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Unit 2.1: 

Case Transfer – What is it? 
   
Learning 
Objectives: 

1. Explain the primary purpose of an ongoing service case.  
2. Identify the skills needed for case transfer. 

   
References: • CFOP 170-9, Chapter 1, Preparation Prior to Case Transfer 
   
 
 

Case Transfer Process 
   

 
The Case Transfer Process is a period of time when the primary 
responsibility for a case involving an unsafe child moves from 

Child Investigations to Case Management. 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
   
 
What is the primary reason for transferring a case for ongoing case management? 

___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
 
 
When is a child considered “Unsafe”? 

___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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A child is considered “unsafe” when there is a danger threat to a vulnerable child within a 
family/home.  This means the caregiver protective capacities are insufficient to manage 

the threat of danger, thus requiring outside intervention. 

 
 
Florida Child Welfare Practice is divided into two functions: 
 

1. Family Functioning Assessment-Investigation 
o Includes implementation of safety plans to control any identified 

danger threats. 
2. Family Functioning–Ongoing  

o Includes safety plan management. 
 
Why isn’t a case transferred for ongoing case management services directly after present 
danger is found? 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 

 
   
CPI’s main focus = identify unsafe children using the Family Functioning Assessment-
Investigation 

• For unsafe children - the initiation of a safety plan that manages the danger threats.   

Case Managements main focus = providing treatment services that enhance caregiver 
protective capacities and the management of the safety plan.   
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Case Manager Knowledge and Skills Required for Case 
Transfer 
   
Safety intervention responsibilities during and after the case transfer process include: 

• Re-assessment of foreseeable danger safety threats at case transfer; 
• Evaluation of safety plan sufficiency at case transfer; 
• Evaluation of the suitability and commitment of those participating in the safety 

plan; 
• Routine communication with safety plan participants and continual oversight; 
• Engagement of caregivers concerning the acknowledgement of safety issues, 

their lack of protectiveness, and the need to change; 
• Assessment of caregiver protective capacities to determine what must change; 
• Creation of a Case Plan that addresses safety concerns and enhances caregiver 

protective capacities; 
• Routine and periodic assessment of safety; 
• Arrangement of activities, services and service providers for focused treatment 

of safety issues and diminished protective capacities; 
• Reasonable efforts to provide the least intrusive means for assuring children are 

safe; 
• Routine and periodic re-assessment of impending danger safety threats; 
• Modification of safety plans as needed and appropriate; 
• Measurement of progress and change related to diminished caregiver protective 

capacities; 
• Performing regular safety analysis and moving safety plans in home when 

possible; and 
• Judging when caregiver protective capacities are sufficient to assure child safety 

and a safe home. 
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Unit 2.2: 
Preparing for the  

Case Transfer Process 
   
Learning 
Objectives: 

1. Review the steps required for preparing to receive a new case. 
2. Explain how to conduct an analysis of information already known 

using a case example. 
   
References: • CFOP 170-9, Chapter 1, Preparation Prior to Case Transfer 

• CFOP 170-1, Chapter 7-2(e), Case Transfer Conference 
• CFOP 170-1, Chapter 2-5, Information Sufficiency 

   
 

Preparing for Case Transfer  
   
As a Case Manager what information do you need to review about a family prior to the 
Case Transfer Conference? 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
   
• Criminal history 
• Prior Service History (both prior case management cases and services with other 

organizations) 
• Prior Abuse/Neglect History in Florida and other states 
• Current allegations and findings 
• Current FFA including domain information, Active Impending Danger threats impacting 

the family, Caregiver Protective Capacities that are enhanced and diminished, and 
Safety Analysis 

• Current safety plan and any historical safety planning that has been done with family 
 

Prior Investigation Service History 
   
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Investigative Summary BEFORE the Florida Child Welfare Practice Model 
 
Case Name: 

• Name of the investigation, follows the same rules as the intake name 
 
Intake Number: 

• ID generated for the Child Abuse Intake 
• Displayed as 2015-098678 

 
Intake Sub-Type: 

• Type of investigation: In-Home or Institutional 
 
County: 

• The county to which the investigation is assigned  
 
Date/Time Intake Received 

• The date and time the intake was received by the Florida Abuse Hotline.  
• This date will reflect the time the first (initial) intake was received even if there are 

multiple intakes encompassed in one investigation 
 
Protective Investigator  

• Name of the primary Child Protective Investigator assigned to the investigation at 
the time of closure 

 
Date/Time Investigation Closed  

• The date and time the investigation was closed in FSFN 
• If this blank the investigation is still open 

 
Protective Investigator Supervisor 

• Name of the Child Protective Investigation Supervisor overseeing the unit where the 
investigation closed 

  
I. Allegation Narrative(s) 

• If there are multiple intakes received during one investigation there will be multiple 
allegation narratives listed 

 
Sequence Type 

• Type of intake: initial, additional, or supplemental 
 
Date/Time Received  

• Date the intake was received by the Florida Abuse Hotline 
• This may match the date/time intake received above, but will be different if the 

intake is an additional or supplemental 
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Response Priority 
• Immediate or 24 hour 

 
Narrative 

• Summarized information received by the Florida Abuse Hotline from the reporter 
about what was heard, seen or done and any relevant family dynamics or prior 
incidents 

 
Field Narrative 

• Summarization of any additional allegations the Child Protective Investigator 
discovered after commencing the investigation 
 

II. Victims 
• List of all children included in the investigation with an identified role of victim  
• All other children living in the home, but without an identified role of victim, can be 

found in other participants section 
 
Name/DOB/AGE/Gender/Race/Disabilities 

•  Identifying information about the child victim including full name, date of birth, 
current age, gender, race, and if they have an identified disability  

 
Maltreatment 

• The specific maltreatments alleged regarding that child 
 
Findings 

• The finding that the Child Protective Investigator for the listed maltreatment 
• There are three possible findings: 

o Verified: A preponderance of credible evidence resulted in a determination 
that the specific harm or threat of harm was the result of abuse, 
abandonment or neglect 

o Not Substantiated: Credible evidence, which does not meet the standard of 
being a preponderance, to support that the specific harm was the result of 
abuse, abandonment, or neglect 

o No indicators: No credible evidence to support the allegations of abuse, 
abandonment, or neglect. 

 
Incident Date 

• The date the maltreatment occurred.   
• If the maltreatment is not verified incident date may be blank. 

 
Caregiver Responsible 

• Caregiver responsible for verified maltreatments.   
• For maltreatments with a finding of not substantiated or no indicator “caregiver 

responsible” will be blank 
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Fatality 
• Records whether or not child died from the listed maltreatment 

 
Intervention Services are needed 

• Records whether or not intervention services were needed  
 
Placement Outside the Home is Required 

• Records whether or not a removal was made during the course of this investigation 
 
Judicial Action Required  

• Records whether or not judicial action was taken during the course of this 
investigation 

 
III. Other Participants 
Name/DOB/AGE/Gender/Race/Disabilities 

•  Identifying information about other household participants including their full 
name, date of birth, age, gender, and race 

 
Role 

• Each investigation participant has one final role 
• The Child Protective Investigator is responsible for identifying the correct final role 

for each participant during the course of the investigations 
• Role types are the same as found on the intake 

 
 IV. Implications for Child Safety 

A. Signs of Present Danger Implications 
• Documents observable indicators of danger which are either ameliorated or 

exacerbated by parental protective capacities and/or a child’s vulnerability 
 

B. Child Vulnerability Implications 
• The degree to which a child cannot avoid, negate or modify the impact of 

safety threats or missing insufficient protective capacities 
• Includes an exploration of the child’s level of vulnerability based on factors 

such as their age, developmental abilities, behavior, medical and mental 
health issues, and their level of visibility within the community 
 

C. Protective Capacities Implications 
• Explores family and individual caregiver strengths and resources that reduce 

or increase threats of serious harm from arising or enables or impairs a 
caregiver’s ability to meet a child’s basic needs 
 

D. Criminal History Summary and Implications for Child Safety 
• Documentation of criminal history for participants in the investigation  
• Includes a summary of how the criminal history impacts child safety 
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E. Prior Reports and Service Records Implications for Child safety 
• Documentation of Florida prior abuse report history and any out of state 

child welfare history including the disposition and/or services offered 
• Includes a summary of how the prior abuse/service history impacts child 

safety 
 

V. Overall Safety Assessment 
•  Overall safety assessment based on the information collected and assessed in the 

Child Safety Assessment. 
 

VI. Summary/Findings Implications 
• Documents the evidence that led to the determination of the maltreatment findings  
• Includes how these findings impact child safety.  

 
VII. Recommended Disposition 

• Documents the specific services offered to the family and the compliance with those 
services.   

• Includes where the children were placed if placement outside of the home was 
needed and what judicial actions were taken if any. 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Investigative Summary AFTER implementation of the 
Florida Child Welfare Practice Model 

 
Case Name: 

• Name of the investigation, follows the same rules as the intake name 
 

Intake Number: 
• ID generated for the Child Abuse Intake 
• Displayed as 2015-098678 

 
Intake Sub-Type: 

• Type of investigation: In-Home, Institutional, or Other 
 

County: 
• The county to which the investigation is assigned  

 
Date/Time Intake Received 

• The date and time the intake was received by the Florida Abuse Hotline.  
• This date will reflect the time the first (initial) intake was received even if there are 

multiple intakes encompassed in one investigation 
 

Date/Time Screening Decision 
• The date and time the Florida Abuse Hotline made the decision that the intake 

report met the requirements for an investigation  
 

Protective Investigator  
• Name of the primary Child Protective Investigator assigned to the investigation at 

the time of closure 
 

Date/Time Investigation Closed  
• The date and time the investigation was closed in FSFN 
• If this blank the investigation is still open 

 
Approving Protective Investigative Supervisor 

• Name of the Child Protective Investigation Supervisor who approved the 
investigation for closure 

 
I. Allegation Narrative(s) 

• If there are multiple intakes received during one investigation there will be multiple 
allegation narratives listed 
 

Sequence Type 
• Type of intake: initial, additional, or supplemental 
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Date/Time Received  
• Date the intake was received by the Florida Abuse Hotline 
• This may match the date/time intake received above, but will be different if the 

intake is an additional or supplemental 
 

Response Priority 
• Immediate or 24 hour 

 
Narrative 

• Summarized information received by the Florida Abuse Hotline from the reporter 
about what was heard, seen or done and any relevant family dynamics or prior 
incidents 
 

Field Narrative 
• Summarization of any additional allegations the Child Protective Investigator 

discovered after commencing the investigation 
 

II. Victims 
• List of all children included in the investigation with an identified role of victim  
• All other children living in the home, but without an identified role of victim, can be 

found in other participants section 
 

Name/DOB/AGE/Gender/Race/Disabilities 
•  Identifying information about the child victim including full name, date of birth, 

current age, gender, race, and if they have an identified disability  
 

Maltreatment 
• The specific maltreatments alleged regarding that child 

 
Findings 

• The finding that the Child Protective Investigator for the listed maltreatment 
• There are three possible findings: 

o Verified: A preponderance of credible evidence resulted in a determination 
that the specific harm or threat of harm was the result of abuse, 
abandonment or neglect 

o Not Substantiated: Credible evidence, which does not meet the standard of 
being a preponderance, to support that the specific harm was the result of 
abuse, abandonment, or neglect 

o No indicators: No credible evidence to support the allegations of abuse, 
abandonment, or neglect. 
 

Incident Date 
• The date the maltreatment occurred.   
• If the maltreatment is not verified incident date may be blank. 
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Caregiver Responsible 
• Caregiver responsible for verified maltreatments.   
• For maltreatments with a finding of not substantiated or no indicator “caregiver 

responsible” will be blank 
 

Fatality 
• Marks whether or not the child died of listed maltreatment 

 
III. Other Participants 
Name/DOB/AGE/Gender/Race/Disabilities 

•  Identifying information about other household participants including their full 
name, date of birth, age, gender, and race 
 

Role 
• Each investigation participant has one final role 
• The Child Protective Investigator is responsible for identifying the correct final role 

for each participant during the course of the investigations 
• Role types are the same as found on the intake 

 
 IV. What is the extent of maltreatments?  What surrounding circumstances accompany 
the alleged maltreatment, precipitating events, history? 

• Information pulled from the Family Functioning Assessment  
• Includes all of the information the Child Protective Investigator gathered to inform 

the maltreatment and circumstances surrounding the maltreatment domains  
 
V. Safety Analysis Summary 

• Information pulled from the Family Functioning Assessment 
•  A safety analysis completed by the CPI based on the information collected and 

assessed in the FFA. 
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Service History Records 
   

 
• Family Assessment 
• Case Plan Tasks/Case Plan Worksheet 
• Judicial Reviews 
• Legal Records 
• Case Notes 
• Medical/Mental Health Records 

 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 

Analyzing Prior History and Prior Service Records 
   

• Assess the records for patterns and its impact on the family conditions and dynamics 
• Consider what services were tried, worked or did not work. 
• Review for information gaps and information discrepancies. 

   
When reviewing prior investigative and service history you should also take into account the 
following factors: 

• Chronicity of a maltreatment pattern 
• “Cross-Type” recurrence pattern 
• Timeframes and severity of past maltreatments 
• Caregivers who themselves may have suffered childhood trauma 

   
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Criminal History Information    

 
National Criminal Information Center (NCIC) 

 
Florida Criminal Information Center (FCIC) 

• A “criminal history” from NCIC or FCIC will include information about arrests, 
dispositions, injunctions, warrants, missing person, sexual predator/sexual offender, 
probation or parole. 

• An “expunged record” refers to a record that no longer legally exists since the file 
and any reference to it is destroyed except for the reference contained in the FCIC 
database.   

• A “sealed record” is a record that has been sealed by the court and is not available 
to the general public. 

 
Florida Department of Highway Safety and Motor Vehicles (DAVID) 

DAVID shows Florida license status which includes: 
• Suspended (temporary removal of privileges) 
• Disqualified (not allowed to possess license until requirements are met i.e., eye 

exam passage, habitual traffic offender etc.) 
• Revoked (privileges removed and will not return i.e.. multiple DUI, fatalities etc.) 

 
Department of Corrections (DOC) 

• Provides information to include photos of persons under the supervisor of the 
Florida DOC 

 
Department of Juvenile Justice (JJIS) 

• DJJ Delinquency Records are helpful in assessing for patterns of delinquent behavior 
for participants 12-27 year-old and obtaining additional information concerning 
family dynamics.  

 
Jail Booking System (APPRISS) 

• Provides information on recent Jail Bookings (including images) for 42 States as well 
as for Florida. 

   
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Additional Information Available to the Case Manager 
 

• Local law enforcement records 
• Comprehensive Case Information System (CCIS) 
• FDLE Sexual Offender and Predator Website 
• Out-of-State Child Welfare Records 
• Florida Vital Statistics 
• ACCESS Florida Information 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 

Uses of NCIC/FCIC/DAVID  Information Obtained for 
Investigation 
 
For investigative purposes only: 

• “Purpose Code C” Florida Criminal History with Sealed/Expunged (if any) and NCIC 
National Criminal History Information. 

– May only be disseminated to Department Child Protective Investigation and 
CLS staff 

– May not be disseminated to case management and/or contract providers 
• “Purpose Code Q” Florida Criminal History with no Sealed/Expunged information 

and NCIC Information. 
– May be disseminated to Department Child Protective Investigation and CLS 

staff 
– May be shared with approved criminal justice agency  
– May be disseminated to case management and/or contract providers during 

case transfer.  
   

Improper Uses of NCIC/FCIC/DAVID 
   

• Asking a CPI to submit a request for FCIC/NCIC to the Hotline for unauthorized 
purposes such as for Adoptions, Foster Licensing, Respite, or Judicial Review.   

• Querying systems for anything other than investigations assigned (e.g. friend or 
family member, celebrity, etc.) 

• Copying the information to keep in record 
• Sharing information with any person not authorized 

   
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Criminal History Analysis 
 
Analysis of criminal history information includes identification of patterns involving: 

• Aggressive and violent acts towards intimate partners (or children, or family 
members, etc.) 

• Substance use that has resulted in legal consequences 
• Criminal behaviors and charges resulting in incarcerations 
• A pattern of behavior that is increasing in frequency and severity. 

 
   
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 

Facts about Criminal Histories 
 

• Florida and National Criminal Histories are similar.  
• States may vary on the type of info provided and dispositions can be missing.  
• To obtain a missing disposition the arresting agency or appropriate Clerk of the 

Court may need to be contacted.  
• Criminal Histories normally contain:  

– Type of Offense and Date 
– Personally Identifiable Information (PII) 
– Arresting Agency and Court 
– Disposition 
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FELONY CHARGES VS MISDEMEANOR CHARGES 
 

WHAT IS A FELONY CHARGE? 
A felony is any criminal offense that is punishable under Florida laws, or that would be 
punishable if committed in Florida, by death or imprisonment in a state correctional 
facility.  Felony charges include, but are not limited to: murder, manslaughter, rape, 
burglary, grand theft, kidnapping, worthless checks, forgery and uttering, aggravated 
battery, aggravated child abuse, possession and/or sale of drugs, and sexual battery. 
Felonies are classified for purposes of sentencing into the following categories: 

• Capital Felony  
• Life Felony  
• Felony of the first degree  
• Felony of the second degree  
• Felony of the third degree  

WHAT IS A MISDEMEANOR CHARGE? 
A misdemeanor is a violation of a Florida Statute that is punishable by a fine, court costs, 
probation, or imprisonment in the county jail for no more than one (1) year. Most 
misdemeanor offenses are bondable offenses according to a bond schedule. 

Misdemeanor offenses include, but are not limited to: Petit Theft, Worthless Checks, 
Prostitution related charges, Possession of Marijuana, Possession of Paraphernalia, 
Resisting Arrest Without Violence, Assault and Battery (includes Domestic violence). 

Misdemeanor offenses also include payable civil infractions such as boating, hunting and 
fishing violations, Code Enforcement violations or Animal Control violations 

WHAT IS A CRIMINAL TRAFFIC CHARGE? 
A Criminal Traffic charge is a violation of a Florida Statute that is punishable by a fine, 
court costs, probation, or imprisonment in the county jail for no more than one (1) year. 
Most Criminal Traffic offenses are bondable offenses according to a bond schedule. 

Criminal Traffic charges include, but are not limited to: Driving Under the Influence, 
Driving while License Suspended, Reckless Driving, No Valid Driver Licenses, Attaching Tag 
not Assigned, Expired Driver Licenses more than 6 months which, in most cases, requires 
a court appearance and it carries with it criminal penalties which may include a fine 
and/or the possibility of a jail term. 

This failure to appear could result in a delinquency fee being assessed; your driving 
privilege being suspended and a possible capias could be issued for your arrest. 

Information obtained from Hardee County Clerk of Courts website 
http://www.hardeeclerk.com  
   

http://www.hardeeclerk.com/
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During preparation what will we want to learn from the criminal history information 
associated with the family in an ongoing services case? 
 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Activity A:  Preparing for Case Transfer, Reviewing Current 
and Prior Intakes, Criminal History 
   
Instructions:   

1. Read the current intake, the two prior investigative summaries and the Criminal 
Histories.   

2. Develop a list of major patterns, information discrepancies, and information gaps 
that need to be addressed by the CPI as the FFA-Investigation is developed.  

 
   
 

Major Patterns Information Discrepancies Information Gaps 
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Sandler/Braun Intake Report 
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Sandler/Braun FFA-Investigation 
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Case Management Pre-Service Curriculum | Module 2 - PG 43 
 

B. Braun’s Prior Criminal History 
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Sandler/Braun Child Investigative Summary 
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___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Activity B:  Preparing for Case Transfer, Reviewing FFA-
Investigation 
   
Instructions: 
 

• Read the Sandler/Braun FFA-Investigation (pages 31-42) and the Impending Danger 
Safety Plan. 

• As a group answer the questions using CFOP 170-1, Chapters 2-5.   
• Be prepared to discuss. 

 
   
1. Does the documentation associated with the 6 assessment areas in the FFA-

Investigation sufficiently answer the 6 assessment questions?   
 
 
 
 
 
 
 

2. Do you understand how impending danger is occurring in the family? 
 
 
 
 
 
 
 
3. Can the family adequately control and manage for the child’s safety without direct 

assistance from Department ongoing intervention? 
 
 
 
 
 
 
 
4. Can in-home safety plan sufficiently manage impending danger? 
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5. Does out-of-home placement continue to be necessary? 
 
 
 
 
 
 
 
 
 
6. Identification of Caregiver Protective Capacities? 
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Sandler Impending Danger Safety Plan 
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Unit 2.3: 

Case Types 
   
Learning 
Objectives: 

1. Identify Florida’s service array, including the different types of case 
management cases. 

2. Explain the four types of Special Conditions Referrals, including their 
differences.   

   
References: • s. 39.01 (7), F.S., Definition of child-on-child sexual abuse 
   
 

Case Management Services  

• Case Management Services for families with unsafe children is non-negotiable 

• Case Management Services will always include: 

– Safety Management Services 

– Treatment Services 

– Well-Being Services 

 

  
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Florida Service Array  
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There are four ways families with unsafe children can be served. 

1. Non-Judicial:  Full service provision is possible without court involvement.  An in-
home safety plan is sufficient to manage the identified danger threats. 
 

2. Out-of-Home Non-Judicial:  Full service provision is possible without court 
involvement.  An out-of-home safety plan is in place because an in-home safety plan 
is not sufficient to manage the identified danger threats. 

 
3. In-Home Judicial:  Family resources are compromised or insufficient to perform the 

activities or tasks required to ensure the child’s safety and the Child Welfare 
Professional must pursue court supervision of the case plan.    An in-home safety 
plan is sufficient to manage the identified danger threats. 

 
4. Out-of-Home Judicial:  Family resources are compromised or insufficient to perform 

the activities or tasks required to ensure the child’s safety and the Child Welfare 
Professional must pursue court supervision of the safety plan and case plan.  An out-
of-home safety plan is in place because an in-home safety plan is not sufficient to 
manage the identified danger threats.   

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Special Conditions Referrals 
 
Special Conditions Referrals are initiated when a call is made to the Florida Abuse Hotline 
that does not meet the criteria for an abuse, neglect or abandonment investigation, but 
requires a response.  The response can be made by: 

1. The Department’s Investigators or Licensing staff 
2. The Sheriff’s Office providing Protective Investigations 
3. Contracted Case Management or Licensing personnel. 

 
There are four types of Special Conditions Referrals: 
 
1. Child-on-Child Sexual Abuse 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
2. Foster Care Referrals 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
 
3. Caregiver Unavailable 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
4. Parent Needs Assistance Referrals 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Activity C:  What is it?  Case Scenarios 
 
Instructions: 

1. Read the Scenarios. 
2. Answer questions one and two for each scenario 
 

Question 1: Determine if the case scenario is describing Case Management Services 
or a Special Conditions Referral.   
 
Question 2: Based off of your answer from the first question select which type of 
Case Management Services or Special Conditions Referral the scenario is describing. 

 
 
Case Scenario #1: 
A report is received stating an 8-year-old child is being forced to do sexual activities with her 
12-year-old neighbor almost everyday.  
 

1. Case Management Services or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 

Case Scenario #2: 
A shelter petition was filed after it was determined that Sam Jr. was unsafe and an in-home 
safety plan was not sufficient to manage the danger threats active in his household.  The 
shelter order was granted and Sam Jr. is currently placed in a foster home. 
 

1. Case Management Services or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 

Case Scenario #3: 
The report alleges that a third-grade student told her teacher that her foster home is filthy.  
She also told the teacher that the foster mother yells at her all the time and she is thinking 
about running away.  
 

1. Case Management Services or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
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Case Scenario #4: 
Three-year old Joey lives in the home with his mother.  An abuse report was received on the 
family and the Child Protective Investigator assigned to the case determined through the 
Family Functioning Assessment that Joey is unsafe.  The mother is willing to participant in 
case management services and an in-home safety plan has been implemented that 
sufficiently manages the danger threats in the home. 

1. Case Management Services or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 

Case Scenario # 5: 
After Samantha and Jessica were determined to be unsafe an out-of-home safety plan was 
established where Samantha and Jessica moved to their Aunts home.  Court action was not 
taken as the parents are in agreement with completing treatment services.   
 

1. Case Management Case or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
   

Case Scenario #6: 
A mother states she can no longer control her son.  He yells and curses at her and has 
threatened to attack her.  The mother calls the Florida Abuse Hotline to request help.  
   

1. Case Management Case or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 

Case Scenario #7: 
Sylvia has been determined to be unsafe and an in-home safety plan is in place that is 
managing the danger threats in her home.  The safety plan is working, but the parents have 
refused to complete any case plan tasks and so dependency court action is taken.  
 

1. Case Management Services or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 
  



Case Management Pre-Service Curriculum | Module 2 - PG 64 
 

Case Scenario #8:  
A father is arrested for driving with a suspended license.  He had his 4-year-old with him 
and does not have anyone he can call to pick the child up.   
 

1. Case Management Case or Special Conditions Referral: 
 

2. Type of Case Management /Special Conditions Referral: 
 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Unit 2.4: 
Case Transfer Conference 

   
Learning 
Objectives: 

1. Review the requirements for conducting a Case Transfer 
Conference. 

2. Describe the local case transfer process. 
   
References: • CFOP 170-1, Chapter 7-2  
   
 

Case Transfer Conference – What is involved?  
   

 
   
During the case transfer conference, the PI will  summarize the information collected on: 
 

• Identified danger threats 
• Caregiver protective capacity 
• Safety actions put in place as a result of safety planning 
• Conditions for return if the child has been relocated or removed 
• The level of parental cooperation in complying with the safety actions to date 
• The risk level established by the CPI 
• All other critical information needed regarding the child and the family 
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Local Case Transfer Process 

 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Unit 2.5: 
Out-of-County 

Service Requests 
   
Learning 
Objectives: 

1. Explain the purpose of and process for making out-of-county service 
requests. 

   
References:   
   
 

Out-of-County Service Requirements 

 
   
What types of assistance do you think a Case Manager may need to ask for in an out-of-
county service request? 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
 
___________________________________________________________________________ 
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Activity D:  Out-of-County Service Procedures 
   
Instructions: 
 

1. Review the out-of-county services procedures. 
2. Complete the fill in the blank activity. 

 
 

Out-of-County Procedures:   Fill in the Blank 
 

1. Voluntary cases have the __________ considerations as court ordered cases. 
 
 

2. For home study requests the receiving agency must make contact with the family no 
later than __________ business days after the request is uploaded into SACWIS. 
 
 

3. When requesting case plan assistance from another county a packet must be sent to 
the Lead Agency Liaison with an attachment that includes any _____________ 
evaluations. 
 
 

4. When case plan assistance is provided by another county the receiving Case 
Manager must make face to face visits with the parent every __________ days until 
reunification occurs or the case plan assistance is closed. 
 
 

5. When receiving assistance with the supervision of a child the Case Manager in the 
sending county must __________ the receiving Case Manager to all scheduled 
staffing’s via phone.  
 
 

6. When receiving assistance with the supervision of a child it is the responsibility of 
the receiving county to assist the sending county in finding suitable placement if the 
placement the child is in __________. 
 
 

7. Supervision of a child will not close until one of the following criteria is met: the 
__________ closes the case, the child moves out of the __________, the child 
reaches the age of __________, or the child is missing, __________, absconded, etc.    
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Out-of-County Procedures 
 
• Court Orders 

o Any court orders must be fully complied with, including authorizations to relocate or place a 
child. 

• Voluntary Cases 
o Must receive the same consideration as court ordered cases. 

• Illegal Placements 
o Placements without a court order or home study must have initial visit within 2 business days 

and follow-up with a home study and supervision at minimum every 30 days in the home until 
receipt of a court order or arrangements for the child to be moved to another location. 

o Any child safety concerns must be reported to the Abuse Hotline or local CPI. 
• Home Studies 

o Initiating a Home Study Request 
 Excludes parent or reunification home studies. 
 Family must be contacted to verify their interest in being a resource for the child. 
 All information on all household members must be obtained. 
 A provider number must be created for all home study requests not involving a parent. 
 Packet containing the following information must be prepared and submitted to the primary 

Lead Agency Liaison: 
− A completed and signed copy of the “Out-of-County Services Transmittal”, verifying 

the documents and information provided with the request as well as contact and 
tracking information. 

− A cover letter including: 
 Reason for the Request 
 Child’s Full Name 
 Child’s Date of Birth 
 Name/Address of Proposed Caregiver 
 Sending Case Manager’s and Supervisor’s Name and Phone Number 
 Information about any missing documents and when they can be expected 

~ Must be within 30 days or written status reports must be issued every 30 days 
until completion of the study) 

 Medical Needs, including dental and psychological) 
− Attachments: 

 Current Court orders showing legal status and any activity since the last JR. 
 JRSSR or PDS and Shelter Order (within the last 6 months, in not available in SACWIS) 
 Any Psychological Evaluations 
 Child Behavioral Health Assessment (CBHA) 
 Individual Education Plan (IEP) 
 Current Case Plan (if not available in SACWIS) 
 School Records 
 Adoption Requests  

~ Post TPR, TPR Orders and Child Study are required. 
~ Prior to TPR the agency may make a request for a matching home study or other 

adoption services to include training. 
o Transmission of a Home Study Request 

 Must be transmitted through SACWIS. 
 If SACWIS is unavailable, the receiving Lead Agency Liaison must be contacted to discuss the 

most expeditious means of transmitting the request and must be uploaded once SACWIS is 
available. 

 The receiving Lead Agency Liaison must review the home study request within 3 business 
days of receipt. 

 Initial contact with the family must be made no later than 5 business days of request being 
uploaded into SACWIS. 
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 Requests must be assigned within 5 days of receipt by the Lead Agency. 
o Completion of Home Study Requests 

 Family must be contacted and provided information about background screenings, scheduling 
the home study and ensuring the information obtained about household members is up-to-
date. 

 Family must be advised that background screens on all household members must be 
completed within 5 business days. 

 Follow-up must be completed regarding family compliance with background screenings. 
 If family has not complied with background screenings, family must be contacted and letter 

sent giving them 5 additional business days to schedule screenings and notation that if they 
fail to comply, it could possibly lead to the denial of the home study. 

 All efforts to complete the home study and contacts with the family must be documented in 
SACWIS. 

 Home study or a status report must be provided within 30 calendar days of the request being 
received. 

 After 30 calendar days, notes must be entered into SACWIS at minimum every 5 business days 
showing status of the home study and all efforts being made. 

 Upon completion and approval of home study, the receiving Lead Agency Liaison must be 
notified and has 3 business days to provide the completed home study to the sending Lead 
Agency Liaison. 

 Home studies must be uploaded into SACWIS. 
• Case Plan Assistance 

o Parent must receive services in accordance with case plan when in a different county than the 
child and the permanency goal is reunification. 

o Includes monthly Face to Face contacts. 
o Initiating a Case Plan Assistance Request 

 Upon identification of a parent, a packet of information on the child and family must be 
prepared and submitted to the primary Lead agency Liaison including: 
− A completed and signed copy of the “Out-of-County Services Transmittal” form, 

verifying the documents and information provided with the request as well as pertinent 
contact and tracking information. 

− A cover letter including: 
 Reason for the Request 
 Child’s Full Name 
 Child’s Date of Birth 
 Name/Address of Proposed Caregiver 
 Sending Case Manager’s and Supervisor’s Name and Phone Number 
 Information about any missing documents and when they can be expected 

~ Must be within 30 days or written status reports must be issued every 30 days 
until completion of the study) 

 Medical Needs, including dental and psychological 
− Attachments including: 

 Current Court orders showing legal status and any activity since the last JR 
 JRSSR or PDS and Shelter Order (within the last 6 months, if not available in 

SACWIS) 
 Any Psychological Evaluations 
 Child Behavioral Health Assessment (CBHA) 
 Individual Education Plan (IEP) 
 Current Case Plan (if not available in SACWIS) 
 School Records 

o Transmission of a Case Plan Assistance Request 
 Must be transmitted through SACWIS 
 If SACWIS is unavailable, the receiving Lead Agency Liaison must be contacted to discuss the 

most expeditious means of transmitting the request and must be uploaded once SACWIS is 
available. 
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 The receiving Lead Agency Liaison must review the case plan assistance request within 3 
business days of receipt. 

 Initial parent contact must be made no later than 5 business days of request being uploaded 
into SACWIS. 

 Requests must be assigned within 5 days of receipt by the Lead Agency. 
o Receiving Case Manager Expectations for Case Plan Assistance Requests 

 Parent must be contacted and initial face to face contact with the parent must be made 
within 2 business days of receipt of the request by the Lead Agency. 

 Face to face visits must continue every 30 days until reunification occurs or the case plan 
assistance is closed. 

 All parental and service provider contacts or attempted contact must be documented in 
SACWIS. 

 Case Plan assistance may also include: 
− Assistance in obtaining the parent’s signature on the case plan. 
− Assisting a parent with obtaining services needed for the completion of a case plan. 
− Obtaining voluntary consents for the relinquishment of parental rights. 

o Closure of a Case Plan Assistance Request 
 Parent moves. 
 Parent is deceased. 
 Parent is deemed no longer a participant for the purposes of reunification. 
 Worker is never able to contact the parent (attempts must be documented in SACWIS and 

must span at least 6 weeks). 
 Parent refuses contact with the worker after initial contact is made or refuses services (must 

be entered in SACWIS). 
• Supervision of Children 

o Initiating a Request for Supervision 
 When a child moves outside of the county of jurisdiction, a packet of information on the 

child and family must be prepared and submitted to the primary Lead Agency Liaison 
including: 
− A completed and signed copy of the “Out-of-County Services Transmittal” form, 

verifying the documents and information provided with the request as well as pertinent 
contact and tracking information. 

− A cover letter including: 
 Reason for the Request 
 Child’s Full Name 
 Child’s Date of Birth 
 Name/Address of Proposed Caregiver 
 Sending Case Manager’s and Supervisor’s Name and Phone Number 
 Information about any missing documents and when they can be expected 

~ Must be within 30 days or written status reports must be issued every 30 days 
until completion of the study) 

 Medical Needs, including dental and psychological 
− Attachments including: 

 A copy of the completed home study if not completed by the supervising Lead 
Agency. 

 Current Court orders showing legal status and any activity since the last JR, 
including the child’s current placement information. 
~ If the current order does not reflect the current placement the date and time of 

the hearing must be documented in the cover letter and SACWIS and an order 
must be sent within 1 business day of receipt from the court not to exceed 30 
days of the initial request. 

 JRSSR or PDS and Shelter Order (within the last 6 months, if not available in 
SACWIS) 

 Any Psychological Evaluations 
 Child Behavioral Health Assessment (CBHA) 
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 Individual Education Plan (IEP) 
 Current Case Plan (if not available in SACWIS) 
 School Records 

o Transmission of a Supervision Request 
 Must be transmitted through SACWIS 
 If SACWIS is unavailable, the receiving Lead Agency Liaison must be contacted to discuss the 

most expeditious means of transmitting the request and must be uploaded once SACWIS is 
available. 

 The receiving Lead Agency Liaison must review the supervision request within 3 business days 
of receipt. 

 Face to face contact with the child must be made no later than 5 business days of request 
being uploaded into SACWIS. 

 Requests must be assigned within 5 days of receipt. 
o Case Management Expectations for Supervision 

 Responsibility of the sending county 
− If notified of a potential placement disruption, immediately coordinate services with the 

receiving case manager to prevent disruption and begin the process of finding a suitable 
placement if services fail. 

− If all services have been exhausted and a new placement is needed immediately, removal 
must be made within 1 to 3 days unless other arrangements are made with the receiving 
county. 

− Provide any documents that were not provided when the child, family or parent was 
referred for case supervision services and that are necessary for the receiving county to 
effectively serve the child, family or parent. 

− Invite the receiving case manager to all scheduled staffings via phone.  If unable to 
attend, their input must be presented in their absence and the documented conversation 
inputted into SACWIS. 

− Provide updated court orders and information as it becomes available. 
− Perform all court activities and inform the receiving county of court actions and court 

ordered requirements. 
− Keep SACWIS updated (including psychotropic medication). 
− Immediately alert the assigned out of county case manager of any extraordinary activity. 
− Initiate and maintain the case plan, including coordination with the receiving county in 

modifying the case plan and identifying services as needed. 
− If any party to the case plan resides in the receiving county, the plan must be sent for 

signature to the service unit in that county at least 20 business days prior to the date it 
must be provided to the court. 

− The receiving county must be advised of any assistance needed in ensuring completion 
of the case plan. 

− Take the lead in arranging visitation between a child in an out-of-home placement and 
his/her parent and sibling(s) or with other persons ordered by the court to have 
visitation with the child. 

− Document in SACWIS all case activities performed in the sending county and update 
case information as required. 

− Review SACWIS case file on an ongoing basis to remain aware of case activities and case 
status in the receiving county. 

− Request information from the receiving county at least 20 business days in advance of 
when it is needed to prepare for a judicial review. 

− Immediately notify the Case Manager and Liaison of case closure or movement of the 
child(ren). 

− If the child(ren) runs away or is missing the Primary Case Manager is ultimately 
responsible for following up per required procedures, including reporting.  

 Responsibility of the Receiving County 
− Upon receipt of an assignment, contact the Primary Case Manager either via phone or 

email to discuss the case prior to contacting the resource to set up an appointment.  A 
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documented conversation of attempt must be documented in SACWIS. 
− Alert the appropriate Liaison and Primary Case Manager in the sending county to any 

extraordinary activities or occurrences (e.g., incident report, runaway child, delinquent 
acts, need for surgery, need for psychotropic medication).  Notification should be by 
phone, a voice mail message is not sufficient in these cases. 

− Notify the primary case manager within 4 hours for any critical incidents and within 24 
hours for non-critical incidents.  All incidents must be documented in SACWIS within 2 
business days. 

− Immediately notify the Liaison and Primary Case Manager of any issues that arise in the 
home that may lead to disruption and initiate services to remedy the situation. 

− If a placement disrupts after services are explored, assist the sending county in 
identifying another suitable placement. 

− Assign a Case Manager in SACWIS at the time the supervisor makes the assignment. 
− Make initial face-to-face contact with the child or family, or with a parent with whom 

reunification is planned, no more than 2 business days of receipt of the request by the 
unit supervisor and no later than 5 business days of receipt by the Lead Agency, even if in 
disagreement with the request for case supervision. 

− Reasonable efforts must be made to see all children within 30 days of the child’s last 
visit of when a request is received.  Notify the Primary Case Manager and Liaison if a 
request is received and there is no possibility of a face to face visit within 30 days of the 
previous visit. 

− Conduct the minimum number of face-to-face contacts with the child and caregiver or 
family in the home every 30 days, or more frequently if necessary, and conduct required 
contacts with a parent with whom reunification if planned. 
 All out of county supervision visits must be completed every 30 days and recorded 

as required by Florida Administrative Code. 
 Document K-12 in SACWIS for each visit (if applicable). 
 All visit notes must contain at minimum all of the below which are applicable: 

~ Physical condition of the home: 
 Child(ren)’s room (verify infants have their own bed) 
 Kitchen/bathrooms 

~ Behavior of child(ren): 
 Sexually acting out 
 Hoarding food 
 Stealing or hiding items 

~ Child(ren)’s interactions with and attitude toward: 
 Parents 
 Caregiver 
 Others in the home 
 Other children in the home 

~ Private conversations with child(ren): 
 Thoughts, concerns, hopes and dreams 

~ Medical information: 
 Last appointment 
 Next appointment 
 Medications 

~ Mental Health Provider Contacts: 
 Progress with counseling 
 Contact names and contact information 

~ School: 
 Name of school 
 Grade level 
 Attendance 
 Behavior at school 
 Progress reports (grades) 
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 Extracurricular activities 
~ Visitation: 
~ Changes in Family Situation: 

 Marital problems or Divorce 
 New paramour (background checks must be done) 
 Loss of or new job 
 New home 
 New household member 
 Death in family 
 illness 

~ Parents’ Progress on Case Plan 
~ Caregivers’ Progress on Case Plan 
~ Caregiver’s/Parent’s concerns/comments 
~ Counselor’s concerns/comments 

− Perform case supervision activities to ensure child safety and well-being.  All necessary 
contacts and services must be made with any parent or other party to the case plan who 
resides in the receiving county to assist that parent or other party in complying with the 
case plan and to monitor case plan compliance. 

− Assist in arranging visitation between a child in an out-of-home placement and his/her 
parent and siblings or with other persons ordered by the court to have visitation. 

− Provide written notification to the sending county of recommended changes for the case 
plan. 

− Obtain any required signatures on the case plan and case plan updates and return them 
to the unit in the sending county within 10 business days of receiving the case plan or 
update form the sending county. 

− Document all case activities in SACWIS and update case information as required. 
− Obtain updated photographs and fingerprints if not previously taken for SACWIS. 
− Review the SACWIS case file on an ongoing basis to remain aware of case activities and 

case status in the sending county. 
− Within 10 business days of receiving notification of a pending judicial review, provide 

information in writing necessary to prepare for the judicial review. 
− If court action becomes necessary in a voluntary case under Out-of-County Supervision, 

initiate the court involvement in the county where the child and family reside.   
− If there is local DJJ involvement, all court hearings must be attended by the out-of-county 

services case manager. 
− If the child(ren) runs away or is missing, assist the Primary Case Manager with 

coordinating the search.  Observe all reporting requirements.  Remain attached to the 
SACWIS case for 5 days to assist in coordinating efforts to locate the child and in case the 
child is recovered locally within that time frame. 

− Detailed quarterly supervisory reports must be documented in SACWIS by the receiving 
county’s assigned supervisor. 

o Closure of Supervision 
 Supervision will not be closed until one of the following criteria is met: 

− The court closes the case; 
− The child moves out of the county.  If the move is within county a new transmittal must 

be requested from an updated home study of the new residence. 
− The child reaches the age of maturity. 
− The child is missing, abducted, absconded, etc.  The receiving case manager must ensure 

that a police report is filed and the primary worker notified.  If the child is gone more 
than 72 hours and not recovered the worker may be closed in FSFN but should still 
attempt to assist the primary worker, when applicable, with attempts to locate the child. 

• Coordination involving Independent Living and Extended Foster Care Requests 
o Initiating a Requests for Independent Living and Extended Foster Care 

 Must be sent with the request for supervision, and the primary agency’s Independent Living 
Coordinator’s contact information must be included. 
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 The receiving IL Coordinator Liaison must send a copy of the request to the IL Coordinator in 
the receiving county within 3 business days. 

 The IL Coordinator in the receiving County has 3 business days to contact the sending county 
IL Coordinator to discuss the child, their needs, and any cost of services required. 

 IL staffings must be coordinated with the Primary Case Manager. 
 The Out-of-County Case Manager must be contacted for availability to attend these staffing 

via phone. 
 If there are issues that arise regarding Out-of-County supervision or services, for a client in 

the IL Program or Road to Independence that cannot be resolved by the IL Coordinators the 
issue must be referred to the appropriate Liaison.  If a resolution is still not forthcoming 
conflict resolution procedures may be initiated. 

o SACWIS Documentation 
 Home Study Documentation 

− All actions taken in regard to requests for home studies or for Out-of-County supervision 
must be documented in the Case File in SACWIS by the sending Case Manager. 
 Home study activities and documentation must be maintained in SACWIS by the 

receiving county. 
 The assigned Case Manager must be entered into SACWIS within 4 business days, 

but no more than 5 business days of receipt by the Lead Agency of the supervisor 
receiving a request for home study. 

 The Lead Agency has 2 business days to process each request. 
 The worker must be entered in SACWIS case of “Type: Out-of-County”, 

“Responsibility:  Home Study”, and “Role: Secondary”. 
 A worker must be entered in SACWIS when child safety visits are needed no more 

than 5 business days from receipt of request by the Lead Agency. 
 Case Supervision Documentation 

− Once a receiving Case Manager has been assigned out-of-county supervision 
responsibility, they must be immediately assigned as a Case Manager in SACWIS. 

− They must immediately begin documenting all case supervision activities performed. 
− The receiving county must enter the Case Manager in SACWIS within 4 business days 

from the receipt of request by the Lead Agency. 
− The worker must be entered as Participant specific for each child under supervision. 
− The worker must be entered under each participant as “Type: Out-of -County”, 

“Responsibility: Case Management and/or Supervision, and “Role: Out-of-County”. 
−  For Case Plan Assistance Cases the Case Manager must be entered in SACWIS as “Type: 

Out-of-County”, “Responsibility: Case Management and/or Supervision”, and “Role: 
Secondary”. 
 All Case Managers and supervisors must have their SACWIS details updated 

periodically.  Phone numbers, cell phone numbers and email addresses must be 
entered and maintained. 

• Communication Following Case Acceptance 
o All communication must be performed directly between the units involved. 
o If agreement cannot be reached about any case aspect, the Liaisons may help to resolve the 

impasse. 
o If the Liaisons cannot agree, conflict resolution procedures must be initiated. 
o In court ordered cases, attorneys must be involved in helping determine if a change in the court 

order is needed and what information may be needed to properly inform the court. 
• Continuation of Supervision by the County of Jurisdiction 

o Only exception to requesting case supervision is when the child or other person requiring case 
supervision services relocates to an adjoining or nearby county and the Case Manager from the 
county of jurisdiction elects to continue service provision. 

o The appropriate Liaison in the receiving county must be notified for permission in these cases. 
o Florida Administrative Code must be followed regarding the retention of jurisdiction in these 

cases. 
 The decision by the county of jurisdiction to retain supervision responsibility must be based 
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solely on the best interests of the child. 
 Factors that must be considered include: 

 The relationship established with the child and family. 
 The Case Manager’s knowledge of resources in the other county. 
 The ability of the Case Manager to perform all necessary tasks without involving Child 

Welfare and Community-Based Care staff in the other county. All communication must 
be performed directly between the units involved. 

o The county of jurisdiction will retain jurisdiction when services are terminated if the county 
retained supervision responsibility. 

• Conflict Resolution Procedures 
o The Liaisons will work to resolve any disputes regarding the appropriateness of a request for a 

home study, a request for Out-of-County supervision, an unexpected relocation, case plan 
assistance and Independent Living requests. 

o This process is elevated to higher levels of authority, as necessary, until resolution is reached. 
 The appropriate designated Liaisons in each Lead Agency will first attempt to resolve the 

conflict. 
 If unable to resolve the issues, the Lead Agency CEO’s or designee will be asked to become 

involved. 
 Whenever there is a disagreement involving the court ordered placement of a child or court 

approved relocation of a family, both Liaisons will coordinate with appropriate attorneys to 
reach an agreement regarding if a change in the court order is needed and what information 
is needed to properly inform the court. 

• Case Closure 
o Prior to recommending case closure to the court or closing a voluntary supervision case, the 

sending county must inform the receiving county of the planned action and ensure that the 
receiving county has an opportunity to comment on the planned action. 

o Cases involving court-ordered supervision must not be terminated without court approval and 
case supervision activities in the receiving county cannot be terminated prior to closure of the 
case or court ordered transfer of supervision to another county.   

o The receiving county must be provided with a copy of the court’s termination order. 
o SACWIS must be updated immediately with the closure information and a transmittal of closure 

sent to the receiving county. 
o In voluntary cases, supervision activities in the receiving county cannot be terminated prior to 

agreement by the two counties involved that termination of supervision is appropriate. 
o If necessary, conflict resolution procedures may be used to resolve disagreements. 
o No adoption cases will have supervision end dated in SACWIS prior to the adoption finalization 

date. 
• Transfer of Jurisdiction 

o Each request for transfer of jurisdiction of a case plan must be evaluated on a case-by-case basis. 
o For the case to be considered for transfer of jurisdiction the case must meet these guidelines: 

 The child(ren) in the case must be adjudicated dependent and: 
 Parent(s) have resided in the receiving county a minimum of 3 months. 
 There is an existing request for case plan assistance. 
 The parent(s) must be partially compliant with their current case plan. 

 In cases under non-judicial supervision, jurisdiction must not be transferred to the receiving 
county unless the receiving case management agency is in agreement with the transfer, the 
appropriate single points of contact for both the sending and receiving agencies must help 
coordinate the transfer. 

o The Lead Agency must be contacted and a signed Judicial Transfer Form received prior to a 
recommendation being made to the court. 

o The receiving agency must provide a response within 5 business days of receipt of request. 
o An extension may be requested but it must be in writing. 
o After the court has transferred jurisdiction a copy of the file must be kept and the original sent 

overnight to the appropriate contact with a copy of the completed and approved Judicial 
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Transfer From. 
o If the sending agency has followed all procedures and received case acceptance prior to a case 

being transferred, the receiving agency must become finically responsible upon court order of 
the transfer. 

o If the receiving agency has not been notified of the transfer prior to court order they will not 
become financially responsible until: 
 The sending agency has notified the receiving agency and provided a copy of the court order. 
 The receiving agency has reviewed and accepted the case. The reviews must be completed 

within 1 business day of notification. 
 If there has been verbal contact (email or voice mail is not sufficient) and there has been no 

response provided before the end of business on the 2nd day, it is assumed accepted and the 
receiving agency must accept full financial responsibility for the case as of that date. 

 The legal case has been received by the clerk of court in the circuit the case was transferred 
to. 

• Financial Responsibility 
o The sending agency always has the financial responsibility to pay for services provided to children 

and families that are living outside of their district, unless other arrangements have been made 
with the receiving agency. 

o An effort must be made by the receiving agency to assist in finding appropriate community 
services for children and families in care. 

o If payment is required the Lead Agency contact must be notified so payment can be coordinated 
between agencies. 

• Transfer of Interstate Compact for the Placement of Children Cases 
o The Case Manager from the receiving county that received the original case must immediately 

notify their Lead Agency Contact and submit a notice to the sending state requesting new 100A’s 
and 100B’s if applicable. 

o They must also submit a request for Out-of-County Services that must include a copy of their 
complete case file and the “Out-of-County Services Transmittal” form. 

o The Lead Agency Contact must notify the appropriate Lead Agency Liaison within 2 business 
days. 

o The sending agency will transfer any open SACWIS case(s) to the receiving agency and remain on 
the case until a new primary worker has been assigned. 
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