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PURPOSE:

SCOPE:

POLICY:

As part of the Improved Outcomes for Children initiative (I0C),
Children's Services is delegating greater authority for case decisions to
preventive agencies. These changes are intended to improve decision-
making by ensuring that those who are most familiar with families are
making key decisions. In addition, these changes are expected to reduce
delays in the implementation of case decisions.

This guidance applies to all preventive service provider agencies and
Children's Services Centralized Systems Specialists. This guidance is
effective immediately for all Improved Outcomes for Children (I0C)
programs and will be effective for Phase II providers on the date of
case management delegation. This guidance replaces the Delegated and

Streamlined Case Closing Procedure, signed on August 10, 2007.

Children's Services has delegated the authority to approve the closing of
a preventive case to preventive service provider agencies. In addition,
Children's Services has streamlined the case closing procedure for all
preventive service cases.

These changes in the case closing process for preventive cases include
the following:

. Children's Services will now allow providers to submit, via
CONNECTIONS, a Family Services Stage (FSS) to
Children's Services for case closings.

o For all preventive cases, provider agencies must use the Children's
Services “Safety and Risk Desk Aid for Preventive Service
Providers™ when assessing the decision to close a preventive case.
(Attachment 1)




e A request for a fair hearing or conference will not stop a case from
closing, unless "aid to continue" is ordered when a fair hearing has been
scheduled.

The process described in the “Preventive Services Case Closing Guide” (Attachment
2) should be used when:

e There will be no ongoing/simultaneous services with a Children's
Services provider.

o The client/family and agency representatives are in agreement to close
a case.

This policy dees not apply when preventive services are ending with one Preventive
Service program but:

1. The case remains open within Children’s Services OR

2. Case planning is transferred to another Preventive Service program (this
includes both inter and intra agency transfers) or to a Foster Care agency.

In these instances, please refer to the policy titled “Transfer of Preventive Services
Cases” for guidance.

For any questions pertaining to this guidance, please contact Deborah C. Harte,
Director, Policies and Procedures Unit at 212-341-2936.




This tool is designed as a guide for supervisors and case planners as they assess child safety
and risk. In preventive services cases initiated as a result of an open, indicted SCR report of abuse
or maltreatment, Improved Outcomes for Children providers have assumed primary responsibility
for monitoring safety and risk, consistent with state regulations [18 NYCRR 432.2 (b)(5)].
Best practice calls for careful attention to safety and risk for all preventive cases.

Monitoring Safety & Risk

Intake

v Review the investigation that led to the
service referral

v Discuss current case and prior history with
the Child Protective Specialist

v Incorporate the results of the investigation
into your ongoing assessment of safety
and risk and the ongoing service plan for
the family

v Review all available prior investigations in
CONNECTIONS

Ongoing monitoring
v Maintain adequate casework contacts with
the family as required by Children Services

policy and OCFS regulations, and as needed
by the family

v Use each casework contact to assess for
safety and risk issues

vV Use contacts with other service providers
involved with the family to gather further
information relevant to safety and risk

Conferencing

vV Use family team conferences for meaningful
discussions of safety and risk -

v Insist on decisions that address child safety
and risk

\ Critical decision making conferences:

\ Service Planning conferences every six months
\ Elevated Risk conferences

v Service Termination conferences (as needed)

Subsequent Reports

v Review any subsequent under investigation
or indicated SCR reports through
CONNECTIONS

v Review and incorporate the results of the
subsequent reports, including any changes
in the assessment of safety and of future
risk of abuse or maltreatment into the
family’s service plan

Supervision is Critical
» Case Planners should discuss safety and risk concerns with their supervisor
throughout the life of the case and especially when making critical decisions

» Supervisors should use supervision, case record reviews and performance
data to identify and address safety and risk concerns
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FASP Approval

In reviewing each Family Assessment and
Service Plan, you must consider the following
questions:

\ Has a safety plan been initiated or
maintained when necessary?

 Does the plan protect the child from
immediate or impending danger of serious
harm?

\ Are the services planned/provided likely
to reduce the identified risk(s) to the
child(ren)?

\ Is the family engaged and participating?

\ Are service plans modified when progress has
been insufficient?

vV Are the needs of all the children in the household
taken into consideration?

v Do the best interests of the child require Family
Court or Criminal Court Action?*

v When a major change in the service plan is
considered — i.e. removal of the protective
program choice, or service termination -
you must carefully review the case to
determine if the planned action is consistent
with the assessment of safety and risk -
(18NYCRR 432.2¢)

Before Closing a Case
v Conduct a thorough review of the case record

V Review all available assessments of the
family with a focus on the overall risk
rating/profile included in the RAP

\ Review the family’s progress toward
identified service plan goals, particularly
those goals that relate to reducing risk
to children
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Before Closing a Case (continued)
v Discuss with the family or other providers the
family’s response to the termination of services

v Prepare the family for termination of services
v Refer to other services as needed

v Notify others who have been actively involved
in the case, i.e. school personnel, other service
providers, of the planned termination of services,
and the importance of their ongoing support of
the child/family

Consider the following questions
v Are all the children assessed to be safe?

v Has the risk of future abuse or maltreatment
decreased sufficiently?

v Can progress be sustained without agency
involvement?

v Is there a need to pursue Family Court
intervention? Is this in the best interests of

the child?*

Document

v Clear analysis of above considerations
v Current living conditions

v Current family functioning

v Most recent contact with family, including date
each child seen :

v Reasons for case closure or decision to
end protective program choice (to be

documented in a FASP, either the
comprehensive/reassessment or plan

amendment)

* If yes, bring the case to the
aftention of Children’s Services for
further assessment and/or action.




Preventive Services
Case Closing Guide




CLOSING PREVENTIVE CASES IN CONNECTIONS

When you are ready to close a case in Connections, the Agency documents the
following in a Progress Note:

*Clear analyses of safety and risk to children

*Current living conditions

*Current family functioning

*Most recent contact with family including dated each child seen

*Reasons for case closure or decision to end protective program choice (to be

documented a FASP, either the comprehensive/reassessment or plan amendment

Click on the Progress Note Tab
(ADVPO CASES WILL DOCUMENT ON TEMPLATES)
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In the Progress Note Window, Click on Type — Case Conference
Click on OK

Event Date| TX Date |Status Type Descripti
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Central Team (CT) Clearance

 When an agency notifies ACS of their intent to
close a case, a clearance will be conducted by the
Central Team (CT) to ensure there are no open
investigations.

* The CT will also conduct a WMS clearance and
only when there are pending activities alert the
provider agency of when to proceed with system
closure of the FSS.




CWS Preventive Case

« The agency will complete a Plan Amendment in Connections and
submit for system approval.

« Connections generates ToDo for CT staff assigned to CWS stage
to system approve Plan Amendment
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CWS Preventive Case Closing

*  From the FASP window,
Amendment.

 This is the only way you
FASP launch period.

click on the “Launch” button for the Plan

can launch a plan amendment during the
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* In the Message box, click on Yes to the question — “Are You
Closing the Family Services Stage?”

CWS Preventive Case Closing
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CP_|Colfins,Kristy

untyj Zane |Agency| Stage| Type Start lAssl ned | Unit Stage Il
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CWS Preventive Case Closing

* In the Plan Amendment Maintenance Window, Click on Preventive
Services ended > the right arrow > click on Save
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PROMIS Instructional Guide
For Case Closings

When you are ready to close a case in PROMIS, perform the following steps:
1. Activate the case on the Case Details screen.

riiet Explor

Micrasoft jmg

rentive izatien Management Information System

Administration user: Mikulas Sikorjakiil {mik)

gfg Advance Search

All Cases: Dae, Jane ¥ gearch:

Assigned To:

CATHOLIC CHARITIES/PROJECT BRIDGE(CBO-(hone))

CATHOLIC CHARITIES/FROJECT BRIDGE Program:

CNNX Stage Type: ADVPC ONNX Case ID #: CID: 01/

Create New Case | Save | Reset| Close Case | Transfer Case |Clear | Print View ™

Case Last Name: First: ] MI: 3 confidential

REnhancad Praventive? YES NO
Is the Case Name the Applicant? JHYES CNO Apphcant Information
Address: 150 Bedford Ave. APT#: 2b Edit Current Address
City: New York Stata: NEW YORK Zip: 11212 Move to New Address
tBorought Queens CD: Q01 - Astoria
5Phone: ( ) ‘ - Mo, of childrer at home: 1 v
:Referral
Previous Source: N/A
Current Source: 25 - ACS/Case Worker (CBO) Date:02/04/2003 Referral Information
Case Information Members.
CID Reason: D3SS2921 Initial ACS Case MgmtLoc: PPR - Purchased Preventive Services [DOE,JANE]
Current Cass Mgmt Loc: PPR - Purchased Preventive Services  Smiith, Mike
Respite Care *Doe, Mary
[=] Respite Care Respite Care Information
Disposition
Disposition: Accepted v Date: 04/11/2008
| Others *

B ¥

2. When the case appears on the detail screen, click on the Close Case link. That
will bring you to the Closing Request screen.




PROMIS Instructional Guide
For Case Closings

ik evenites Droanizetlon Manoesmen \nformation System WissonelLItey nel EXplor huucain

. Administration for Children’s Services

Reports. Administration User: Mikudas Sikorjak T {mikilas )
uick :
Name; Doe, Jane Search: 3
Assigned
To:
Agency: Catholic Guardian Society v Program: 00A413PR-Family First- General Preventive - Bronx
se number: [ o~ stage Type: aDVEC in2 e} I

List of Case Closing Request

or Visit Date Approval Status Monitor Approve/Dlsapprove Date Closing Date Status

q Closing
Date o
2007-08-30

00:00:00.

Case Closing / Termination Isave |Delete | Reset | Back
(for Ageney Use Only}

Closing Request Initiated By: Sikarjak II1, Mikulas

Closing Request Initiated On : 08/13/2007

Indicated Status:

CCRS Closing Date:

Notice of Intent to Close Date: View £51748
Exit Intervigw Date:

Closing Reason:

Discontinued of Preventive Services Date:

Other Closing Reasaon (if applicable):

Test Case Closing Reguest Notes

Case Closing Request Motes !

Once in the closing request screen, click the Create New Closing Request link.

4. Closing Request Initiated By and Closing Request Initiated On are pre-filled
fields based on the current user-id and current date

Indicated Status is derived from the Creating a Referral screen in PROMIS.

Enter the Notice of Intent to Close Date. This date notifies ACS of the intent
to close the case and will put the case in Active-Pending Closing status. Please
be aware, you CANNOT backdate this information, it must be the day’s
date or a future one.

7. Enter the Exit Interview Date. (This date verifies that a session with the family
member(s) occurred, which included the discussion of your intent to close the
case).

8. Select the Closing Reason from the drop-down. Enter Other Closing Reason,
if applicable in the text box provided.

9. Discontinue of Preventive Services Date is a system generated date
calculated 15 calendar days from the Notice of Intent to Close Date. (This
field is the actual closing date unless the closing is suspended-see page 7 for
further information suspended).

10. Enter Case Closing Request Notes, if necessary.

11.  Upon entering all required information in order to complete a close, select the 10
Save link to save all changes.




PROMIS Instructional Guide
For Case Closings

12. After saving, select the hyperlink to view the CS174B. Click on
the print link to print out the form CS174B form.

Screen displays the CS 174B

Reports Administration user: Mikulas Sikerjak T {nikulas)

ik
Doe, Jane Search: @

CATHOLIC CHARITIES/PROJECT BRIDGE v Program:

JWMS Case #: — CNNX Stage Type: A

CBO400-CATHOLIC CHARITIES/PROJECT BRIDGE
UNNX Case 1D #:

PO

€ID: a1

List of Case Closing / Transfer Request

enuested Closing Date Monitor Visit Date |Approval Status Monitor Approve; Disapprove Datg Closing Date Status iType

Transfer
~
Back | Print
(51748 {FACE)
REV.108
NOTICE OF INTENT TO REDUCE ORIMSCONTINUE SERVICES d[ 3

Date: 02 26:2009 Preventive Orpanization Managainent Information System
Mike Swath Case Name: Jane Doe
150 Walliam St APT B12 ACS Case Number 81234567 (ADVPO) 1 Mikulas Sikorjak 1t (mikulas)
New Yoik, New Mexico 10039 Caseworker:

Telephone Number:

Scach l

This is to inform you that this agency intends to:
7] Reduce your services in the following way

We intend to take action effective ! / because:

W Reduce your services in the following way
Transfer case management of your # Horae Makmg / Housing Subsidy {1} Services to:

!

NYC Children's Services
Transfer

Family Home Center .
Homemaking/Housing Subsidy Unit
150 William Street, 4th Floor
New York, NY 10038

7] Discontinue your Preventive Services case:

We intend to take action effective / / because:

The program that will be serving you is
Program Name:

Program Address

Contact Person:

Contact Telephone Number:
Signature of Children's Services Supervisor.
Matne Of Children Service Supervisor (print):

RIGHT OF APPEAL If you dissguoe.with this decision, you may ask for either an Agercy Conferemce or Stete Fair Hearing or both
See information on the next page regarding Agency Condererce and State Fair Hearing requests

RIGHT TO A CONFERENCE:You reay have a conference 1o reviw these actions If you want 2 Coxference, you should reguest
one a5 s00n as possible. At the confetence, if the Administration for Children's Services (Children’s Servines) discovers that we have
raads  wrong decision or if, because of information tht you provide, we determine to change o decision, we will take corective
action and give o1 & new notice. You may tequest a conference by calling us af the number ox the tay of the first page of this notice
by sending & written request to us at the sddmss listed at the top of the first page of this notie. This nube is used only for
requesting a confetence. It 38 not nsed 10 recpiest & fair hearing If you recuest a couference, you are still entitled to a fair hearing, Read
Toelow for fair hearing information.




CLOSING CASE IN CONNECTIONS

« Goto youi' work load, highlight a case you want to Close and
click on Tasks.

(ADVPO or CWS Cases)

: - Assigned Workload - Wilson119.Danyl

Fie Options Soit Repoits Help

39

!{ Role Stage Name [County] Zone AgenJStage[ Type Start Assigned[ Unit Stage |
CP_Adams,Maggie (031 A |[FSS_|CWS [10/07/2004[10{07/2004]F63  [26100293 ~
PR_[Antonio,Maria {031 linv_[INI___|03713/2003[03/13/2003[F64 __ [20100465
PR _|Antonio,Maria 031 INV_[SUB _ [03/14/2003[03/14/2003[F64 20100467

CP_|Collins,Kris 031 | a3t |FSS |cwS |09/27/2004]09/27/2004F63 24000483
PR_|Connors,Sandra 031 [INV_[INt  |02/18/2003]62/18{2003[F64 _ |20500467
3 PR_[Gilbert,Martha 031 INVv_ [Nt [09/8472003[09/04/2003[F64  [22500251
PR_[Gray,April 031 [INv_ [Nt [04;26/2004|04/27/2004]F64  [22900466
PR_|Gray,April 031 [inv™ {SUB |04/27)2004|04/27;2004]F64 _ [22900467
PR |Green,Amy 031 [iINv_JINi__|09/29/2004(10;0172004]F64  [25100255
PR_|[Hamlin119,Theresa [031 —JINv_ N1 04729/2003|04729/2003[F64  [20900233
CP_|Harrison,Kathy 031 A31  [FSS_ [CWs  |09/30/2004|09/30/2004)F63 26000551
« PR_[Hill Jean lo31 |iINv_fiNI_ [05/04/200405/05/2004[F64  [22700466
PR_[Hill Jean lo31 INVv_|SUB_ [05/05/2004]05/05/2004]F64 (22700467
PR_[Hobbs,Tami Jom JINv_INI___02414/2003]02/14/2003/F64 __ [20300471
PR _[Holmes,Barbara 031 [FAD_|REG _[09703/2003]09/03/2003]F64  [21200125
PR_[Hoover,Bes” [031 INV__ Il [09728/2004[10/02/2004]F64 (24900235
PR_[Jarret.5nGela [031 [FAD [REG_ [09703/2003[09/03/2003]F64  [22200125
PR_|Lachefte,Susan [o31 [INT _[DUP_|03N13;2003(03/13/2003]F64 (20700363

4 0D ) afhatia Sucan, ln31 J TV Y2 [TYT] Inan29onnalnanonnalecs 20Z0N2L2

[T o
Assign... Refresh Close I

"2 TRAIN4O - CONNECTIO... ] 7 Assigned Workload -...

FAconsecrions .
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CLOSING CASE IN CONNECTIONS

 Click on Case Summary
(ADVPO or CWS Cases)

Cl,:

T BT oy oo o mansyMorsho 5 2620iz43/E awmna—

CP_|Adams,Ma Fie Options Repors Help
CP_[Collins,Kri: Case Name: MurayMarsha Case Initiation Date: 10/7/2004
PR _|GilbertMa:
PR_ |Gray,April " -

St Famiy Assessment|  Service Plan N
PR_|Gray,April ,,,«Comp:g:iﬁon Tand%ewiceplm Review T Prograss Notes T Pernmanency. Education
PR GreenAmy | Person List
P romieerk | - [ Lot Name First Name dic Nama _|Suifis . [Personid _|M7S |Sch |"DOB

1S on. Muray Matsha T TozeeE0 ¥ 0%/15/137
PR_Hill.Jean [ {Muray Jay ' 16202681 v 2s22n388
PR_|Hill Jean Muray Eve 116202662 v '0aanem
PR_[Holmes,Be | [ JMuray Guentin 16202683 VT b4/30/2004
PR_|Hoover.Be : B S T
PR _|Jarret Ange
PR_|Lachette,S S
PR |Lachettc,S AR
[P Murray ol I RT R
Person Identifiers . . *Etheicity ; "Race
INV_ T, Number Start Date _|End Dats [NonHisparic or Latino v} * [V Black or African Amer a] ©
{|{" Caribbean ¢

Central American 7 Maitian
T Naive African

i | Other - Black or Afi

Tasks... Asgsig

,,,,, P{1 Alaskan Native
i : 1T” American Indian
{~ Nosth American I Asian
1~ Puerto Rican AT Chinese

Cstiinmon 2 [P i o)

| Reletionship Matrix | Add/Retate |  Carotaker - |

¢ Session Transcript

J I 7 TRAIN4O - CONNECTIO... ssigned Workioad -...

b ey ‘gcommmsns.,.
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CLOSING CASE IN CONNECTIONS

» Select the reason from the drop down Reason Stage Closed
(ADVPO or'CWS Cases)

1| Rote. [P Case Summary - Murray Marsha - $:26201243/C: 36200844
CP |Adams,Ma Fie Options Help
CP_|Collins.Kri:
PR [Gilbert,Ma: CaseName:  Murrag.Maisha Case [ritiation ['ate: 10/07/2004
PR _|Gray.April
;’: g—Y—L” A A’" Stage 1D |Stage Name a If‘,‘;;':d son Stage Closed [etermination lSlm cp|Loce
PR H:el:;i‘;M"S‘S 26201243 Murcay Marsha FSS :CWS 10/08/2004 . *
- 26201248 Murray Marsha Fsi Cws 10/08/2004 10/0g42004 )
[ | CP [Harrison,K e . N o i ‘I Admiristrative Closing 7
PR_|HillLJean Adulthood attained -
[ | PR_|HillJean ‘|Agency canrut locate clierk
PR_[Holmnes,Be Death
PR_|Hoover,Be
PR_Jarret.Angt
PR [l achette.S
PR _[Lachette.S : : g . B E
Worker Nama__{Role [Telophone Number __|Agency/County __ [S#e  JUnit _[Zone . Wosker Display
Wison465,Damyl Case Planner Oneondaga County Dss 331 J12
Task: Assiy Wilson436.Damyl - Case Manager : Onondaga County Dss °3Q1 J63 @ View Active
Sl NN o Do e € View Al

Y CONRECTIONS Traini.:
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CLOSING CASE IN CONNECTIONS

»  Submitting a FSS for Closure: ADVPO - Answer Closure Question
and click OK (Suggestion: in ADVPO cases indicate that this is an
ADVPO case)

Case Name:  Collins Kristy ‘Case Initiation Date: 09/27/2004

PO PO oo Cosure Question I s Local |

File - Options Help .

b 124000435 _Callins Kristy

: 24000494 Collins Kristy
24000493 - Colling Kristy There iz no Plan Amendment or Pending FASP for this stage.

194000492 Colins Kristy Closing and or discharge information is requited by regulation.
[T Do you with to do one now?
Yes J

IfNo....

Describe the level of achievement for outcomes essential to
the Child(ren)'s Safety, Permanency and Well-Being.

'"'z . ‘Worker Display

ThlS iS an ADVPO Case + View Active

€ ViewAl

Worker Name  |Role
_L Wilson110,Damyl  Casel
| [Wilkon22Damyl - Casel

S ol |

subni | _ome | [ ]

15




CLOSING CASE IN CONNECTIONS

* In CWS Preventive Cases ybu may enter appropriate information
in yellow box

Case Mame:  Collins Kristy Case Initiation Date: 09/27/2004 )
Stage Cl ti LT } '
Stage 1D |Stage Name i T M, T Local
File Options Help ase b
| ) {24000435  Collins Kristy i
| 124000434 | Colins Kristy
24000493 : Collins Kristy There is no Plan Amendment or Pending FASP for this stage.
| 24000492 “Calling Kristy Closing and or discharge information is required by regulation.
_— Doyouwishlodoonenow?
S -
RN NS TR If No.... ‘
SRS ST A Describe the level of achievement for outcomes essential to
‘ | """" TN the Child{ren)’s Safety, Permanency and Well-Being.
Worker Name  |Role ne_ Worker Display
| b [Wwilson110Damyl  Casel i )
| |wikon122Damyl  Casel Level Of AChIeV?ment & View Active
e ot Documentation L CVewtt
R RN e | camcel | |
o | ﬂ

Submit . l Cancel l Close
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CLOSING CASE IN CONNECTIONS

Make sure that you want to close because you wont be able to
reopen the case Must start from the beginning

Case Mame:  Collins Kristy Case Initiation Date: 09/27/2004
Stage |Stage Stage ' A~ Local -
Stage ID |Stage Name Stage Type Opened  |Closed Reason Stage Closed Determination {Stage CD Case K
| b |24000435 - Callins Kristy FSS  CWwS 09/27/2004 End of court ordered services
| 124000434 Colling Kristy FSI CwS 09/27/2004 09/27/2004 !
| 24000433 "Collins Kristy ANV N 09/27/2004 |09/27/2004 Case open-CPS required IND

_24000492 Collins Kristy INT ANI 09/22/2004 0912?!2004

No

Worker Name  |Role [ronp rgoTeyTS oot lZone Worker Display
| B |Wikon110.Damyl  Case Manager o Onondaga Counly Dss 301 'F63 : .
| |Wilsor122Daryl  Case Plannes ; ; . Onandaga County Dss 30 F75 5 & View Active
L L oy
R R I ....................................... _bJ

Submit ! i Cancel | Close l
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CLOSING CASE IN CONNECTIONS

» Click on the SAVE BUTTON

8 To-Do Detail - C:34000148
Fle Edit Options Help

To Do Data
Due: lh2!23;'2005 _%j Assigned To: Wilson110,Darryl ‘ o '
Short Desc: |DW-Approve F35 Stage Closure Completed: | 1 | |

Description { Notes
FSS stage 24000495 has been Submitted for Approval

Case Stage
| Stage: Collins,Kristy Staff: Wilson122,Darryl
- Task:  Approve FSS Stage Closure Task Due: m—
Created By | |

Name: System Date: |12!23I2I]l]5
Eersuns...i ' Save | Qancell

18




CLOSING CASE IN CONNECTIONS

+ Make sure that you read the message box and answer
appropriately

L
|jf€f§l

To Do Data
1
. Due: |12!23;'2l]|]5 :,_‘—l Assigned To: Wilson110,Darryl

i Short Desc: |DW-Apprw

: . f
" Description / Notes \1,) Approval Todo created for Case Manager

and Case Planner's Unit Approver.

I '[FSS stage 24000495 has be Do you wish to add another approver?
Yes | [ Mo
g Case Stage
: - Stage: Collins,Kristy Staff: Wilson122,Darryl
% Task:  Approve FSS Stage Closure Task Due: ﬁ_!—-
; Created By L S o
Name: System Date: W

' Eersons...| i | | | Save l Cancel l

Xl

owecnions Ty ——

!

CWS Preventive Case Closing

closure.

Family Service Stage

* The agency submits Family Service Stage to CT for system

+ If agency has complied with all requirements and no fair hearing
notice for aid to continue has been received, CT system closes the




Suspending a Case
Closing in PROMIS
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PROMIS Instructional Guide
For Case Closings

Preventive Organization Managerrent Information System J

; Mikulas Sikorjak HI {mikulas)

Quck o

Search:

v Program:  CBO400-CATHOLIC CHARITIES/PROJECT BRIDGE

CNNX Stage Type:  ADVPD CNNX Case ID #: €ID: 01/

CRD: D4/11,

11/25/2008 Suspended Closing 2008-11-25 00:00:00.0 Transfer »

01/12/2009 Suspended Closing 2009-01-12 00:00:00.0 Close

03/31,/2009 Close

Case Closing Request Notes:

{for ACS Use Only}
Closing Suspended By:

Suspend Closing: Suspended Closing +
Suspended Reason: N

Suspended Date:

-0 SR % ks R
sing Mistakenly Entered by Preventive Program
CPS Investigation

Fair Heating
Centralized Administrative Further Services Needed
Team Motes: Returned Notice of Intent/ Incorrect Address

Transfer Rejected by Receiving Agency

1. If a case activity has occurred within the 15 days, and “aid to continue” is ordered,
ACS Staff must suspend the closing from the Suspend Closing dropdown.

2. ACS staff must enter a Suspended Reason.
3. ACS must enter the Suspended Date.

4. ACS will select Save to save changes.
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PROMIS Instructional Guide
For Case Closings

5. Upon doing so, the case will then return to active status on the agency/program
case load. The case will appear on the agency message board under “Awaiting
Assignment to Case Planner”. Re-engagement will then be required until further
notice.

Check Messages:

16th Birthday - Should Close

Accepted Referrals - C5842 Availakle Online
All Referrals Made - PROMIS, Non PR
Awaiting Clearsnce Natification
Awaiting Closing - FSS Managed Cases

Awaiting Closing - Unknown Current Case Mgmt Lac
Awaiting Disposition Entry by DCP

Capacity Change Motification

Closed in Fisld Office Before Acceptance

Closed in WMS/CCRS

FASPF Due - Goals Not Met

FASP Due Notification

Field Office Case Manager Unit Change

Minirnum Contacts Not Met Notification

Na Services Entered Notification

Naotice of Intent C5174B Available Online

Rejacted Raferrals - C5842 Availabia Online
Security Group Addition Warmning

Certain fields will be enabled or disabled and certain fields will be required, depending
on the criteria you have chosen.

Here is a list of criteria for closing request:

" Notice of Intent to Close Date:

. Exit Interview Date:

. Closing Reason:

. Discontinue of Preventive Services Date:

. Other Closing Reason (if applicable):

. Case Closing Request Notes:
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PROMIS Instructional Guide
For Case Closings

Summary of Closing Process

Initiate Case

|
‘ Closing Request |
| |
L

in PROMIS

The case will return to
YES active status on the
agency'’s workload and
needs to be re-assigned
to the case planner in
PROMIS.

Has the closing
been suspended
by ACS?

A 4

NO

v

Case will close on
schedule. The closing
date will be the
Discontinue of
Preventive Services
Date
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