11: Worker History

Generate Report ml

The Section 10: Living Arrangement History report appears.

Ohio Department of Job and Family Services
Person Overview

Reanestor: Agency: Children Services Board Date: 01/19/2012  Time: 2:30:27PM
SACWIS, Susie

Primary Address: Home: Work:

Current Status: Active Status Date: 03/16/2006 DOB: Age: 6 Gender: Race: White SSN:

SECTION 10: LIVING ARRANGEMENT

Living Arrangement History
Begin Date: 12/27/2011 Living Arrangement Type: Einship Care - Relative Home
Who Holds Legal Responsibility: Mother
End Date: End Reason:

Caretaker Information:
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Recording a Living Arrangement

Generating a Children in Living Arrangement Report

The Children in Living Arrangement report provides agency-wide information. To
run the report, complete the following steps:

1. From the SACWIS Home screen, click the Administration tab.
2. Click the Reports tab. The Report Filter Criteria screen appears.

3. Inthe Living Arrangement Report row, click the Report link on the right.

Home Intake Case Provider Financial < Administration > |

| helo |
Report Filter Criteria
(Rapcrt Category: Case - Report Type: I 'I ‘
— Reports
Result(s) 1 to 11 of 11 Fage 1 of 1
| category [ ___Type [ ]
Attempted Visits ve. Actuals Caze Worker repert
Case Opening Analysis Case report
Case Services Report Case Worker report
Children In Flacement Caze Agency repert
Children Needing Permanency Case Agency repert
Client Characteristics Report Cacze Worlker report
i L IR .
Living Arrangement Repori] Case Agency report I
Outcomes of Dispositional Hga[.hgs Report Case Unit report
The Report Details screen appears.
4. Select the PDF or Excel radio button.
5. Click the Generate Report button.
— Report Details
Report Category: CASE Feport Title: Living Arrangement Repart
Report Type: AGENCY
Report History
(-I-_IE_

— Document History

C POF

Select Report Output Format
((: Excel

Generate Report

The Living Arrangement Report screen appears.
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Recording a Living Arrangement

In the Agency field, select the appropriate agency.

6.
7. In the Begin Date field, enter the appropriate date.
8. Click the Generate Report button.
—Living Arr Report
Agency: * County Children Services Board ;I
Begin Date: * E
End Date | E

I Cenerate Report ml

The Children in a Living Arrangement Report appears as shown below.

9. To save the report, click the Save button

Children in a Living Arrangement Report
Agency Children Services Board
From 1272772011
To: NA
Run Date:  01/19/2012
Person | Person Name DOB Living Arrangement Whe Holds Legal Wheo Holds Legal Caretaker Begin End | EndReason
Type Responsibility Responsibility (Names) (s)ID Dare Date
Kinship Care - Mother 122772011
Relative Home
11.00x8.50in o | Ll_l L
Review Parameters |

In the near future, a report titled Living Arrangement Person will also

become available.
If you have additional questions, contact the SACWIS Help Desk.
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