N-FOCUS Major Release
Children and Family Services

April 9, 2017

A Major Release of the N-FOCUS system is being implemented April 9, 2017. This
document provides information explaining new functionality, enhancements and problem
resolutions made effective with this release. This document is divided into four main sections:

General Interest and Mainframe Topics: All N-FOCUS users should read this section.

Electronic Application: N-FOCUS users responsible for case activity received through
the Web based Electronic Application should read this section.

Developmental Disabilities Programs: N-FOCUS users who work directly with DD
programs and those who work with the related Medicaid cases should read this section.

Note: This section will only appear when there are tips, enhancements or fixes specific
to Development Disabilities Programs.

Expert System: All N-FOCUS users with responsibility for case entry for AABD, ADC
Payment, SNAP, CC, FW, IL, MED, and Retro MED should read this section.

Note: When new functionality is added to N-FOCUS that crosses multiple topics (ie
General Interest and Mainframe, Alerts, Correspondence, Expert System etc) the
functionality will be described in one primary location. This location will usually be
the General Interest and Mainframe section or the Expert System section. Alerts,
Work Tasks and Correspondence that are part of the new functionality will be
documented in both the primary location that describes the entire process and in the
Alerts, Work Tasks and Correspondence sections.
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General Interest and Mainframe

Master Case Name Change No SSN (Change)

When the Master Case Name is changed, if the person chosen from the Change Master Case
Name window does not have a current Social Security Number, the following message will
appear:

The Master Case Name must have an SSN. Go to Person Detail to enter it.

N-FOCUS - Change Master Case Name

ED WARD

Choose a Master Case Person to be the responsible person for the Master Case.
If the person of choice is notin the list. CANCEL from this window and add
them to the Master Case. Once this has been done, return to this window.

Last First Ml Ext  ginn Date
ADDON CLIFFORD 06-20-2014
ORAH DEB 06-20-2012

06-20-1980

0K | Cancel Help

Error =]

‘Q‘ The Master Case Name must have an SSN. Go to Person Detail to enter
\ ) /i it.

oK I
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Correspondence

Early Development Network Referral (Change)

The Early Development Network Referral window utilized to create this document has been
updated for the April Release.

Additions to the referral include:

Child state ward information
o N-focus data
-Child placement with name, address, phone numbers
o N-Focus data
Add sections for non-custodial parent information.
o N-Focus data if non-custodial relationship exists
Add section for doctor address and last appointment
o N-FOCUS data pulled from exam data
Add field for child risk factors that can be selected
o Auto-select risk factors based on conditions for persons
Add field for risk factors that may affect EDN workers
Add drop down to select mother and parents educational rights.
o Depending on what is selected fields enabled to provide information about
educational surrogate

Information Removed:

Section for developmental concerns, medical concerns, and additional comments
Section on correspondence for Action taken

To create the Early Development Network Referral, follow these steps:

1.

From the Detail Program Case window, select the Correspondence icon. @]
The Search for Correspondence window displays.

Select the New button.

Select Early Development Network Referral from the Create Correspondence list.
Click OK.

The Early Development Network Referral window will display. (Shown on following
page)

Complete the fields as appropriate.

Save and Close.
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N-FOCUS - Early Development Network Referral ERRCEx
File Detail Help

al

Referred Organization |CENTRAL NEBRASKA CMNTY SVCS-ONEILL-HEAD STj ADD
Child
Name FRODO BAGGINS

Birth Date  11-01-2010 Sex M

Child's Address Legal Status Young Adult Yoluntary Ser
Line 1 [1234 ROCK RDG Placement Type [Out of Home
Line 2 | Facility Type  Agency Supported
Line 3 ‘ Placed Yith |KAHN. MADELINE
City [AINSWORTH State |NE j zip (69210 Non-Custodial Parent Doctor's Info
Phone # Risk Factors Parental Rights
Father Mother
Name |[BILBO BAGGINS Name |
Line 1 [1234 MAIN Line 1 |
Line 2 | Line2 |
Line 3 | Line3 |
City |LINCOLN State [NE ~| Zip [68521 City State - | ZIP
Home # |(402]314-1851 Work it | Home #t | Work it |
Are the parent(s] aware of this referral to the Early Development Network: “ Yes  No

‘ Do you sense the parents are willing to cooperate with EDN services providers? :Yes " No

The following buttons are used to add additional information to the referral. Enter the
information requested as appropriate to the referral.

Mon-Custodial Parent |

N-FOCUS - Early Dev. Network Referral Non-Custodial Parent “

Non-Custodial Parent
Name ||
|| Line 1 |
|| Line 2 |
Line 3 |
| city | State [ | 2P |
IIHumeN | Work # |
|
| 0K ‘ Cancel |
k== F————— ——— — T L
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Risk Factors

N-FOCUS Early Dev. Network Risk Factors

Child's Risk Factors:

Substance Exposure andfor Parent Substance
Parent Mental lliness

Neglect

Abuse

Poor Attachment
Adolescent Parent
Poverty

Ll m

Abuse

Family ¥iolence, Domestic Violence and prolonged marital discord

m

Toxic Stress and Trauma [natural disasters, forced displacement] ¥

Potential risk factros that may impact Early Development Network personnel:

Drugs andfor Drug manufacturing in the home

Family known to keep weapons in the home
Other

L m

Other Potential Risk Factors

Untreated mental health andfor substance abuse condition resulting in unpredictable p:
History of assaultive andlor domestic violence with parents
The physical living conditions are hazardous and immediately threatening to the health

m

Cancel ‘

Doctor's Info

N-FOCUS - Early Dev. Network Doctor's Information

Child's Doctor

Name ||

Line 1 |

Line2 |

Line3 |

Any Developmental Concerns

City | State‘ j Zip|

Phone # Last Known Doctor's Appointment Date

Any Medical Concerns

Additional Comments

| =]

Cancel
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Parental Rights

N-FOCUS - Early Dev. Network Parental Rights

Mother's Rights

If the State Ward becomes eligible for special education, designate the status of the mother's rights as
they pertain to educational decisions. Choose one of the following:

The mother's rights are intact and she has indicated that she wishes to participate in the educational:
The mother's rights are intact. It is unknown whether she wishes to particip in educational decisi
The mother's rights have been termi d or relinquished. She does not have the right to participate
The mother is deceased.

“ 1l 3

Father's Rights

If the State Ward becomes eligible for special education, designate the status of the father's rights as

they pertain to educational decisions. Choose one of the following:

The father's rights are intact and he has indicated that he wishes to participate in the educational dec
The father's rights are intact. It is unknown whether he wishes to participate in educational decisions.
il || The father's rights have been termi d or relinquished. He does not have the right o participate in

The father is deceased.

4 m r

Educational Surrogate

Has an Education Surrogate been assigned? 8]

¥ho Assigned the Education Surrogate? J
Name of education Surrogate |

Line 1

State | J ZIP |

0K ‘ Cancel ‘

L

Intake-Law Enforcement Notice Printing (Change)

The abuse and neglect hotline is required to send Law Enforcement notices from all Child
Abuse/Neglect and Adult Protective Services intakes to local Law Enforcement Agencies. In
order to do this, they previously had to print out each law enforcement notices (+40,000 per
year) and then fax them or scan and email them. The notices could be saved and emailed from
the print preview screen, but the print function was disabled. With this change, the Law
Enforcement notice now has the print function enabled when viewed in print preview and when
it is saved as a pdf. This change allows the notice to be shared electronically and be able to be
printed by the Law Enforcement Agencies.

http://dhhs- stoneg.. 2 x| %2 & dhhs-npal-stg.ne.gov X

{0 Edit Gote Favorites Help

New tab CtrlsT
Duplicate tab Cirl+K
e G N - LEALTH AND HUMAN SERVICES
< New session
- - Open.. 0 |RD
View Options Help B 0
Print Mow... Ctrl+P ST L
. Close tab Cirlew
Print Later Ctrl+L
Page setup...
Delete... Ctrl+D St »
Destroy... Ctrl+E Impeort and export...
i Properes LICE DEPARTMENT
Cancel Batch Reprint  Ctrl+C o £3T FOURTH FLOOR N-FOCUS
Update Comment Ctrl+M E 68509-5026

ntification
A votification
02-09-2017 Law Enforcement Notification

02-09-2017 Law Enforcement Notification Child Abuse/Neglect Intake Worksheet
01-27-2017 Law Enforcement Notification

Copy Person IndexInfo FLL
o - TCETTIE
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Intake-Notifications (Change)

This change improves some of the functionality regarding when Intake Notifications are
automatically turned on or off.

When an intake is closed with a status reason of Does Not Meet Definition or Entry Error, if the
Child Advocacy notification had been turned on manually or automatically, it will be turned off.

e If this occurs and no other notifications are turned on, then the ‘None Required’
notification will be automatically selected.

e If other notifications are turned on, they will remain on unaffected.

When a worker selects 'None Required' for notifications and then takes an action that
automatically turns on another, the ‘None Required’ will be turned off.

M-FOCUS - Intake MNotificatio

Intake Motification

Developmental Disabilities
Licensing Facility
Licensing Child Serving
Medicaid

Child Advocacy

ADITBI Waiver

0K | Cancel |

Document Imaging

New Categories (New)

Four new categories were added specific to Child Welfare and Resource Development. These
categories are:

e Protective Service Alert Photo
o To be used only for the creation of a Protective Service Alert only

Relinquishment
¢ Adoption Finalization
Complaint/Concerns
Sub Categories (New)

Child Welfare requested the addition of sub-categories to the already existing Document
Imaging categories. This feature will allow Child Welfare to utilize the Document Management
System to mirror their ‘brown file’ system. The sub categories allow the user to select a main
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category and a corresponding sub category to allow for easier retrieval during a search. There
are 252 Sub Categories that were added.

*Please note that for categories that are shared across the divisions i.e.: ID Citizenship and
Relationship the correlating sub categories are available but not mandatory for MLTC, EA, or
DD.

Searching for documents that have been added with the sub category is made from the List
Image screen (after the listing of images has been retrieved from the search).

N N-FOCUS - ListImage

File  Actions  Wiew  Help
|Fi|ter: Additional Details:
Type | -] | Clea |
Yalue [ v]
Sub-Cat | v|
Hame Category Sub-Category ok
Modi
BROOKLYMN ID Citizenship 03-11
JOHMSTOME and Relationship )
BROOKLYMN ID Citizenship Certificate of 03-11
JOHMSTOME and Relationship | Citizenship i
1D Citizenship Certificate
ELWIA MORA and Relationship | Request 03-13
Supplement,
Cther
DEICH 1D Citizenship Irmrnigration 03-11
JOHMSTOME and Relationship | Documents, )
Passport - US &
Foreign
CATHY ID Citizenship g'jc'.tec' Slf?tes 03-04
JOHNSTONE and Relationship |5 M2EN=NIP 1
Attestation
Type: Category

Value: Main Category
Sub-Cat: Sub Category

Search would refine to bring back documents indexed only by the specific Category and Sub

Category combination.

Page
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Document Date

(New)

The addition of a Document Date feature was requested to be added to Add Image, Search
Image, and File Director. The document date is different from the received date of the
document. This date can be the date of the documents creation (date of driver’s license) or date

of a court order.

This feature was also requested by Child Welfare and is not mandatory for use by other

divisions (MLTC,

EA, and DD)

In the Add Image window the Document Date will default to current date.

N-FOCUS - Add Image

Index Information

Name

Index Type

Category and Sub-Category

Index ID

Show © EA ©

I

Area

l

-

I Generate Alert

Selected Documents
Imaging Option

@ standard

) Yes

Received Date

Enhanced

Document Date

[Ehg 03-23-2017 @+

MED © P&S O

Indexing Mode

© Copy @ Select

File Location

Browse...

DD

Available Documents

To change this date use the calendar to select the document date.

From the Search Image Window:

The Date defaults to Received Date. To search by the document date select the Document
Date radio button. Range selection is the same as the Received Date.

-

N-FOCUS - Search Image
e —

Master Case
’V Number 2

Name ANNIE M INTERFACE

~ Persons Sel

ID Last
46837129 CARRIER
39303043 INTERFACE
22840155 INTERFACE

25540035 INTERFACE
96468220 INTERFACE
34184038 TECHIE

First

CHUBBY
ANNIE
LITTLE
ROCKO
TRISHA JANE
JOE

[~ Remove Out of HH Persons

Ml Ext Birth Date

I~ Remove Discontinued Persons

Sex SSN  Disc HH Status

01-01-1955
12-12-1956
04-30-2010
07-04-2013
05-01-1996
04-30-1960

- Category Sel - Date Options
ADMINISTRATIVE HEARING - P&S . | - - ’ |
Py — ADOPTION FINALIZATION 3 Document Date Received Date
= = ADOPTION/GUARDIANSHIP - P2S A
AGREEMENT ange IE Months j
ECONESSISH ALTERNATIVE RESPONSE From [09-242016
:‘;";DS APPEAL - MED
APPLICATION 23
Te ||]3 23-2017
EED“M I APPLICATION - MED °
APS s Prev Next
Rl " L3 J J
I L applyio Herm IDs:
Search | Clear | Cancel Help |
Page
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Expert System

Child Care Budgeting (Change)

Currently when an unborn is added to a Master Case (MC) and a Child Care (CC) budget is
subsequently ran, the unborn is automatically pulled into the CC case without verification of the
pregnancy. Now the system will detect if there is an unverified unborn in the CC program when
a regular or recalculated CC budget is ran from May 1, 2017 forward, and will close the “Non-
Participant Child” from the program case.

If this causes an adverse action and the fee increases, or the family is no longer eligible for

CC, notices will automatically be sent, and service authorizations will automatically be updated
and sent as well.

Note: A recalculated CC budget for April 2017 or earlier will use the old logic of pulling
in the Unborn into the budget, as the budget has already been ran and uploaded
and we do not do system generated overpayments.

** 10 day logic will still apply

Process for MC which currently include an Unverified Unborn (Change)

Unverified Unborns will no longer automatically be pulled into the CC case. They will also no
longer be displayed in the Child Care Budget Confirmation window as a Non-Participant Child.

When CC cases are budgeted and the MC includes an Unborn, the system will determine if
the pregnancy has been verified. If the Pregnancy is not verified, the Unborn will not be
included as a “Non-Participant Child” in the CC case, or the unit size.

The Unverified Unborn will no longer be displayed in the Child Care Budget Confirmation
window, and will not be included in the CC budget.

Child Care Budget Confirmation

= |
CRANE CRAIG CcC 77095799 Fublic Housing Indicator: |
Single Parent Indicator: [}
Child Care cases require that all unit members hawve a role. Participants _ _
are children eligible for benefits. Other persons to count in the unit size Mum Elig Children: |1
hawe other roles. Select the appropriate role for each person in the case. Unit Size- I_q
Person Role Status Adulyf Child Assign To Role
CRANE COMHNIE 54 F6E654523 Fin Resp Active Adult Fin Resp
CRANE CRAIG 53 40295944 Fin Resp Active Adult MNon-Part Child
CRANE COOPER 16 75104940 Participant Active Child
CRHARNE UNBORHN [due] [1) 35863001 MNMon-Part Child Active Child
Service Need Reason Close Wem [PariEpemis I
IEmplnyed vI I Bwypass %Wl Determination TCC Start Date

I Setto ITransitional Child Care

oK I Cancel I Help

If the pregnancy is verified, the Unborn will continue to be configured into the CC case as a
“Non-Participant Child” and will be included in the CC case, and the unit size.
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Duplicate Application Denial (Change)

If an application is correctly tied as a Duplicate through the Tie Auto Suggestion function,
and there is a current application received date less than 60 days prior to receiving the duplicate
application, the worker will need to deny the new duplicate using the Status Code Reason,

Duplicate Application.

N-FOCUS Tips

Master Case Cannot Be Checked Out (Tip)

When a case is selected for Check out, the download program checks for the following:

e All persons in the Master Case has a:
o Date of Birth : AND

o Race Code

e All program cases in assigned mode are not assigned to the Office default position

number 99999999

If any of the above is detected the Master Case cannot be checked out. This
stops any worker and MESA from being able to check this case out and process the

necessary changes.

Duplicate Persons in N-FOCUS

Duplicate persons continue to be created in the process of creating new Master Cases,
adding a person to a Master Case, creating a CHARTS referral, CFS Intakes, and adding an
Administrative person (Payee, Authorized Rep, etc). Duplicating persons creates serious
issues that affect your case accuracy. It becomes even more important to not create

duplicate persons with the
new Medicaid system
Nebraska Timely,
Responsive, Accurate,
Customer Service (NTRAC)
coming soon.

N-FOCUS was designed
so that a person should
only be on the system once.
Each person should have
only one person number.
This same person can be in
a Master Case, be an
Authorized Rep, be in a
CHARTS referral, CFS
Intake, SDM and be in an
Organization. There is no
reason for a person to be on
the system twice. The
person number is found at
the bottom of this window.

N-FOCUS - Persan Detail

File Actions Detail Goto Help

izl

:

(0 x|

| [zl R EA S

|&] cr e

|

Person Name

First [KEMNIE

Middle I

CHARTS Referral NCP...l

UPDATE

Demographics...

Address...

Medicare Inquiry

Last [SANDS

Ext [noNE) |

Client Preferences

MMIS History... |

Person Involvements

Address History... |

E-Mail Addr. History

PIN Management |

SSN |

Birth Date  (06-30-2016
Deceased Date

Person Number 51318165

Sex

" Female
i« Male

 Unknown

Program Cases... |
School Attendance... |
State YWard Details... |

Tribal... |
YRTC Marrative |

Military/International...
Name History...
Person Verification...
SSN History...
Telephone...

Close Person Detail Window

Page
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Current Issues:

¢ Adding a person to the Master Case with the reason of EO (Energy Only)

e If this person is already in another Master Case then it is an existing person — do not
add a new person

e Unborn already on — child is born but pregnancy is not updated and the child is
added as a new person

e Ifthere is already an unborn in the Master Case and a child has been born, update
the pregnancy do not add another N-FOCUS person. If you are not allowed to make
this update, call N-FOCUS Production Support to make this change.

e No SSN but Name and DOB matches someone already on N-FOCUS — More than
likely this is the same person:

e Check the address, Master Cases they have been in, Person Involvement, etc.

e if not sure, call N-FOCUS Production Support

e If SSN already matches someone on N-FOCUS do not change the SSN by one number
to get it on

e Call N-FOCUS Production Support for help

e Not doing a thorough clearance before adding a person to N-FOCUS

e Person name misspelled or last name changed

If you created a duplicate person in error or find ones that you think might be duplicates,
please contact N-FOCUS Production Support so we can correct them.

In order to reduce the number of duplicate persons created, please take the following steps
before you create a person in N-FOCUS:

Person Search

Use the Person Search to determine if this person is already on N-FOCUS
e SSN Search — If you have an SSN, do a search by SSN. If there is no match on SSN,
then search by name.

o Even if you have an SSN it is good to also do a name search to make sure they
are not already on without the SSN

o Person Search defaults to Partial Name search — this search finds all the
names with the exact spelling of the last name and first name entered plus
additional names that have more letters.

o Ifthereis a space in the last name or first name and the one entered does not
have a space — it will not find this person.

Example: If you enter John Doe — you will get all the John Doe’s plus any John with the
last name of Doeden, Doenhoefer, Doerschlag, Doescher, Doeschot, etc.

o Ifyou are not sure how to spell the last name such as Johnson or Johnsen
then enter johns as the last name and you will get matches for Johns,
Johnsen, Johnson, Johnsons and Johnston with the same first name.
o Itis also good to check the box “Search on Name History”.
o Sometime it is best to enter less to get a broader search.
e Address Search
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Clearance Process

The Clearance Process uses soundex to find names that match the name that you entered.
Soundex is a phonetic program used by N-FOCUS to encode last names by their sound when

pronounced in English. (See Help-How Do I for an overview of Soundex.) You will get a lot more
possible matches with Soundex.

e If there are over 100 matches you will get a popup that will allow you to Filter — by
Last Name, First Name, Partial Last Name, Partial First Name or Sex.
e Person Clearance List:

o Take time to look at the list. From this window you can look at Person Detail,
what Master Cases they are in, their address and if they are an Org related
person.

o If a person already on N-FOCUS has the same name and date of birth as the
person you are entering, it is most likely the same person

o Ifitisthe same person use the button at the bottom of the window "Use
Existing N-FOCUS Person"

o DO NOT change the SSN by one number to get your person on when you have
an SSN match - call N-FOCUS Production Support

o See “Help-How Do I” for complete instructions on the Clearance Process

e If in doubt if this is the same person, call N-FOCUS Production
Support
=lofx]|
File Wiew Goto Help
- New Person Information Entered
S8N Last Name First Name MI Ext Birth Date Sex
| - SANDS KEN U | < Add New Person

~Possible Matches of Persons Existing in N-FOCUS
Match
Type SSN Last First MI Ext Birth Date Sex Person Number
SNDX - - SANDS KARA 09-15-200%5 F 16593920
SNDX b51-66-7694 SANDS KATE 0g-12-1911 F 48792036
SNDX 688-79-1546 SANDS KATIE 08-12-1982 F 53518698
SNDX 669-33-2211 SANDS KATRINA 06-12-200%5 F 65216969
SNDX bb8-46-1578 SANDS KAY 05-12-1982 F 36484319
SNDX - - SANDS KENNIE 06-30-2016 M 51318165
SNDX - - SANDS KODA 07-20-2013 M 33556629
SNDX - - SANDS KURT 09-18-1982 M 92202512

~Physical Address

Master Case 382

Use Existing N-FOCUS PErsunl

Administrative Person

e Always check to make sure the person is not already on N-FOCUS
¢ When adding this person you must enter an address
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Review HH Status

On Detail Master Case there is an icon to the right of the window in the Master
Case Persons box that shows everyone that has been in this Master Case and their EI
current status in the Master Case. Click this button to see everyone who has been in
the Master Case before you add a person to the Master Case. They may already be in
the Master Case you just need to change their Household status to In Household.

Review Person Involvements

Person Involvement is found on the Person Detail window. This
shows all the involvements that this person has such as, Master Person Involvements

Case, Organizations, CHARTS referrals, Overpayments, Intakes,
Allegations, Safety Plans, etc.

[ o]
B File Actions Goto  Help
Person Name KENNIE SANDS Person Number 51318165
~Person | I
- [%] MASTER CASE [ ] DEVELOPMENTAL DISABILITIES

G

[ 1 SERVICE NEEDS ASSESSMENT [ 1 SERVICE REQUEST

fd| (10RGANIZATION { ) CHARTS REFERRAL

I [ ] PERSON TRACKING
Mﬁ] [ ] PAYMENT METHOD

=
£
—m-

[ 1 EXTERNAL O¥YERPAYMENT

Bl

[ 1 ELIGIBILITY DETERMINATION OP

=
=
™
e

~Children and Family Services

[ 1APS INVESTIGATION

EE]

[ 1 ORG RELATED INVESTIGATION

L] [ 1¥LS ASSESSMENT [ ] SAFETY ASSESSMENT

=

[ ] CHILD REVIEW [ ] SAFETY PLAN

[ 1 INTAKE [ 1 CONDITION FOR RETURN

[ JALLEGATION [ ] PROTECTIVE CAPACITY

BIENE]

[ 1 PROTECTIVE ACTION

B

EEEEEE

CRI { ) CENTRAL REGISTRY

[ ] STRUCTURED DECISION MAKING

(2]

CHARTS Referral (Tip)

When a worker creates a new referral on a dependent, N-FOCUS checks CHARTS to
determine if there is an open CHARTS case for this same combination of:

e Dependent AND
e Custodial Parent AND
e Non-Custodial Parent or Unknown NCP

If there is an open CHARTS case, the worker will receive a message stating, ‘CHARTS case
already open’. A CHARTS referral is not needed in this situation.

A Non-Custodial Parent (NCP):

e Is considered known if at least the first and last names are known
e Isunknown if only the first name or the last name or no name is known.
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If the Non-Custodial Parent is unknown
¢ Mark the "UNKNOWN NCP' box on the CHARTS Referral window

o N-FOCUS will check CHARTS to determine if there is a NCP listed for that
dependent.
= Ifthereis an NCP listed, the worker will receive a message stating:
e ‘An NCP exist for “dependent name” in CHARTS. Do you want
to add the NCP to N-Focus?

o Ifyousay ‘Yes’, the NCP applies to all dependents in
the referral.

o The Add Person Window will be displayed pre-
populated with the person data that CHARTS has on
the NCP

o When the Person resolution process is completed, the
NCP will be brought back into the referral. The worker
can select the NCP and add them to the referral

e Ifyou say ‘No’, No referral will be allowed for that dependent
using the Unknown NCP, because CHARTS shows an NCP for
them.

» Ifthere is no NCP listed, complete the referral
e Put any information such as nicknames, or if they only know
the first or the last name in the comments section

If the Non-Custodial Parent is known
Check iCHARTS -

e To determine if the Non Custodial Parent already exists on CHARTS.
o To find NCP information if there was a previous referral.
o To see if there is an open or closed CHARTS CSE case.
o To see if there is an established court order without a CHARTS CSE
case.
e Consider searching by the child's name, SSN and DOB

On the CHARTS Referral -

e Ifthe NCP is not listed, use the Add Non-Custodial Party button
e Use the same Name and DOB exactly as it is on iCHARTS — full SSN is no longer
displayed on iCHARTS
e If there is not an NCP identified on iCHARTS, add the NCP with the first and last
name that the custodial parent has given you. If you do not have this information
mark the Unknown NCP box.
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Use the referral comments to:

Relay any partial address or employment information, previous or current,
offered by the CP to locate and identify the NCP for first time referrals.
Estimated ages are also appreciated if the DOB is not known. If DOB is
not known leave it blank as made up information is not useful.

NCP phone numbers, current or prior are helpful

Partial address information when the complete address is unknown

If known that the NCP is deceased but the Date of Death is not known

Maternal and Paternal information may also be found in:

a)
b)

Imaged copies of non-Nebraska birth records.

VSTATS interface for Nebraska births provides DOBs and SSNs, not just
parental name.

E-apps or applicant verbal statement during any interview.

Imaged applications and/or copies of Non-Nebraska court orders.
Alleged or actual fathers previously in the HH.

NFOCUS narratives where the Mother and/or birth facility report a father
along with the birth of a newborn.

BDE interface may provide a parental SSN if a child receives SSA
Disability or Survivor benefits on behalf of a parent.

Non-Custodial Parent's Address
When entering a CHARTS Referral:

If the address of the NCP is unknown, select Cancel from the Address window and do
not enter an address

If only a partial address (such as city and state) is known, select Cancel from the
Address window and enter the partial address in the Comments of the referral

DO NOT ENTER UNKNOWN OR MAKE UP DATA IN ANY FIELD OF THE ADDRESS

WINDOW.

Please contact Production Support any time you cannot get the CHARTS Referral to work.

Children and Family Services

Human Trafficking Project (New)

Public Law 113-183 was passed to gather more data regarding Human Trafficking. AFCARs
also passed new data requirements including gathering data on a child who is removed due to
Human Trafficking. The following information outlines this new functionality.
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Creating a Protective Service Alert (New)

When a youth cannot be located, document the placement information on the Detail
Placement window. A Protective Service Alert needs to be created for all missing youth to
ensure their safety.

To do so, follow these steps:

1. On the Detail Placement window, select Actions ] N-FOCUS - Detail Placement
and Close Placement or create placement if this is File Detail Goto Help
the youth first placement. @l Pend Placement

[Beny Placement
Nai

Activate Placement

The Close Placement pop up window will display. Edit Policy Exception

Print Adoptive Agreement

N-FOCUS - Close Placement

I End Date [I]Z—ZE-Z[I‘I / :JI_ Planned Change of Placement

Reason  |pMore Restrictive Environmnt ;I
More Festrictive Environmnt -
i Siblings

] |
ort |erm Hlacement

Reason for the change in placement

2. Enter the End Date of the placement and select the Reason of “Missing Youth”.
3. Select OK.

You will be returned to the Detail Placement window.

N-FOCUS - Confirm Placement

4. Click Save and Close.

The following placement information will be saved:
The Confirm Placement window will Type:  OUT OF HOME
display. Organization / Parent:  MARINO, DAN

Facility Type: FOSTER HOME-HHS

5. Click OK. Status: CLOSED

Date: 02-26-2017
The Closed Placement Reminder

window will display. SEAN ANDERSON
6. Click OK and close all
associated Service
Authorizations as usual. ok | Cancel
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MN-FOCUS - Closed Placement Rem

Placement has been closed.

Please close all associated Service Authorizations.

]

The Confirm pop up window will display asking if you want to create a new placement.

7. Click Yes to create a new placement.

The Detail Placement will display. X |

8. Select the Type as “Missing ,
Youth” or “Parent Abducted” from Do you want to create a new placement?
the drop down list. n

9. Enter the Status Date.

10. Select Actions>Activate - Yes Il No |
Placement. D

[ﬂ_

[B] N-FOCUS - Detail Placement
File WYl Detail Goto Help
Pend Placement
Eeny Placement

Edit Policy Exception

Print Adoptive Agreement

Facility Type/Living Arrangements

| Where Placed
Organization B
-0R -
ParentfCaretaker "_i‘l
ParentfCaretaker » j
Status Information

Additional Details...

Stalus i nredClpneioTIaoem e R D et ICPC...
| ||]2-2|i-201? |Z| | Protective Service Alert Consultation Point...
Closure Reason
Trafficking Screening IL Addresgs...

The Confirm Placement pop up will display.

11. Click OK.
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N-FOCUS - Confirm Placement

The following placement information will be saved:

Type:  MISSING YOUTH
Organization / Parent: NONE
Facility Type: NONE

Status:  ACTIVE
Date:  02-26-2017

SEAN ANDERSON

0Ok Cancel ‘

The Detail Placement window will display with the following buttons enabled:

e Child Missing Detail
e Protective Service Alert
e Trafficking Screening

When a youth’s status is updated to Missing or With Parent-Abducted and all of the edits on the

Detail Placement window are updated and saved; the Protective Service Alert window enables,
which is a web based window.

[F1 N-FOCUS - Detail Placement
File Actions Detall Goto Help

b2 T EN S =

Name

SEAN ANDERSON

Twpe Facility Type/Living Arrangements
ﬁ;sgsing Youth LI I LI
~Where Placed
Organization IE
-0R-
Parent/Caretaker ﬁ @
ParentfCaretaker ﬁ @

- Status Informati

Additional Details...

Status ACTIVE I” Planned Change of Placement

Status Date  [02-26-2017 =]

Closure Reason

Child Missing Detail |I ICPC...

Protective Service Alert |I Consultation Point...

Trafficking Screening I IL Address...

12. Select the Protective Service Alert push button. Select, “OK” to flow to the web based
Protective Service Alert. Use the black arrow out to change the worker if needed.
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&= N-FOCUS - Protective Service Alert Comp

=N

Name JOE SCHMO

OK | Cancel |

13. On the Protective Service Alert (PSA) window the child’s Name Date of Birth, Age,
Gender, Race, Ethnicity, and Date Missing will appear. This information is refreshed
every time a user comes into the window. This information can only be changed in
the NFOCUS and cannot be altered on the web page.

Protective Service Alert

Actions ¥ % Exit

Status: Case Worker: 10E SCHMO

PSA ID Number: 15001367 Address: 5211 SOUTH 315T ST

Create Date: 03/15/2017 OMAHA, NE 68107
Phone: (402)595-4123
Email:

Missing Person Information

Name of Youth: JAMESON FAR

DOB: 07/23/2012

Gender: Male

Age of Youth: 4

Race: White

Ethnicity: Mot Hispanic or Latino
Date Missing: 03/01/2017

Description of Youth

3500 characters remaining.

Select Images Add Image -

Image
No records found.

From what city and state did this Protective Service Alert originate?
City State
<< select >> =

What are the circumstances of the situation and/or the relevant history of this case?

3500 characters remaining.

14. Select Save.
Results: The PSA ID Number will appear and the PSA will be in “Draft” status.

15. Type in a description of the youth.
16. Next Add Image.
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Status: Draft Case Worker: 1OE SCHMO

PSA ID Number: 15001367 Address: 5211 SOUTH 315T ST
Create Date: 03/15/2017 OMAHA, NE 68107
Phone: (402)595-4123
Em;

Missing Person Information
Name of Youth: JAMESON FAR

DOB: 07/23/2012
Gender: Male

Age of Youth: 4

Race: White

Eth ty: Not Hispanic or Latino
Date Missing: 03/01/2017

Description of Youth
The youth has black curly hair, brown eyes, and has a scar on his cheek. He was last seen wearing blue jeans, a red windbreaker, and tennis shoes.

3352 characters remaining.

Select Images | Add Image - |

Image
Mo records found.

From what city and state did this Protective Service Alert originate?

City State
<« select > -
What are the circumstances of the situation and/or the relevant history of this case? & Copy

3500 characters remaining.

17. Follow the steps to add image. These steps are displayed on the page, click continue.

]

Add Images
Image Requirements

1. Each image must not exceed 1.0 MB.
2. Each image must be one of the following types: jpeg, jpg, png, tif, tiff, or gif.

Steps to Upload Images to Document Imaging/File Director

1. Click the '+ Choose' button.

2. Browse the directory to locate the image to be uploaded.

3. After selecting the image to be uploaded, click the 'Open’ button. The image will be displayed on the Add Images web page.

4. Click "Check In’ to add the image to Document Imaging/File Director. The image will now display in the Image Gallery at the bottom of the page.
(Click the 'x' to the right of the image if you decide to not check this image into Document Imaging/File Director.)
NOTE: Images must be checked in one at a time.

5. After all images have been checked in, click "Continue’ to return to PSA Detail web page. Images that were in the Image Gallery can now be

selected to be included on the PSA.

+ Choose 3 Check In

Image Gallery

Koala.jpg

| Continue + |

18. Mark the check box next to relevant pictures of the missing youth to be added to the
alert.
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Actions »  x Exit I

Status: Draft Case Worker: JOE SCHMO

PSA ID Number: 15001367 Address: 5211 SOUTH 31ST 5T

Create Date: 03/15/2017 OMAHA, NE 68107
Phone: (402)595-4123

Email:

Missing Person Information

Name of Youth: JAMESON FAR
DOB: 07/23/2012
Gender: Male

Age of Youth: 4

Race: White

Ethnicity: Not Hispanic or Latino

Date Missing: 03/01/2017

Description of Youth

The youth has black curly hair, brown eyes, and has a scar on his cheek. He was last seen wearing blue jeans, a red windbreaker, and tennis shoes.
3352 characters remaining.

Select Images Add Image -

v Image

v

From what city and state did this Protective Service Alert originate?
City State
Lincoln NEBRASKA -

What are the circumstances of the situation and/or the relevant history of this case? ® Copy

The child is believed to have been taken by an Aunt. They may be traveling in a blue Honda.

3406 characters remaining.

Note: Up to 5 thumbnails of pictures will be pulled in from Document Imaging. The
pictures will be the most recent five pictures by the Received Date. One or all of the
five pictures can be printed on the PSA; checks mark the box next to the relevant
pictures. Photos of a youth can be added to document imaging at any time under
the new category type Protective Service Alert Photo.

Note: If you want to add a new picture that is not already in document imaging, select the
Add Image function on the web page. This will allow a user to upload photos from
their computer. The photo once checked in will automatically be saved in
Document Imaging under the youth/child name in the new Category Type of
Protective Service Alert Photo.

19. Enter the city and state the youth went missing from.
Note: If the State is Nebraska, the City function will enable a drop down box of
Nebraska cities. If it’s out of state, the user will enter the cities name

manually.

20. Enter information in the “What are the circumstances of the situation and/or the
relevant history of the case?” in the narrative text box.

Note: The copy function can be used to copy a Protective Service Alert Narrative into the

circumstances. To do this select the icon and click copy, to go back to the previous
page click cancel.
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[

Select an item from the list below to view the complete circumstance details.

PSA TD Create Date Youth Name Circumstances

Central Service Area Protection and Safety Administrators
17505573 03-15-2017 JAMESON FAR and the field have reg... pel

Circumstances

| @ cancel |

21. Selecting the “View Protective Service Alert” allows the CFSS to view a PDF of the
Protective Service Alert. Use this feature to review the Protective Service Alert in
PDF form before a user submits the Protective Service Alert for approval. Click the
“X” on the tab to exit the PDF.

22. Select “Save” in the Actions Menu to save the Protective Service Alert and finish later.
Use the Exit Button to leave the Protective Service Alert web application.

23. Select “Submit” in the Actions Menu to submit the Protective Service Alert to staff in
Central office. Only Central office staff can approve the Protective Service Alert. Once
the Protective Service Alert is submitted by the worker it cannot be altered or
changed. Central Office Staff can alter the alert or send it back to the worker to
change. A confirmation number will appear if the alert was successfully submitted. If
the email fails a message will appear instructing the worker to contact central office

staff.

The Protective Service Alert has been successfully submitted.

15001367

An auto email will be sent to the following email address:

DHHS.ProtectiveServiceAlert@nebraska.gov

Once the submit confirmation screen appears click exit. A message will appear confirming
the user wants to exit, click “Yes”. Clicking “No” will not prevent the Protective Service Alert
from being sent. The No allows the user to stay on the page if they want to note the Protective
Service Alert confirmation number.
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24. Central Office staff will approve the Protective Service Alert. When Central Office
Staff approves the Protective Service Alert an automatic email with the Protective
Service Alert displayed in the body of the email is sent to workers, administration,
and other external partners. The subject line will say Protective Service Alert-
Youth’s last name, first name.
dhhs.protectiveservicealertreceivinggroup@nebraska.gov .

Nebraska Department of Health and Human Services
Division of Children and Family Services
Protective Service Alert

Protective Service Alert ID: 15001367
Create Date: 03/15/2017
Approval Date: 03/16/2017

The State of Nebraska has received a Protective Service Alert.
From what city and state did this Protective Service Alert Lincoln , NE
originate?

Date Missing 03/01/2017
Name of Youth JAMESON FAR
Age of Youth 4
Gender Male
Race White
Ethnicity Not Hispanic or Latino

Description of Youth

The youth has black curly hair, brown eyes, and a scar on his cheek. He was last seen wearing blue jeans, a red
windbreak, and tennis shoes.

Ci of the History of the Case

The child is believed to have been taken by an Aunt. They may be traveling in a blue Honda.

If you have any information regarding the whereabouts of JAMESON FAR please contact:

Case Worker: JOE SCHMO
Email:
Address: 5211 SOUTH 31ST ST
OMAHA, NE 68107
Phone Number: (402)595-4123
Child Abuse and Neglect Hotline: (800)652-1999

This information will be sent to all CFS Specialists, CFS Supervisors, Administrators and Case Aides.
Send any questions to DHHS.ProtectiveServiceAlert@nebraska.gov.

25. Workers will also need to document what Law Enforcement Agencies were notified.
On the Detail Placement window, select the Child Missing Detail push bar.
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[E] N-FOCUS - Detail Placement

File Actions Detail Goto Help

a] ] 2 J il = 2 |

- [olx

Name UPDATE
Type Facility TypejLiving Arrangements
IMissing Youth LI LI
~Where Placed
Organization ﬁl
- OH -
Parent{Caretaker » H‘II
Parent/Caretaker » Lﬁl
- Status Inf ti
Additional Details...
Status  ACTIVE I” Planned/Change of Placement Child Missing Detail ICPC...
II]2-2Ii—2IJ1? |E| Protective Service Alert Consultation Point...
Closure Reason
Trafficking Screening IL Address...
The Missing Child Detail window will display.
N-FOCUS - Missing Child Detail
Name SEAN ANDERSON ADD
Person Number 45059142
~ Law Enfi it
Law enforcement notified |Yes v| Mame of Agency |Grand Island Police Department ]|
Date 02-26-2016 Report Number | o
[~ Out of State Agency I Update
Name of Investgator |0FFICER JAMES OLSEN Delete

Date Name of Agency Name of Investigator

Report Number

~MNational Centre for Mi

ing and Exploited Child

National Center for Mi i Children notified? | v | Date |

. R
g and Exp

Mame of Assigned Case Manager |

Report Number

Is Human Trafficking suspected?

—

Save

Save and Close I Close

26. On the Missing Child Detail window, enter the following information:

Law Enforcement notified
Name of Agency

Date

Any other relevant information
Select the ‘Add’ button
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The information entered will display in the group box.

N-FOCUS - Missing Child Detail

Name SEAN ANDERSON ADD
Person Number 45059142
Law Enforcement
Law enforcement notified m Name of Agency IGfﬂ"d Island Police Department ~|
Date  [02262017  ReportNumber | i
[~ Out of State Agency | Update
Name of Investgator |0FFICEFI JAMES OLSEN Delete
Date Name of Agency Name of Investigator Report Number

02-26-2017 GRAND ISLAND POLICE DEPARTK OFFICER JAMES OLSEN

|

—~MNational Centre for Missing and Exploited Children
National Center for Missing and Exploited Children notified?  |Yes v | Date [0226-2017
Name of Assigned Case Manager ITHOMAS SMITH

Report Number INE|1217|]|]SII

Is Human Trafficking suspected? Unknown vl

bave and Close | Close | |

27. Enter the following information at the bottom of the Missing Child Detail window:

National Center for Missing and Exploited Children notified
Date

Name of Case Manager

Report Number information

28. Answer Is Human Trafficking suspected from the drop-down box.
29. Save and Close the window.

Note: These details are saved only and cannot be printed. They do not have to finalized
or approved. They can be altered or added to at any time.

Completing the Trafficking Screening Tool (New)

When the CFS Specialist has concerns that the youth may be involved in or a victim of sex
trafficking, the CFS Specialist will consult with their CFS Supervisor, CFS Administrator and
Service Area Administrator. The CFS Specialist will contact the Adult and Child Abuse and
Neglect Hotline, the CAC to schedule a forensic interview and complete the Trafficking
Screening tool. When a youth is found the CFS specialist needs to complete the Trafficking Tool.

1. On the Detail Placement window, close the current placement of Missing Youth or
With Parent-Abducted using with ‘Missing Youth Located’.
2. Select ‘Ok’ then the Save icon.

Results: the Human Trafficking Taskforce Screen Tool window is enabled.
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[N N-FOCUS - Human Trafficking Taskforce Screer = | X |

Goto  Help
[ 5
Name of Youth SEAN ANDERSON

Person Number 45059142 MC & 681

Completed Date |I]2-2?-2I]I 7
I I Indicators | Source

Source Indicator

I”"| None of the above: Update Delete Other Narrative

~MNext Steps
Document all resources
made awvailable to the youth

2
Remove

3. Select the Completed Name select out arrow to add the CFS Specialist information.
4. Select the Indicators/Source select out arrow.

The Human Trafficking Screen — Indicator/Source window will display.

MN-FOCUS - Human Trafficking Screening - Indicator / Source

Indicator

“Youth selt-identifies as a victim or survivor of trafficking
Youth has a history of sexual abuse
Current in story of inappropriate sexual behaviors

Youth has sexually suggestive activity on their social media
“outh has a history of going missing from care
“Youth has been Inca!ed aﬂer being missing from care

‘or d injuri nrnll
Susplcmus tattoos or signs of hrandlng

s not allowed to speak for Ihemselves
Reports of human trafficking by a parent/guardian, law enf dical/service providers, teacher, CPS or probat
Arrested by Law Enforcement

Other

<] | H

Source

documentation LI
|seli-disclosed

observation

documentation I

5. Select the appropriate Indicator(s) from the list. These indicators can be multi-
selected.

Note: If “Other” is selected, the CFS Specialist will document additional information in
the Other Narrative located on the Human Trafficking Taskforce Screening Tool.
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6. Select the appropriate Source from the drop down. Only once source can be picked at

a time but sources can be updated using the update button.
7. Click OK

The Human Trafficking Taskforce Screen Tool window will display with the selected
Indicators and Source dipslayed in the list box.

N-FOCUS - Human Trafficking Taskforce Screening - 1o X

File Actions Goto Help

0

Name of Youth  SEAN ANDERSON

UPDATE

Person Number 45059142 MC # 681

Indicators

Completed Date |IJZ-27-ZIJI 7

Completed Name  PAULETTE SOMBKE lndlestorziiSource

Source Indicator

documentation ‘Youth has a history of sexual abuse -
documentation Current incident or history of inappropriate sexual behaviors Tl

documentation “Youth associates or has relationships with age inappropriate friends, boyfrie|

“Youth has a history of going missing from care
Youth has been located after being missing from care
Located with an adult that is not a family member

i EANS - . S

observation
observation
observation

2 |

P T TR PR P PR

I None of the above Update I Delete | Other Narrative

~Next Steps
Document all resources
made available to the youth

sl

Hemove

8. On the Human Trafficking Taskforce Screening Tool window, in the section Next
Steps, use the Select Out arrow to document resources.

The Human Trafficking Screening Next Steps
pop up window will display.

MN-FOCUS - Human Trafficking Screening Next Steps

Next Steps

victim advoca
g

shelter

literacy

job training

lite skills
. medical care
dental care

9. Highlight the Next Steps on the cmployment
Human Trafficking Next Steps window.
10. Click OK. interpretation

translation
immigration

b abuse and tr
legal services

GED prep

0K Cancel

Page

30



The selected Next Steps will display in the Next Steps group box.

B N-FOCUS - Human Trafficking Taskforce Screening Tool
File |aifsliW Goto Help
Completed By
Delete Screening Tool

Print Screening Tool

MC # 681
Indicators
Completed Date IW
Completed Name ~ PAULETTE SOMBKE B Indicators { Source
Source Indicator
documentation

“Youth has a history of sexual abuse
documentation Current incident or history of inappropriate sexual behaviors

a
documentation Youth iates or has relationships with age inappropriate friends, boyfrie:
observation Youth has a history of going missing from care
observation “Youth has been located after being missing from care
observation Located with an adult that is not a family member =
b et P S T SR PR TR
4] [ >
™ None of the above Update | Delete | Otlier Narrative

- Next Steps
D all n h

made available to the youth | food
medical care
mental health treatment

Ml

Hemove

11. Select Actions to Delete or Print the Screening Tool.
12. Save and Close.

Note: The tool does not have to be approved or finalized. It can be modified at any time.

The Detail Program Case window will display.

Documenting the youth’s Missing Experiences, Missing Reasons, and Missing
Primary Factors (New)

Public Law 113-183 was passed in September of 2014 to gather data regarding Human
Trafficking. CFS workers must now document a youth’s Missing Experiences, Missing Reasons,

and Missing Primary Factors. These three criteria’s can be documented easily in the Conditions
window.

1. Go to the youth’s Program Person Information select the Conditions push button.

2. Select ‘Yes’ to the question “Has this person recently experienced a behavioral or
condition, social condition, or substance use/exposure.”
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N-FOCUS - CFS Program Person Infor

File &ctions Detal Goto Help

(= ]

IrF‘rugram Case Person

Name JAMESON FAR

‘ UPDATE

~Legal

= C
Status |HHS Ward =l %8
Date [03-01-2016 Status | =
County ILam:asler j Lalc I
State Ward Popul -~ Offi
Description Begin Date Description Begin Date
Abuse/Neglect 03-01-2016
Free for Adopti
: — . .
’7 © Yes & No Date Frce Adoption... | Legal History... I
Excepti o m
( AN Adopt Exception Birth Info... | 0JS History |
Conditions | YLS.. |
Tribal Court | = Medical.. | YRIC Narrative |
iy S (NONE) z Paternity... | Tribal... I
Religion  |[NONE) =l
[03-16-2017 14:01:32 |

3. Select Missing Experiences from the drop down menu. Next, select one or more from
the following types of Missing Experiences: Worsening medical/mental health,
Contact with bio-family, friends, boy/girlfriends, Survival Sex, Alcohol or Substance
use, Engaged in criminal activity, and or Gang activity. For each one that applies
create a new row. The begin date should be the date the youth went missing and the
end date is the date the youth was found.

N-FOCUS - Detail Condition

File Actions Goto Detail Help

|7

ol x|

Case Person JAMESON FAR

ADD

Is this person currently diagnosed with a

Last Answered

Type

N A (G-

medical or psychiatric condition? o 12-06-2016

Has this person recently experienced a No - Confirm Medical

behavioral ition, social diti

or substance usefexposure? History Drug Factors
Conditi

Category
IMissing Experiences j Begin Date I End Date I

Diagnosed By

IEngaged in criminal activity

Add |

El

Update | Delete |

Pl

Condition Type

Begin Date End Date Diagnos

ed By

||33—1 6-2017 J1 4:05:50

4. Next select Missing Primary Factors from the category. Select or more from the
following types: Death of a family member, friend or pet, Seeking biological family
members or boy/girlfriend, Conflict in placement/ recent placement change,
Substance use, Mental Health conditions, and or Permanency disruptions. For each
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one that applies create a new row. The begin date should be the date the youth went
missing and the end date is the date the youth was found.

Next select Missing Reasons from the category. Select on or more from the following
types: Conflict in the placement, Seeking bio-family, friends, boy/girlfriends,
Removal from biological home or placement, Alcohol or Substance use, to escape
physical/emotional/sexual abuse, and or Left for another State who considers 18 year
olds adults. For each one that applies create a new row. The begin date should be the
date the youth went missing and the end date is the date the youth was found.

N-FOCUS - Detail Condition =

File Actions Goto Detail Help

i

Case Person JAMESON FAR

Is this person currently diagnosed witha [, - Lostimsted

medical or psychiatric condition? 12-06-2016

Has this person recently experienced a Yes - Confirm Medical
behavioral dition, social diti

or substance uselexposure? History Drug Factors
_Conditi

Category
IMiSSing Primary Factors j Begin Date |03-01-2017 End Date Il]3-[l3-2[l]?

Type Diagnosed By

ICuniIil:t in placement! Recent placement change j f*l

Add | Update Delete

Condition Type Begin Date End Date Diagnosed By

Death of a family member, friend or 03-01-2017 03-03-2017

Conflict in the placement 03-01-2017 03-03-2017

Conflict in placementf Recent place 03-01-2017 03-03-2017

«| | i

03-16-2017 J14:25:25
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CFS Information Search (Update)

The CFS information search window has been updated to include a search for Protective
Service Alerts. This will allow users to search active, draft, and submitted Protective Service

Alerts for specific children. This search will also be used by Central Office Staff to quickly find a
Protective Service Alert and approve it.

1. Go to the main menu.

N-FOCUS - Main Menu

o | X
File Gote Help
~Case Manag ~Alert’Work Task
SHAP Expedied Person Search Waster Case Expert Interfaces Alerts Work Task
Waorksheet Manager
Children and Family § ~FCRO

Intake Matching State Ward CFSSIZ:;::IM cnsnglzé\;:w A‘;::;:i;s Person Tracking Review
~Applicati Financial
[
- T EAProcessing Claims Payments  Refunds  Colectons  AbiytoPay o Co
Applications.
~Services ini i Exit
(|
Services Organization Service Needs Dffice Position Staff Exit
Assessment
DS5Z924 SYSTEM - DATABASE G
2. Select the Protective Service Alert search,
3. Select the person involved search
4. Black arrow out and type in the youth’s name
x|

~Search for

" Hearings/Legal Actions
" Subsidy

" Investigation
¢ Education Court Report

" NCR Payment Determination
* Protective Service Alert

i Structured Decision Making

" Safety Assessment

" Initial Risk Assessmeni
P tion A

Al Types

" Safety Plan " Family Strength/Needs Assessment
" Risk Reassessment " Assessment of Placement Safety and Suitability
" Reunification A " Case Plan

Search by

 Completed| By
€ Supenvisor
€ Reviewed| By

& Person Involved
€ Org Involved
! Court

€ Assigned|To
€ Supenvisor
 Office

Date Range

Status Begin Date

€ Organization

From |02-14-2017
03-16-2017

Name -AND-

-AND- o

Status |[ALL) -

Search | Clear | Cancel |

5. Select Search, when the person list returns select the desired youth using the blue arrow.
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N-FOCUS - Person List ) I I 4

File View Help

r

| Last First MI Ext  SSN Birth Date Se Mumber C

FAR JAMAL 03-26-1965 M 5300761 ;Imm.

FAR JAMESON O00¢-2145  07-23-2012 M 71303551
FAR JAMIE 20004-3000 07-25-1991 M 96014
FAR JANNA 200004-2147 - 02-14-2011 F 51611428

6. This will return the user to the Search CFS information window again but ‘Search’ is now
enabled, click search.

M-FOCUS - Search CFS Information = I [m] b3
—Search for
" Hearings/Legal Actions " Investigation " NCR Payment Determination
© Subsidy " Education Court Report “ Protective Service Alert
Structured Decision Making
" Safety Assessment " Safety Plan " Family Strength{Needs Assessment
 Initial Risk Assessmen! " Risk Reassessment = Assessment of Placement Safety and Suitability
" Prevention Assessment " Reunification Assessment | Case Plan
© All Types
~Search by
| Completed By % Person Invelved ¢ Assigned To
| Bupenvisor ) Org|Involved 1 Supervisor Date Range
' Beviewed By,  Court  Office 5
A Status Begin Date
| Organization
s IS L | Frem oz 142017
-AND- To  [03-16-2017
Status ([ALL) =

Search | Clear | Cancel |

7. Alist will return with the Protective Service Alerts for that youth/child. Protective
Service Alerts will have three statuses: Draft, Submit, and Approve.

:
i

M-FOCUS - List Protective Services Alert
File Actions  iew Help

= 757 et i | [
= & [

Status Begin Date Status Child Involved é
03-16-2017 Closed JAMESON FAR —‘

8. If the placement is a closed and the Protective Service Alert was in ‘Draft’ or ‘Submit’
status a read only version of the Protective Service Alert will display with a message at
the top.
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Protective Service Alert

This PSA is viewable only because the placement has been closed.

Status: Draft Case Worker: JOE SCHMO

PSA ID Number: 9176466 Address: 5211 SOUTH 315T 5T
Create Date: 03/10/2017 OMAHA, NE 68107
Phone: (402)595-4123

Email:

9. If the placement is open and the Protective Service Alert is in Draft Status the CFS
worker will be taken to the web page to alter or submit the Protective Service Alert.

10. If the placement is open and the Protective Service Alert is in submit status then Central
Office Staff will be taken to the web page to approve the Protective Service Alert.

11. If the placement is open and in submit status a user will only be able to see a read only
web version of the Protective Service Alert. This is because only Central Office Staff can
approve a Protective Service Alert.

12. Access to the Protective Service Alerts is limited to CFS Workers and CFS Supervisors.

Note: Protective Service Alerts can never be deleted. When a youth is found before the
Protective Service Alert is completed the Protective Service Alert will remain in
draft or submit status and can be searched. These Protective Service Alerts can be
viewed and are saved for data purposes.

Approving a Protective Service Alert-Central Office Staff Only (New)

A select group of users in Central Office will have the ability to approve Protective Service Alerts.
Once approved these alerts are emailed automatically to CFS workers, Administrators, and
select external partners. Central Office Staff will easily be able to approve, edit, or send a
Protective Service Alert back in draft status. To approve a Protective Service Alert complete the
following steps:

1. Select Central Office Staff will receive an email when a child/youth is placed in a Missing
Youth or Parent Abducted placement. The email will note the child/youth’s name and
the master case.

2 Reply [ Reply All £ Forward  Gi5 IM
Tue 3/21/2017 10:31 AM

DHHS.DoNotReply@nebraska.gov

Protective Service Alert -WILSON, SANDRA
To DHHS Test Protective Services Alert

A Protective Service Alert has been submutted for Review/Approval m MC# 709.

wxaxxx DO NOTREPLY TO THIS MESSAGE ******

2. Go to the Main Menu and select CFS Information Search.
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3. Select Protective Service, Status, Person Involved, Date Range, and then use the black
arrow to find the child/youth.

02-19-2017
03-21-2017
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4. The user will enter the name of the child in the Person Search field.

02-19-2017
03-21-2017
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W M-FOCUS - List Protective Services Alert

File Actions “iew Help

o =€

3 [
Status Begin Date Status Child Involved
03-21-2017 Submitted SANDRA WILSON
. o

|11372172m 7 |1 0:49:39

6. Highlight the row and double click or highlight the row and open the PSA from the
actions menu. Next the completed by box will appear, click ok, if the worker is correct. If
the worker is not correct use the black arrow to change the worker.

E N-FOCUS - Protective Service Alert Completed By - I = I x I

Name JOE SCHMO

0K Cancel
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NFOCUS will take the user to the Web PSA.

Protective Service Alert

Status: Submitted Case Worker: 1OE SCHMO
PSA ID Number: 2876199 Address: 5211 SOUTH 315T ST
Create Date: 03/21/2017 OMAHA, NE 68107

(402)595-4123

Missing Person Information

Name of Youth: SANDRA WILSON

DOB: 03/27/2010

Gender: Female

Age of Youth: 6

Race: Black or African American

Ethnicity: South American
Date Missing: 03/01/2017

Description of Youth
Sandra is 5'8 and weighs 160lbs. She has black braider hair. Sandra was last seen wearing a red windbreaker, jeans, and white tennis shoes. Sandra
may also have small care bear suitcase. Sandra has a small, round black mole on her left arm the size of a penny.

3235 characters remaining.

Select Images Add Image -

s Image

From what city and state did this Protective Service Alert originate?

City State
Lincoln NEBRASKA v
‘What are the circumstances of the situation and/or the relevant history of this case? @ Copy

Sandra is believed to have been abducted by her father from an extended visit during Easter break. Sandra was last seen accompanied by her father
in a gold Explorer. An amber alert was issued by the Lincoln Police Department.

3272 characters remaining.

7. Central office can add information in both narratives by typing in the narrative boxes
and selecting ‘Save’ in the action menu. Central office staff can also deselect or add new
images using the ‘Add Image Function’.

Add Images

Image Requirements

1. Each image must not exceed 1.0 MBE.
2. Each image must be one of the following types: jpeg, jpa, png, tif, tiff, or gif.

Steps to Upload Images to Document Imaging/File Director

1. Click the '+ Choose' button.

2. Browse the directory to locate the image to be uploaded.

3. After selecting the image to be uploaded, click the 'Open’ button. The image will be displayed on the Add Images web page.
4

. Click "Check In' to add the image to Document Imaging/File Director. The image will now display in the Image Gallery at the bottom of the
page. {Click the %’ to the right of the image if you decide to not check this image into Document Imaging/File Director.)
NOTE: Images must be checked in one at a time.
5. After all images have been checked in, click "Continue’ to return to PSA Detail web page. Images that were in the Image Gallery can now be
selected to be included on the PSA.

+ Choose + Check In

Image Gallery

| @ cancel | | Continue -+
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Actions % Exit

Status: Submitted Case Worker: JOE SCHMO

PSA ID Number: 2876199 Address: 5211 SOUTH 31ST ST

Create Date: 03/21/2017 OMAHA, NE 68107
Phone: (402)595-4123
Email:

Missing Person Information
Name of Youth: SANDRA WILSON

DOB: 03/27/2010

Gender: Female

Age of Youth: 6

Race: Black or African American
Ethnicity: South American

Date Missing: 03/01/2017

Description of Youth

Sandra is 58 and weighs 160lbs. She has black braider hair. Sandra was last seen wearing a red windbreaker, jeans, and white tennis shoes. Sandra
may also have small care bear suitcase. Sandra has a small, round black mole on her left arm the size of a penny. This sentence was added by the
approver in central office. The picture of the koala was also added by the approver in central office and the Jelly fish was deselected.

3068 characters remaining.

Select Images Add Image —+

Image

From what city and state did this Protective Service Alert originate?

City State
Lincoln NEBRASKA ~
‘What are the circumstances of the situation and/or the relevant history of this case? & Copy

Sandra is believed to have been abducted by her father from an extended visit during Easter break. Sandra was last seen accompanied by her father
in a gold Explorer.

3332 characters remaining.

Protective Service Ale

B Save
O View PSA
£ Approve

# Return (to Draft)

Missing Person Information

8. If ‘Return’ (to Draft) is selected the approver will need to contact the worker who created
the PSA and inform them via email or phone conversation of any changes necessary. The
‘Return’ to draft function is optional. Approvers can make any necessary changes
without returning the PSA to draft. If the PSA is returned to draft the worker will need to
submit the PSA again for approval again. The ‘View PSA’ can be used to see the PDF
before it is approved.

9. Once all changes have been made, select the ‘Approve’ option from the actions menu.
When “Approve” is selected and email will be sent out to internal staff and some external
partners across the state. This action is immediate and cannot be undone.
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Tue 3/21/2017 11:13 AM

DHHS.DoNotReply@nebraska.gov
Protective Service Alert -WILSON, SANDRA

DHHS Test Protective Services Alert Receiving Group

Nebraska Department of Health and Human Services
Division of Children and Family Services

Protective Service Alert

Protective Service Alert 1D: 2876199
Create Date: 03/21/2017
Approval Date: 03/21/2017
The State of Nebraska has received a Protective Service Alert.

From what city and state did this Protective Service Alert Lincoln , NE

originate?

Date Missing 03/01/2017
Name of Youth SANDRA WILSON
Age of Youth 6
Gender Female
Race Black or African American
Ethnicity South American

Description of Youth

Sandra is 5'8 and weighs 160Ibs. She has black braider hair. Sandra was last seen wearing a red windbreaker, jeans, and
white tennis shoes. Sandra may also have small care bear suitcase. Sandra has a small, round black mole on her left arm
the size of a penny. This sentence was added by the approver in central office. The picture of the koala was also added
by the approver in central office and the Jelly fish was deselected.

Ci of the Situation/Rel History of the Case

Sandra is believed to have been abducted by her father from an extended visit during Easter break. Sandra was last seen
accompanied by her father in a gold Explorer.

If you have any information regarding the whereabouts of SANDRA WILSON please contact:

Case Worker JOE SCHMO
Email:
Address: 5211 SOUTH 318T ST
OMAHA, NE 68107
Phone Number: (402)585-4123

Reasonable and Prudent Parenting Standards (New)

With the passing of LB 746 (Strengthening Families and Sex Trafficking Act) DHHS is
required to document/report to the Juvenile Courts the following information so the Courts can

make a determination with regards to Reasonable and Prudent Parenting Standards:

1)

2)

3)

The child's caregiver is following the reasonable and prudent parent standard and
how the caregiver is applying the standard in decision making.

The child has regular, ongoing opportunities to engage in developmentally
appropriate activities.

The child has been consulted with in an age and developmentally appropriate
manner about the opportunities of the child to participate in age or developmentally
appropriate activities.

4) Any barriers to participation (such as transportation or cost) in age or

developmentally appropriate activities are identified and addressed.
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There will be a new push tab/button titled RPPS in the Detail Court Report Window. It will
take the place of Aggravated. Circumstances, which will be available only under ‘Detail.” The new
push tab titled RPPS will have the four above statements and a user will answer ‘Yes’ or ‘No’ to
each of the four. Then there will be one narrative the user can explain why they answered either
yes or no to all four statements. Within the court report, all four statements will be print for each
child. These questions are mandatory to complete before clicking Print Final.

N-FOCUS - Detail Court Report

File Actions Options Goto  Detail  Help

2 T

W || [[oooen
[ | rienw

. UPDATE
I ID Number 2647671
Name Legal Status
Child Narrative
SANDRA WILSON HHS YWard
JEFFERY WILSON HHS Ward Family Narrative
WILLY WILSON HHS Ward
WENDY WILSON HHS YWard Child Information...
F
1 !
| Reasonable Ffforts...
RPPS...
~Completed By
Tie Assessments
JOE SCHMO
Addendum
Additional Worker
~Legal Action
Petition Type Hearing Type Adjudication Statu

Remove Legal Action |

Legal Action

‘0372172017

Jua:07:21 J

N-Focus -| 8 N-FOCUS - Reasonable and Prudent Pares

~Child
Nai

SA

W
W

Co

. 8

~Legal
Petit

CHANGES WILL BE APPLIED TO SELECTED PARTICIPANTS

1] The child's caregiver is following the reasonable and prudent parenting standard and
how the caregiver is applying the dard i ki

.
din g

2] The child has regular, ongeing oppurtunities to engage in d lop Ily appropriate
activities.

3] The child has been consulted with in an age and developmentally appropriate manner
about the oppurtunities of the child to participate in age or .developmentally appropriate
activities.

4] Any barriers to participation [such as transportation or cost] in age or developmentally
appropriate activities are identified and addressed.

Narrative

Yes ¥ J

Yes ¥

‘Yes ¥

Yes ¥

This is the narrative available for Reasonable Prudent Parenting Standards. A worker can
type information and or explanation for any of the above answers in this narrative.

ER JJJJL

0K Cancel

Remove Legal Action

‘03—21—201 7

Jua:w:uz J

5) To include RPPS information on the court report, highlight one or more children
then select the RPPS push tab.
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6) Next answer the questions ‘Yes’ or ‘No’. If the questions were answered with multiple
children highlighted then any changes made to the questions and narrative will result
in all answers changing for the children.

Drug Factors Tied to Assessments (Change)

When creating a new Prevention of Risk Assessment a user will still complete the Drug
Factors however some modifications have been made to the window to make it more user
friendly and to ensure that the data being gathered is accurate. To this end Drug Factors will be
individually attached to each assessment. The previously entered drug factors have been
converted and tied to existing assessments.

1. Use the push tab to access drug factors. When selecting a drug factor highlight a person
for the fields to be active, then select ‘Yes’ to the question.

N-FOCUS - Drug Factors

File Actions Goto Help

][] [u] i

Person Rale
SALLY HANSON Primary Careqgiver
BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child
LUCY HANSON Child
RUBY HANSON Child
Is the selected person’s use of alcohol or drugs a factor in the current report for -~ IYes LI
maltreatment and or abuse? -
Drug Type
| =]
I=| Primany Drug Of Choice
Add | Update Delete Clear |
Drug Type Primary Begin Date End Date
Alcohol Y

‘03—1 52017 J1n:12:1n

2. Once ‘Yes’ is selected Drug Type drop down box will be enabled, select a drug. The first
drug selected will automatically be selected as a primary drug of choice.

[ &1 WIS SRS -l 2l

File Actions Goto Help

][] fa] 7] Bl

Person Role

SALLY HANSON Primary Careqiver
BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child
LUCY HANSON Child
RUBY HANSON Child
Is the selected person’s use of alcohol or drugs a factor in the current report for - IYes LI
maltreatment and or abuse? -
Drug Type
IMethamphelamine LI
¥ Primary Drug Of Choice

Add | Update Delete Clear
Drug Type Primary Begin Date End Date
Alcohol v 03-15-2017
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3. Auser can add additional drug types. Select the drug and click ‘Add’, a user must click
‘Add’ again before selecting another drug type. Only one drug type can be selected as the
primary drug of choice. If two are selected an error message will appear. A user will need
to select highlight the drug which is not the primary drug factor, then uncheck the
primary drug of choice box and click ‘Update’. Be sure to save the changes.

N-FOCUS - Drug Factors

File Actions Goto Help

Person Role

SALLY HANSON Primary Caregiver
BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child

LUCY HANSON Child

RUBY HANSON | INERSTTERE X

Is the selected . . es hd
maltreatment an NFOAWAILC - There is more than one drug type selected as the primary

drug of choice. You can only specify one.
Drug Tvpe

I= Primary Drug o

Drug Type Primary Begin Date End Date

Alcohol Y
Cocaine Y

Save Contact Detail Information and Close Window |[I3-1 5-2017 J1 2:01:19

N-FOCUS - Drug Factors

File Actions Goto Help

s 7]

Person Role

SALLY HANSON Primary Careqiver

BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child

LUCY HANSON Child

RUBY HANSON Child

Is the selected person’s use of alcohol or drugs a factor in the current report for - IYes LI
maltreatment and or abuse? -

Drug Type
IMEthamphEtaminE LI

I~ Primary Drug Of Choice

Add | Update | Delete | Clear |
Drug Type Primary Begin Date End Date
Alcohol hd 03-15-2017
Methamphetamine 03-15-2017

‘n3-1 52017 ]1 0:56:17

4. A user can delete drug factors by selecting the drug factor and clicking delete. This will
delete the drug selected, click ‘Save’ and Close
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5. Auser can go back into the drug factor window and select ‘No’ for a parent/child that
was previously selected as ‘Yes’. When deleting the following message will appear:

N-FOCUS - Drug Factors =

File Actions Goto Help

L 1[-] 7]

Person Raole
SALLY HANSON Primary Careqiver
BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child
LUCY HANSON Child

UEMULERN | 0 Us - Question X
Is the selected | . . . o ,I
maltreatment an By changing the answer to 'No’, the system will auto-delete all the active

drug factors for the selected person. Do you wish to continue?

Drug Type

-

™ Primany Drug |

Yes No
Drug Type Primary Begin Date End Date
Alcohol 03-15-2017
Ecstasy Y 03-15-2017

‘0371 52017 ‘11:15:52

6. If a user puts an assessment in ‘Ready for Review’ status without filling out any drug
factors, a prompt message will appear.

N-FOCUS - Detail SDM Prevention Asses: _lolx
File Actions Detal Goto Help

... T e ™

CFS Case Name SALLY HANSON MC# 831 UPDATE
HH Name  SALLY HANSON Referral Date  03-08-2017
A
Assessment Date [03-15-2017 ID Nbr 49281975 AhuselNengﬂlndBX| Abuse{Neglect Summ
Completed By JNF SrHMN ﬁl Cunnlamantal liame |

Drug Factor

Office BEATRIC|\HFSE Bl oo b4 |

ontact Detail
Status Draft

Final Level Ver atus History

[ ‘:, NFOARY1C - Is drug or alcohol use by anyone in the household a
" factor in why the family is involved with the agency? findings
Planned Action

Recommended | Intake ﬁl

Abuse Score 1

~Persons Involve Yes No |
Name
SALLY HANSON Primary Caregiver 12-22-1957
BROCK HANSON Secondary Caregiver 03-01-1957
JONATHAN HANSON Child 02-21-2017
LUCY HANSON Child 04-11-2009
RUBY HANSON Child 06-14-2012

B

Revi d By
’VSupervisnr On Behalf Of Review Narrative

03-15-2017 ‘11:20:15

When the user selects ‘Yes’the user will automatically be taken to the Drug Factors window.
If a user selects 'No’ then the user will need to update the status to ‘Ready for Review’.

Page

46



N-FOCUS - Drug Factors - o x|

File Actions Goto Help
L[] a7 |

Person Role

SALLY HANSON Primary Careqiver
BROCK HANSON Secondary Caregiver
JONATHAN HANSON Child

LUCY HANSON me e

RUBY HANSON [ SRS EEERE el e X
||5 the selected ,:@] NFOAWALC - One or more drug factor(s) cannot be added ES hd
malticatmentla 7 because it already exists in another assessment, Please ensure one

Drug Type drug type is still selected as the primary drug of choice.
I” Primary Druy

OK |

Drug Type Primary Begin Date End Date
Alcohol Y

Save Contact Detail Information ||1371 52017 J1 2:50:56

A user will not be able to select the same drug factor for an individual in two different
assessments on the same day. This is to prevent duplication of drug factors. For instance
a user will not be able to complete a risk assessment on 03-15-2017 and select Alcohol as
a drug factor for Sally and then complete a Prevention Assessment on 03-15-2017 and
also select Alcohol for Sally. An error message will appear. This also applies when a Risk
or Prevention Assessments is completed on the same day in two different households
that share the same individual. For instance if you have one household where the
mother is the primary caregiver and one household where the father is primary
caregiver, and both households have a teenager with drug factors, you will only be able to
enter drug factors for the teenager in one of the households on the same day. The user
will need to choose one assessment only to enter the drug factor. If the drug factor is
truly related to a separate incidence then the user will need to change the date of the
assessment to the next day.
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Detail Condition Window (Change)
Users can now look at person’s Drug

File Actions Goto  Detail Help

Factor History in the Conditions
window. This history is automatically Case Person LARRY LEE
updated by NFOCUS. The begin date is | s person curcrty saguascavans [, 5 L
. medical or psychiatric condition?

the assessment begin date and the end - " | d — m—

. . . as this person recently experienced a No - onfirm edical
date is the finalized date of the et condilon,suial ol — —

or substance uselexposure? istory rug Factors

assessment. |_|

N-FOCUS - Person Drug Factors List

Alcohol Y 0317-2017 03-17-2017 38372489  Prevention Risk

Lat
Drug Type Primary Begin Date End Date RAID Number RA Type
,E Crack Cocaine 03-17-2017 03-17-2017 38372489 Prevention Risk

Placement Change Reasons (Change)

With this release several placement change reasons were eliminated.
The following reasons have been eliminated:

Child Initiated
Incompatible Matching
Lower Level of Treatment
Moved to a Relative Home
Non-violent Youth Conduct
More Restrictive Environment
Runaway

Worker/Agency Initiated
Youth Dangerous Behaviors
Youth Mental Illness
Allegations

The following Placement Closure Reasons are new options with this release:

Short Term Placement

Independent Living

Child Entering Treatment Placement

Moved to Relative/Kinship Home/With Siblings
Unsuitable Foster Home

Missing Youth Located

Missing Youth

Unsuitable Foster Home

Tribal Jurisdiction
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Ability to Delete Removals-Supervisors Only (Change)

With this release, Supervisors will now have the ability to delete removals that were entered
in error. The ‘Delete’ removal will always be enabled for a supervisor, however if there is an
active placement an error message will appear. The most recent removal can be deleted as long
as there are no active placements. If there is an active placement then the placement will need

to be deleted before the removal can be deleted.

[F] N-FOCUS - Detail Removal

File

' Change Removal Reasan...

Actiohs  Details  Goto Help

Delete Removal...
L

=

UPDATE

Name | SANDRA WILSON

Date [0412-2015 " ICPC-NE Receiving State
I ICJ-NE Receiving State
¥ Not Returning in 90 Days
~Removal Information

Iai
Consultation Point... |

Removed By ICourt ordered j

Bemoval Reason | Neglect [allegedireported)
Physical Abuse [alleged{reported]

Reasonable Efforts IHEasunahIE Efforts

~R d From

Parent/Caretaker JENNY WILSON

Parent/Caretaker

_OR_
" Parent/Caretaker Unknown

[03-21-

| B
==Y

\-FOCUS - Test D
03-21-2017 | 09:58

M-FOCUS - Delete Remowal

' in an active placement.

X |

’ b MFOA481C - The removal cannot be deleted because the youth/child is

OK |
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SDM - Changing Household Roles (Change)

Workers will no longer be able to change the SDM Household Roles and persons will not be
able to be end dated when assessments are in Ready for Review status. A user will need to
finalize the assessment or put it back into ‘Revisions required’ to change the Roles or end date
persons in the household. A user can add someone to the household but they will not be
included in any assessments which are in ‘Ready for Review’.

[¥] N-FOCUS - SDM Household Summary/Detail

— ol x
File Actions Goto Help

oEE [ FoOpERE 2 wWE SE

CFS Case Name |ANA LEE

Master Case ID 808

Household Name

Referral Date  Status Status Begi Sty Asmnt
Date Sfty Plan
LANA LEE 11-30-2016 INITIAL ASSESSK 11-30-2016 —
Risk Asmnt
Histosy Prvntn Asmnt
d! B summary| | Fgn asmnt
Reunif. Asmnt
~SDM H hold |
Name LANA LEE ———

N-FOCUS - SDM Household - Update Role

Referral Date  [11-30-2016 Status  INIT'AL *

Name Role

LANA LEE PRIMARY 7 gy NFOAQTLC - The selected person isin ane or more READY FOR REVIEW
‘S assessments, This action cannot be performed.

LIAM LEE CHILD -

LEANNA LEE CHILD

Document Imaging-Add Images and Search Images from Intake Window

Images can now be added and viewed on the intake window.

N-FOCUS - Detail Intake

File Actions Detail Goto Help

02 1 e o e e o =2 <2

= Bz ||
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Safety Assessment and APPS No Contact Edit (Change)

It is now possible to complete a Safety Assessment/APPS Assessment with a tied intake if there
has been no contact with the victim. This is possible by clicking the ‘Not contacted’ and selecting
one of the ‘No Contact’ reasons.

ILEZN I INWRTa
[® MN-FOCUS - SDM Contact Detail = 0 X
FME Goto  Detail  Help
III e 2 Bz
Person |LEANNA LEE | ADD
v Mot Contacted Reason |Unable to Locate j
- Contact Information
Contacted By j Date | Time I
Location Others Present
Add
’ -] H
;l Update |
Comments

Delete

:

 Contact Detail
Contacted By Begin Date  Time Location

|l]37217201 7 J1 1:43:44

Add Docket/Page Number to the Legal Actions List Window (New)

The Docket and Page Number will now appear in the List Legal Action window.
1. Select the Legal Actions push tab ‘

2. Select Search Legal Action

[R] N-FOCUS - Detail Program Case = I jm| I_

File Actions ‘iew Goto  Detail Help

I 4 = . e T o e Y Y

= M-Focus - Search Legal Action _Iilil j I- I

~Program Case UPDA
Master Case ID 732 Program CFS Case Plan
Case Detail
~Legal Action
Name  [(NONE) = I
q Program Person
Hearing Type I[NUNEI j :
Petition Type  [(NONE) =l Status Rez
Results I[NONEI j
-,
Docket Number I[NUNEI j Page I j [~ Court Report E

oo | O
Search Clear | Cancel | B
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3. Docket and Page will now appear in the columns. The page is always attached to the
docket. The docket can be sorted using the ‘Sort’ feature and ordered in ascending or
descending order.

X N-FOCUS - List Legal Action T J = ||
File Help
e = ARC i
B = e [R5 [ BlE
ANNA KARENINA
Hearing Type Docket Page Date Held Results more
Disposition 15 46 11-05-2016 Case Plan Accepted
Disposition 15 30 01-22-2016 Case Plan Accepted
Adoption Hearing JVo1 13 01-09-2016  Approved
Appeal JV00 14 11-25-2015  (NONE)
Adjudication 14 52 11-15-2015 Factual Basis Exists
(NONE) AA 9 (NONE)
[NONE) JV0-123 6912 (NONE)
Ril| | B
more#
[03-21-2017 11:50:48 |

Birth to 5 year old School District Notice (New)

A new school district notice has been created to notify home school districts of their
obligation to find, assess, and provide services to children with disabilities in DHHS custody.
This notice is sent the same way that all other school notices are sent. This notice is only sent to
the school district where the child became a ward.

[®] MN-FOCUS - Detail Program Case = I m] I X I

File Actions ‘View Goto Detail Help

L [S] N-FOCUS - School Notice P :E:.:;E
File Detail Help
== [ il
ATE
Purpose |Birth to 5 Year Olds | ADD |
~Child |
Age Name Identify Parents...

n |

1 LEANNA LEE Barental Bights... |

6 LIAM LEE

g ﬁSiREEEE R Initial Parental Contact... |
School Attendance...

3

< I —’I Program Person... | £
i
[03-21-2017  [12:58:41 ]I‘
i
4 Nl
[0 03-21-2017 | 12:58
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Change the wording of Runaway to ‘Missing Youth’ everywhere in N-FOCUS (New)

Children or Youth who are missing will not be referred to as ‘Missing Youth-Unable to be
Located’. This includes placement types and placement closure reasons.

[¥] N-FOCUS - Multi-Person Narrative
File Actions Edit Goto  Help

L[l ][=] i|[7]

Detail Program Case

r Involved People
Last First Middle Ext
LEE LISA Add
Remove
—Narrative Information
Subject Required Contacts Occurrence |03-22-2017
[ childf¥oung Adult [ Parents
Item IMISSING YOUTH-UNABLE TO BE LOCATED ~| I” Mother ™ Provider
" Father
Created By Last Updated By Status DRAFT Record 03-22-2017

Document contact with law enforcement regarding status of efforts to locate child.

Safety, Permanency and Well-Being

Spell Check Maximize Narrative Text Previous Hext |

03-22-2017 07:51:07 |

Service Referral Cell Phone Number added (Change)

An addition to the Service Referral printout was requested by the field. Under the contact
person on the print out there is a phone number that is the current Home Phone Number from
Person Detail. An addition was made to add the Cellular phone number. This is on production.

PROVIDER SERVICE REFERRAL
Children and Family Services/Medicaid

Contact Person: DYLAN CAMP Birthdate: 06-19-2006
4TH FLOOR TESTING Home Phone Number:  (402)478-8956
LINCOLN NE 68504 Cell Phone Number: (402)516-2356

Service Referred:  PARENTING TIME/SUPERVISED VISITATION 8873

Family Names: SOPHIA CAMP Birthdate: 11-04-2008  SSN: XXX-XX-5655
TERRY CAMP Birthdate: 09-06-1983  SSN: XXX-XX-8459
TRUDY CAMP Birthdate: 05-03-1981  SSN: XXX-XX-2145

SDM Birth Date Error (Fix)

SDM changes last release which allow SDM assessments to automatically pre-fill risk
question caused an error to occur when a child has no birthdate. This would cause the risk index
questions to flicker when a user tried to enter an answer. This has been corrected, from now on
if a child does not have a birth the prefill will be turned off and the worker will have to manually

answer those questions.
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Adoptive Placement Agreement Maintenance Amount Error (Fix)

An error was occurring in the detail placement window when a worker tried to print the
Adoptive Placement Agreement. The maintenance amount box would not allow decimals to be
entered.

[F] N-FOCUS - Detail Placement _ | ol x
File Actions Detail Goto  Help
oms N 1 W ||z
Il wal il 2 Tl 42 Ml S EA
N-FOCUS - Adoptive Placement Agreement
Name
LISALEE Child's Name ~ LISA LEE
Financial Responsibility
The adoptive parent(s] will . . . [select one or more of the following]
= A full fi ial p ibility
Type ¥ Receive financial assistance from HHS ... [select one or more of the following)
With Parent ¥ 5 per day maintenance Maintenance Amount. [$63.27
“\Where Pla: I Medicaid coverage
"' Medical payment for the following:
Par _|
Par
[ Child care through Title 392 if eligible
Status Info
St
Status [ OK | Cancel Help |
Closure Rez
‘ | — |
Goto Payment Determination |[I3-22-2[I1 7 08:04:34 J

Family Function Narrative (Fix)

Due to changes made to SDM narratives last release an error was occurring that would not
allow the family functioning narrative to be printed with the assessment when there was only
one narrative. A blue swish arrow was added to pull in one narrative when printing the SDM risk
assessments. To include the narrative the user can highlight the narrative and select the blue
arrow.

[E] N-FOCUS - List Narrative =B x]

File 5 Goto  Help

Bl [&] P 7] BlE

SDM Select Famihy Functioning Narrathee - WANNIO SAU
~ Selection Conditon

" Select All " Deselect Al

Oocurrence Item Short Description . Status

[ 01-11-Z017 Malireatment Summany and Findings Tes LIHAFT

. »

03-22-2017 De:12:30
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Mailing Address Error

Previously when an ARP was placed in a placement and the ORG had a different physical
address than mailing address and then at a later point in time the mailing address was end
dated; it was found the mailing address end dates on the Detail Organization (address History),
but it did not end date on the Address History for the ARP's address. This has been corrected so
when an ORG's mailing address is end dated and an ARP is placed with that ORG; the ARP's
mailing address will also be end dated.

SDM Batch Printing (Fix)

A fix was made to correct an error related to the SDM finalization batch process. Previously,
workers were not able to re-print some SDM assessments finalized by the system. This has been
corrected.

Probation Youth Placed in Foster Home (New)

Probation Youth will now be deducted from the organizations available slots.

Example:The Lori King foster home is licensed for two children and currently has no one

placed there.
i| N-FOCUS - Home Details N o
File Actions Detail Goto Help
L[] 2l = 2] & 7 5
UPDATE
Organization Name: KING, LORI ID #: 96050000
Facility Type Slots |Status Begin Date Beason
AGENCY SUPPORTED 2 |ACTIVE 02-23-2017 Add
Bemove |
< | j Historny |

Jack Jones is a Probation Youth placed with Lori King. Jack is added as an org related

person. When the Family Role of ‘Probation Youth’ is selected, the Facility Type box displays.

Note: The worker must select a facility type in order to have the probation youth
deducted from the available slots.
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MN-FOCUS - Organization Related Persons

—Related Person

JACK JONES

Number

i —Relationship

T Type [FAMILY | Begin Date [02-23-2017
Family Role IPruhatiun “Youth j End Date I

i Facility Type [AGENCY SUPPORTED |

Pruhatinn"n’uuthl Cancel | Help |

oK Training

This deducts 1 from the available slots.

ki M-FOCUS - Home Details _I_I— =] _Ix

File Action: Detail Gote Help

¥ | Lo (=] 2] (@&

UPDATE
Organization Name: KING, LORI D &#: 36050000
Eacility Type Slots |Status Begin Date  Beason
AGENCY SUPPORTED 1 ACTIVE n2-23-2017 Add
Hemowve

£l | ] History |

When a Probation Youth leaves a foster home, the user double clicks on the youth’s name in
the org related person box and enters the date the youth left the placement in the end date field.
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N-FOCUS - Organization Related Persons

—Related Person

JACK JONES
Number 37742502

~Relationship

Type [FAMILY | Begin Date [02-23-2017
Family Role |Probation Youth = End Date [[EREZAIN

Facility Type |AGENCY SUPPORTED =l

0K Training Probation “Youth

Cancel | Help |

This causes 1 to be added back to the available slots.

| MN-FOCUS - Home Details

File &ctions Detail Goto Help

o 1 = [ 2 i e BE

E

UPDATE
Organization Name: KING, LORI 1D #: 96050000
Facility Tvpe Slots |Status Begin Date Beason
AGENCY SUPPORTED 2 |ACTIVE 02-23-2017 Add
Bemove |
4| | ] History |

Incorrect Begin Date Entered

e If the worker entered the incorrect begin date and there is no end date, the begin date
can be corrected on the Org Related Person window.

e Ifthereis an incorrect begin date and the end date has already been entered, RD
Supervisors can correct the error from the Probation Youth Involvement window.
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Accessing the Probation Youth Involvement Window

The Probation Youth Involvement can be accessed by two methods from the Detail
Organization window:

e Highlight the Probation Youth from the Related Person group box.
e Select the menu Goto>Probation Youth

B N-FOCUS - Detail Organization

File Actions Details View Help
Address Summary
Alerts
Organization Background Check Ctrl+B
Correspondence
Intake Ctrl+1 =
Business As Nai  Narrative
Complaints Ctrl+L
Licensing Ag Training
| Probation Youth | 0
~Medicaid Payments
Decision Point ID&  payee Payment Method l
Contract Budget Tracker
; Person Detail Ctrl+P i
ID2: 950500( Question Checklist Ctrl+Q
Tax Information - Service Approval Ctrl+V ]
D 7879 ORG Related Investigation |
Document Imaging
Begin Date  01-07 ., Image
Related Persons Wedicaid Provider Eligibility Dates g
Last 5 3

OR

e Highlight the Probation Youth from the Related Person group box.
e Select the menu Actions>Related Person.

The Organization Related Persons pop up window will display

¢ Select the Probation Youth push button

M-FOCUS - Organization Related Persons

~Related Person

JACK JONES
Number 37742502

r Relationship

Type [FAMILY - Begin Date [02-23-2017
Family Role |Probation Youth  ~| End Date [0317-2017

Facility Type |AGENCY SUPPORTED |

0K | Training jF'rohationYout Cancel | Help |
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Correcting Begin and End Dates — Supervisor’s Only

The Probation Youth Involvment window is used to view and correct information.
Correcting Begin and End Dates is a function only available to Supervisors.

To correct the Begin or End Date ranges, follow these instructions:

e Highlight the instance you wish to correct and the dates will display in the Detail
group box.

File Detail Help

L. ][] [T

Organization Name KING, LORI ID# 96050000 UPDATE
Related Person JACK JONES

Type Family Role Facility Begin Date End Date Ci

| | i

—Detail

Begin Dat I -23- I -17-
Gegin Date |02-23-2017 End Date |03-17-2017 Updatel

WARNING: You should only change the beginfend date ranges for error correction. Delete |
Altering the dates can cause inconsistencies in reports that have already ran. 5
ear |

e If the date(s) are in error, the RD Supervisor would change the date(s) and then
select Update

e If the entire involvement was in error, the RD Supervisor would use the Delete
function

e The Clear button will clear the dates from the fields. To display the date fields again,
simply highlight a row in the top box and the dates will display again.
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Placement List Window Display of Probation Youth

Probation Youth information now displays on the Placement List window and the

Active/Bedhold Report.

The letter *PR* displays after a probation youth.

e R=n
ile  Actions  Wiew Details Help
~y Recflf --¢ oy
5 R i g
Organization Name LORI'S HOME FOR PROBATIONERS
Age Sex Last Name First Name MI  Facility Type
16 M  SIMPSON BART AGENCY SUPPORTED more
9 M HALL DARYL AGENCY SUPPORTED
10 M  WORKLOAD WILSON AGENCY SUPPORTED
15 M PROBATION PEDRO AGENCY SUPPORTED |*PR*
16 M PROBATION PETER AGENCY SUPPORTED |*PR*
14 F PROBATION PEGGY AGENCY SUPPORTED |*PR*
14 F  PROBATION PETUNIA AGENCY SUPPORTED |*PR* —
16 F  PROBATION PENNY AGENCY SUPPORTED |*PR* |_T|
Ce
tY |

Placement History Report Display Probation Youth

Probation Youth now display on the Placement History Report.

The letter *PR* displays after a probation youth.

From:

To:

Placement History

Page 1 0f 1

Organization and Assignment Information

Organization: LORI'S HOME FOR PROBATIOMNERS
99 MAKE BELIEVE DRIVE
GERING NE 69341

Phone: (H) Unknown

Worker Assigned:
Office:
Phone:

GERING
(402)777-3400

SUE SUE SINGER

(W) Unknown
(Celly Unknown
Organization ID: 15006171
Placements
Sex Last Name First Name MI Master Case Begin Date End Date Facility Type
M SIMPSON BART 2 02-08-2017 Agency Supported
M HALL DARYL 781 02-01-2017 Agency Supported
M WORKLOAD WILSON 827 02-01-2017 Agency Supported
M PROBATION PEDROC 0 02-06-2017 Agency Supported| *PR*
M PROBATION PETER 0 02-08-2017 Agency Supported|*PR*
E PROBATION PEGGY 0 02-08-2017 Agency Supported|*PR*
F PROBATION PETUMIA 0 02-07-2017 Agency Supported| *PR*
F PROBATION PENMY 0 02-08-2017 Agency Supported| *PR*
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Drug Factors Tied to Assessments (Change)

With this release, the Y/N question in drug factors will be tied to the assessment. This will
ensure that the date picked for the drug factor entry corresponds with the correct intake
received because the assessment will be tied to the entry of a drug factor.

Note: This change will be behind the scenes and the worker will not need to enter any
additional information.

Supervisor Ability to Delete Removals

With this release, Supervisors will now have the ability to delete removals that were entered
in error.

Early Development Network Referral (Change)

Additions to the referral include:

e Ifthe child is a state ward (pull from N-focus data)

e Child placement with name, address, phone numbers (pull from N-Focus data)

¢ Add sections for non-custodial parent information. Pull from N-Focus data if non-
custodial relationship exists.

e Add section for doctor address and last appointment (pull from exam data)
Add field for child risk factors that can be selected (auto-select risk factors based on
conditions for persons)

e Add field for risk factors that may affect EDN workers

e Add drop down to select mother and parents educational rights. Depending on what
is selected enable fields to provide information about educational surrogate.

Remove:

e Section for developmental concerns, medical concerns, and additional comments.
e Section on correspondence for Action taken.

CFS Consolidated Narrative — (Change)

The following narratives have been added to Consolidated Narrative in N-FOCUS:

e New Court Report Narrative L
¢ Relative Notification Narrative

SDM - Changing Household Roles (Change)

Workers will no longer be able to change the SDM Household Roles and persons will not be
able to be end dated when assessments are in Ready for Review status.
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Intake-APS Action Dates (Change)

When an APS intake contains an allegation of financial exploitation the timeframe to
complete will now be 90 days instead of 60. If no allegation of financial exploitation is in the
intake the timeframe will remain 60 days.

N-FOCUS - APS Action Dates

Complete first face-to-face by:  01-17-2017 09:00 PM

Complete InvestigationfAssessment by:  04-17-2017 11:59 PM

0K

Allegations- Updated Multiple Findings (Change)

An option to 'Update Finding' has been added to the Action Menu on the Allegation List
window that allows users to update multiple allegation findings at one time. This function will
be enabled only when one or more findings are highlighted that have a finding entered. The
same edits will apply as do for entering initial findings or updating individual findings.

B4 M-FOCUS - List Allegation -
HF']'U' List Allegati m| X

View Goto Help

FIEW Actions

Enter Findings @ ana o
Enter Expungements L L [; MO
Update Findings ITIl]lE'l
Update Incident Lezation Alleged Intake Finding Finding

Wpdate Yictirm Living Informmation Victim Date
Select All ICAL NEGL LIMAN TOLSTOY
Deselect All sICAL ABUS  LIMAN TOLSTOY

LEOQ TOLSTOY PHYSICAL NEGL  NADIA KARENINA
LEQ TOLSTOY PHYSICAL ABUS REBEKKA TOLSTOY

N Al MR LA T A

LREREL LFACA kIR
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Subsidized Adoption Eligibility PS-50 (New)

The Subsidized Adoption Eligibility (PS-50) can now be printed from the Detail Subsidy
window. Workers must answer for questions found under the ‘Adoption Eligibility’ pushbutton
if the child is eligible.

Rl N-FOCUS - Detail Subsidy
File Actions Detail Goto Help

L[] 2= I

Child's Name WENDY WORKLOAD ff’l UPDATE
Type [adoption = I Pre Existing Condition
Completed By SUE SUE SINGER
Status Draft Status Date 04-11-2017
- Eligibility Information
BReason [ ] Age 8 orolder attime of Adoption -
[ ] Sibling group of 3 or more placed together
[ 1 Physical disability
[ ] Behavioral disability
[ X ] Emotionalfpsychiatric disability < Primary Special Need >
[ ] Mentalflearning disability
[ 1 Race (Race by itself is not an eligibility reason]
[ ] MNeedstobe adopted by present foster family
[ ] Strong Atachmentto Current Caregiver
[ 1 Athigh risk of developing a disability j
Determination |Eligible =l Begin [04-11-2017
Payments | Adoption Eligibility | Adoption Agr | C Itation Point |
~Reviewed By
REVIEWED BY ON BEHALF OF ‘

o3 04112017 | 1353 ||

The PS-50 prints from the Action Menu.

] N-FOCUS - Detail Subsidy

File Detail Gotc Help

Update Stat
pelate Stalie |

Print Adopticn Agreement

Frintﬁ.doption Eligibility Deterrinaticn I

Brint Guardiznship Lgreerment j rp o
- re Existi
SetyfReset Priraary Special Meed ]

Delete Subsidy

Delete Subsidy Agreement/Eligibility S DA

Eligibility Information
’7 Reason | [ 1 Age 8 orolder attime of Adoption

Subsidized Adoption Agreement PS-52 (Change)

Unnecessary wording has been eliminated from the Subsidized Adoption Agreement and the
designation of a guardian/conservative has been added.

Foster Care Licenses (Change)

Added specific language for relative foster home licenses.
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