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CHRIS Training: Introduction and Getting Started

What is CHRIS?

e The Children’s Reporting and Information System (CHRIS) is the computer program used to
document your casework.
e CHRIS can guide you through the mountain of legal requirements and help you to be fully compliant
with laws and agency policies.
e CHRIS helps DCFS track compliance with federal and state mandatory reporting requirements relating
to:
e COR — Compliance Outcome Requirements. COR tracks how well your records comply with
policy and procedural requirements.
e AFCARS — Adoption and Foster Care Analysis Reporting System. This federally required
reporting system is funding related and includes items like ethnicity and race.
e NCANDS — National Child Abuse and Neglect Data System. This federally mandated reporting

system is funding related and captures information on required elements of investigations.

Logging In To CHRIS (County Office)

First you must log into the Network — Client for Microsoft Networking Login

The Log On screen gets you into the DHS network so you can access your computer.

e User name: Typically, firstinitial, middle initial, last name.

e Password: Use the one-time password you are provided. It is STRONGLY recommended that you
change it, and change it to something you can remember!

e Domain: DHS

To change your DHS Network Password: Ctrl/Alt/Delete—Change Password

Security Concern —do not write your password anywhere that it can easily be found by others.

Second, now you are ready to log into CHRIS

Use the CHRIS logon to gain access to the CHRIS server.
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atansas s Logon verson 222 I | User ID: Typically first initial, middle initial, last
- name. (NOTE: Your User ID in CHRIS and your

| |Change Password
User Password [ I orgot Password! User Name on DHS network should be the

Unlock Account

same. If they are not, call the Help desk right
away.)
Password: The first time you login to CHRIS

you will be given a default password. It is

STRONGLY recommended that you change it,
and change it to something you can remember!
You will also be prompted to enter two security

questions/answers.

CHRIS PASSWORDS:

Must be at least 8 characters in length.

May not be the same as any previous 6 passwords

Cannot start with a number (0-9)

Upper case or lower case alpha characters (English A-Z or English a - 2)
Numeric characters (0 through 9)

You will be prompted to change it at specified intervals.

To change password: Login as usual, but click the Change Password box and follow the prompts. CHRIS

passwords are case sensitive.

Forgot Password or Unlock Account: Click on the square radio button. You will be prompted on how to

recover your password using your email and your security questions. You will be required to enter your

email address and answer two security questions. You will need these two pieces of information in order

to recover your password.

Reminder: Security Concern When you leave your office, even for a minute, lock your computer:

Ctrl/Alt/Delete — select Lock Computer OR press Windows flag/L. This blocks all access to your

computer until you log back on.
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CHRIS Overview

File Edit Functions Tools Help

O Iy (d W ) @ ur - DR % g E o 5] E

Home  Workload Ref.Log Inbox  Supervisor Org Provider Volunteer Training Diff. Resp. Search  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

{Hello Student. Welcome to CHRIS! Have a great day.
Net Reports on Monday, 07/09, 3. June Board Preview

Supesor

Training

Differential
Response

&‘*@@

Care ~ Commit ~ Connect
Together for Arkansas Children and Families

Ticklers

CHRISNet

First Thing First: Helpful Hints About the Menu Bar
When you are in CHRIS, look at the Menu Bar at the very top of the page. The Menu Bar has five buttons:

File, Edit, Function, Tools and Help.

"hCHRISIr\-ﬁdScuthl Version 24.3  User Name: Twentyeight, Student  Staff [D: 65334
File Edit Functions Tools Help

O Iy ] L3 & ) = - DR bl 3 E ] M5 E

Home Workload Ref. Log Inbox Supervisor  Org Provider Wolunteer Training Diff. Resp. Search  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

&3 Home Menu

. Hello Student. Welcome to CHRIS! Have a great day.
Riune COR Reports were updated in CHRIS Met Reports on Monday, 07/09/2018. June Board Preview is 07/02/18 through 07/08/18
§Run on 07/10/18. Don't forget to complete the Recoupment Items tab for your County.

. Review on 07/09/18 andi
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File: Allows you to exit from CHRIS
Edit: Lets you cut, copy or paste information
Functions: Brings up a list of the Main Toolbar topics. This button [ Fanctions | Tools Heip
Workload
insures duplicate navigation —you can also get to these | Inbox L
. R . . f Supervisor
functions by clicking the Main Toolbar buttons or the icons. Organization :
Provider Directory :e
Training
t System Admin
Client Search .
Client List 4
[ Referral Log -
Ticklers
Tools: Shortcuts [T e Helpeis
Board Cycle Info Ctrl+B aLCEARSumman A
information Calendar Date NYTD
Field Definition [SHIFT+F1] CHRIS Net
and he|pfu| Provider Quick Check Ctrl+Q G MidSOUTH
Screen Description Ctri+H DR
tOO|S in Spelicheck F7 Edoctus
Resizing . Volunteer A |
Workload/Pending Approvals Ctrl+W - - — —
CHR'S Comments/Suggestions Ctrl+M
DCFS-CACD Area Maps Ctrl+E
Referral Request/Approval Quick Check Rules Ctrl+R

CANS/FAST Case Plan Request/Approval Quick Check Rules  Ctrl+P

Help: Shows you CHRIS Screen descriptions and Field definitions.

You also get information about security levels.
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A Typical CHRIS Screen
File Edit Functions Tools Help
a » O =& & w ¥ o« o # =B & | @ @B K
Home Workload Ref.Log Inbox Supervisor  Org Provider Volunteer Training Diff. Resp. Search Clnt List ~ Ticklers NYTD  CHRIS Net MidSOUTH Edoctus
. 2] ¥
: Workload Services Contacts Contacts
b2y Client Contact Information Screen - GRIFFIN - New
Client Contact |Client Schedule/Waivers | - - i B
—General Information _ - _ _ - _
Contact Attempted | Add
Completed By: Wilson, Robin L (Midsouth/Academy Staff) &}
Contact Entered By: Supervisor Reviewed: Change
Contact Entered Date/Time: Supervisor Reviewed Date/Time:
TypelLocation: . Contact Date: [00/00/0000 | Time: [00:00 [ AM. T PM. | Delete
Status: [0 Attempted @ Completed |
Clear
—~Purpose/Participants
Purpose : Participants: [Client/Collateral
Select... Name Client / Age Role  StaffingTeam Meeting Select... n
Collateral 1D Participation
Add
J u 2 Collateral
*Non-Client/Non-Collateral
Participants: r -
—C t: = =
Worker ensured the Health and Safety Needs of the Child(ren)
Comments :
Cancel

A typical CHRIS Screen looks like any other window. There will be menus and tool bars at the top.
CHRIS uses two toolbars. These are the Main Toolbar and the Focus Toolbar. These are discussed in

detail on the following pages. CHRIS groups related data elements together.
Each screen utilizes appropriate Window’s-style interfaces such as fields, multiple-line text fields,

pick lists, radio buttons, check boxes, etc. Most screens have several fields and prompts (the

example above shows most of the different field types).
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i ] & + &

“workload Client Gen, Info. Summary Relations Finances Sratuz Medical  Abs.Parent HA Drriver's Lic. PRT

8% General Information - WILSON - Wilson, Olivia

Client Information %j&jrgss / Phone # | AKA / Marital / Military Employment | Education

Client Involvement

*Start End Reason MNon Participating Memd InH hold Payee Add
094 2/2006 00000000 [+] O £l O
Change
~ Client
Prefix: First: Middle: Last: Suffix: County of Service:
| | [ELrAA i | MVILSON i | [Arkansas (Dewitt) =]
Gender; [Female  [+] Date of Birth: |05/02/2005| Age:9  [7] Participating as Child
SSN: 156-54-4541 |(Mat erified) Date of Death: | 00/00,0000 [7] Teenage Mother E
Eye Color: |:|3 Religion: | El _
[©Yes GHo |
Hair Color: :l Distinguishing Characteristics:
N — |
" Pseudo S5N
Weight: [ |ibs.[ |0z Email Address:] |

Race / Ethnicity / Living Arrangement !Eiinhplace / Gitizenship / Language | Characteristics |Adpt Char | Criminal Info
~Race ! Ethnicity .~ Tribe

Client Refused to Provide Race I
Race [Check all that apply): ki
[C] A- Ametican Indian or Alaskan MNative

[[] B-Asian | |
[T C - Black or African American

[7] D - Mative Hawaiian or Other Pacific Islander ~ Living Arrang
[¥] E-white Living Arrang : [Dwn Harme
[C] F- Unable to Determine Caretaker Name:  [Belf
Ethnicity: |N0t Hispanic ar Latina - Relstinnehi |Self

[Ltor ]

Cancel

L

Ah important point to note on CHRIS Screens is the presence of tabs. It is important to click the tabs to view
additional client information. Required information may be located on screens that are not visible on the default

view. You only see it after you click the tab. The Birthplace/Citizenship/Language is one such tab.

‘ It's easy to click the top, middle or bottom area to access the information. Another way to

Helpful
Tips J

move between fields is by pressing the TAB key on your keyboard. If you make a change to
a field that already had information, you will need to press TAB or click on another field

before the change button will become active for you to save your changes.

The Status bar at the bottom includes information such as the referral or case number, screen number, date
and time. The case/referral number always matches the case or investigation that is currently being viewed.
The screen number may be useful in getting help from Support personnel or another user. If you are looking at a

provider, the Provider ID shows in the status bar.
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Tool Bars

CHRIS uses two toolbars. The Main Toolbar appears below the menu bar at the top of the screen. The Focus
Toolbar appears directly below it. Buttons on the Focus Toolbar are based on the option you choose at the

Main Toolbar. Here are some general notes:

ip An icon (color picture in addition to words) usually means there are additional options

wharkload
(more buttons underneath).

Main Toolbar

Fil=  Edit Functions Tools Help

O Iip [t W & [ it - DR % g 3 o N *E

Home  Workload Ref. Log Inbox  Supervisor  Org Provider Volunteer Training Diff. Resp. Search Ticklers NYTD  CHRIS Net MidS0UTH Edoctus

D Home- Takes you back to the front screen in CHRIS.
Home
& Workload — Takes you to the W orkload dialog box where you will see

\orkload Referral/Investigation, Case, Information and Referral, Provider and W orkload radio
talp skl

buttons. These buttons take you to the screens associated with each topic. You can also
search for referrals/investigations, Cases, Differential Response, and Providers from
this location. (Check out the screen print on page 9 to see what the Workload Dialogue
box looks like.) A Pending Approvals tab is available here to show approvals that you

have requested but have yet to be approved by a supervisor.

Referral Log — List of referrals for the county or for the worker. Mostly for use by the

I:i:l supervisor.

F«f. Lag
Inbox — One shared location for the entire county. Everyone in the county, even
[
" statewide, can see the contents of the Inbox. This screen is visited several times
Inkicx

each day! This is where the Hotline sends referrals to your county. You can see
referrals, cases or providers that have not been assigned yet or that have been

transferred to the county. Caution: Supervisors, someone with enough security can
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assign Case/Investigation/provider directly to a Unit. So, to be sure you are seeing

everything you need to see, remember to click on the Unit/Group radio button.

ﬁ? Supervisor — Supervisors click this button to get to the Supervisor Approval screen. If you
Supervisor are a worker and submit anything for approval, this is where your supervisor goes to find
it.

Organization — You can find all CHRIS Users. Some options include Staff and On Call. A

reports option is also available. The CHRIS calendar is located under reports option.

Org
Supervisors take Note: The Ticklers Report is also located here if you need to print a
worker’sticklers.
Provider — A provider is considered a person, business, or organization that
r—ﬂ provides services (i.e. foster parents, doctors, agencies). Only workers with resource

Provider , ,
clearance will be able to add new providers.
Volunteer - Information on all Volunteers that have been approved. Provides

‘: ’:? information such as what type of services the volunteer can provide as well as when

Volunteer they are available.

Training- Training hours for DCFS workers and Foster Parents.

&

Training

Differential Response — Click the DR button. The Differential Response Referral Listing

DR

comes up. Click Retrieve All button on this screen and all DR cases on your workload

Diff. Resp.
— will show.
ﬁ Search —for a client in CHRIS * SSN
Search e Client Characteristics (Last Name). * CHRISClientID
e Address
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Ticklers — reminders of the things you need to do or things that may soon go overdue.

When you click you can filter by:

e Overdue e Date(s)
PY Upcoming [ ] Nature
e Name o Al

NYTD — National Youth in Transition Database. The NYTD Clients Information Screen is
a display only screen for the users to view the NYTD Client Population, Population
Statistics, and NYTD Information per Client. These screens can be used to determine what

NYTD information may be need to be added or updated in CHRIS.

CHRIS Net - Website with CHRIS support and information, including policy. CHRIS Net
Reports, including Compliance Outcome Reports (COR), can be viewed online or exported

and saved to your computer. CHRIS Instructions are also available here.

MidSOUTH - Opens the MidSOUTH/DCFS Portal

Edoctus — Scanned supporting documents

Workload Dialog Box

4
Helpful
Tips ‘\

Revised 05/22/2019

Your New Workload Assignment Alert window will display upon logging into CHRIS for all
new assignments made to your workload until you have viewed the new assignment(s). A

new assignment will remain in bold text until you accessiit.

An assignmentyou add yourself will not be displayed in bold text.

Assignments will remain in bold text if accessed by someone other than you if the case

is assigned to you.
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When the Workload button on the Main Toolbar is clicked, the
Workload dialog box appears. The default option is Workload.

Click OK to show the workload for the Family Service Worker

indicated on the bottom of the screen. In this example the

worker is Twenty-eight, Student.

Selection
—Open
) Referral / Investigation

O Case

() Differential Response

O Information and Referral
) Provider

* Workload

—Case [ Referral / I1&R | Provider /DR —

Cancel

Search...

Help

New
Workload / Case / Referral / 1&R / Provider / DR S
r— Existing
ion
(* To obtain a quick pick list of the last 10
—Open Referrallnvestigations/Cases/Differential
Responses/Providers viewed, select the appropriate
Cancel radio button, right click on your mouse in the “Existing”
O Case box and select the desired Referralinvestigation/
J Differential Response Search... (Case/Differential Response/Provider.
(O Information and Referral Workload
O Provider Help Unit / Group:
(O Workload Two, Super - 2006 v
Family Service Worker:
r—Case [ Referral / I&R | Provider /DR — Twentyeight, Student W
O New
[* To obtain a quick pick list of the last 10 .
Refer igations/Cases/Differential _ Rather than search your entire workload, you can also open an
Responses/Providers viewed, select the appropriate
radio button, right click on your mouse in the "Existing” . . . . .
box and select the desired Referralinvestigation/ Investigation, Case, Information and Referral (I&R), Differential
(Case/Differential Response/Provider.
“Workload Response (DR) or Provider from the Workload Dialog Box by
Unit / Group:
Two, Super - 2006 v entering the Investigation, Differential Response, Case number
Family Service Worker:
Twentyeight, Student ~ or Provider number.

This is done by clicking on the Referral/Investigation, Differential Response or the Case radio button. The

Existing field will become active and allow entry of the Investigation, Differential Response or Case number.

Click OK and the investigation or case will open. You can view the last ten families that you have worked on

for Referral/Investigation, Case, Differential Response or Provider by clicking the radio button beside the

specific type and then right click in the Existing box. In the example, you have clicked Referral/Investigation and

then entered the number into the Existing Field (which is now active).

To create a new case, click on Case, then click the New button under Case/Referral/I&R/Provider. Once you

go from the workload into a case or investigation, you will see the Main Toolbar and the Focus Tool Bar.
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Focus Toolbar - Workload
The focus toolbar is Main Toolbar

. File Edit Functions Tools Help
decided by buttons i@ s 0O ® = B & 7 o®* o » ¥ §f @ B =

Home Workload Ref.log Inbox Supervisor Org  Provider Volunteer Training Diff. Resp. Search  Ticklers  NYTD  CHRIS Net MidSOUTH Edoctus

selected from the main
toolbar or by what is
opened from the

workload dialogue box.

If the worker opens a Case Focus Toolbar
i O I M o & (o} T - = e d =] E:3 3 a 'E
Case’ the fOCUS toolbar for [ Home Workload Ref.log Inbox Supervisor Org  Provider Volunteer Training Diff.Resp. Search  Cltlist Ticklers  NYID  CHRISNet MidSOUTH Edoctus
i s 3 © ] L m o ! & -
| workload Summary  Client  Merge  CollInfo Services Assess/. Removal Placement Adopt SubGuard. Cout  Assign  Other  Repors  TDM

a Case will be active.

If the worker chooses a Referral/Investigation Focus Toolbar
igati ‘T E » O ® 8 B @ 7 * o A4 =2 ¥ § @ E N
Referral/lnveStlgatlon : Home Workload Ref.Log Inbox Supervisor Qrg Provider Volunteer Training D\ff.’Resp. Search  ClntList Ticklers NYTD  CHRIS Net MidSOUTH Edoctus
. ! (&
then the £ Workload | Referal Investigate DocTrkg Assign AssocRef AssocCase Reports

Referral/Investigation

focus toolbar will appear.

The Referral/Investigation | Referral Focus Toolbar

. fEm s O % B OB @ B O® L oA B OF @

focus bar drills down even | (s o Mmrie s et e e e Tl e i o e i
Plp 2]
: Workload Referral Referral Narrative  Demo R/A  Relations A/NAlleg Med/Drug CollInfo  Notes Ref.Accept

further to the Referral T e - - S T

focus toolbar and to the

Investigation Focus Toolbar
Investigation focus

B s M @« @G m T O ® o @# o ¥ I 9

Home Workload Ref.Log Inbox Supervisor  Org Provider Volunteer Training Diff. Resp. Search ClntList  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus
toolbar. i . R 8 @& - o
: Workload Investigate Narrative Interview AfN Alleg  Client Service Coll. Info. Overdue |Inv Notes|Case Conn Findings PA Inv. Close Summary TDM

Let’s look at some examples.

mE s 0 & & . D T * o A a0 ] e B B

Home Workload Ref.Log Inbox Supervisor  Org Provider Volunteer Training Diff. Resp. Search Clnt List  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

™ " @

 Workload _Referral iRl kel 2 Bl ER e ona g Al esBining A Kep il ot SENaTe S Gd et

Here you have clicked Workload (on the Main Toolbar), clicked Investigation/Referral/clicked Referral and now

you see this tool bar. You can look at —or focus on - the Hotline report.
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Here you have clicked on Workload (on the Main Toolbar), clicked Investigation/Referral , clicked
Investigation and now you see this toolbar. You can focus on documenting your investigation.

O I il o & (a o L] ! 72 = 4 % a 15 e

Home  Workload Ref.Log Inbox Supervisor  Org Provider WVolunteer Training Diff. Resp. Search  ClntList Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

. ST [ 3 © - @
: Workload Investigate Narrative Interview A/N Alleg  Client Service Coll. Info. Owerdue |Inv Notes|Case Conn Findings PA Inv. Close Summary TDOM

Now you can focus even further. Let’s say you need to document (or review) an interview. Click on the
Interview button and you see this screen:

O I H o 3 [ i - ! e =] 3 % o & E

Home Workload Ref. Log Inbox  Supervisor Org Provider Volunteer Training Diff. Resp. Search  ClntList Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

: b (&
: Workload Investigate Interview Vctm Intw Sblg Intv  OfF Intw  Coll Intw

You can now pick which interview to see.

Shortcuts to many of the top menu buttons on the CHRIS Home screen.

L. 123 Home Menu

CI'Ck'ng on the Home button “Hello Robin. Welcome to CHRIS! Have a great day.
- We have a CHRIS Release scheduled for today Thursday, 11/17/16. You will not be able to access CHRIS between 5:15pm-6:15pm. Please sure o save B
| he EDOCTUS PACE link on the Client's Medical (i

W|” a|way5 get yOU baCk tO bvisits scre D 3 e 22 ill not wo ‘I solution is being worked on and the CHRIS

this screen.

Training

Care ~ Commit ~ Connect
Together for Arkansas Children and Families
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Things you will see in CHRIS screens and fields

Radio Buttons
a.m. o selectaradio button click on the circle by your selection. When there is a bold circle in the

® P-M. middle that means that it is selected.

Check Boxes

Bd In Household [ Participating as Child

When you see a sequence of choices (either horizontal or vertical) with square boxes to the left you can
choose:

*  None of the boxes

*  Oneoftheboxes

. Multiple boxes (if some but not information in the boxes apply)

e Allboxes (if the information in all the boxes applies)

Mandatory Field: When the background of a field is yellow, CHRIS requires you to enter information before
you can add or change the current screen. If a mandatory field is left blank, CHRIS displays a dialog box, then
takes you to the field with missing data (look for the cursor).

Note: Mandatory means data is required in order to add or change this screen. Many of the mandatory fields

are COR and/or AFCARS elements.

Date Fields: A calendar is accessible from the Date field. Right click in the Date field (place the cursor in the

date field, then click your right mouse button). You may then scroll to a month or double-click on a date.

Text Fields

|DOE |

CHRIS displays a field to prompt you to type information. Remember: when text in a field is highlighted, typing a
character deletes the highlighted text. Many of the text boxes have an overwrite feature. Once you enter and
save data, it cannot be changed. You may be able to add more but you cannot edit information saved earlier.

Therefore, SPELL CHECK before you save!
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To format paragraphs in a text box, use Ctrl+Enter. Since some reports that you print will go
" to court, it’s nice to have it print with paragraphs instead of all the text together in one long

HGIPFU‘( . paragraph. If your work looks professional, you are more likely to be perceived as a

TEPS J professional.

Multi-Line Text Field

VWhat Happened? When Happened? Who oid 7 oes the person still have access to the child?

CALLER STATES THAT THE FAMILY LIVES DN & ROAD THAT IS OFF OF AWERY BLSY HWWY. -
CALLER STATES THAT THERE 12 A TYS0M CHIC KER FARM ACROZS THE STREET, 50 THERE .
ARE BIG TRUCKS COMING THROUGH, CALLER STATES THAT THE CHILDRER ARE QOUTSIDE BY

Some text fields have a scroll bar on the right side. These fields allow you to enter a certain number of characters,

but you can’t see all of the information at once.
e  Click the downward arrow on the scroll bar to move toward the bottom of the text.
e Click the upward arrow to move toward the top of the text.

e  Therectangular boxin the middle of these arrows is a slider —if the text is long, you can quickly get to

another area by clicking and dragging the slider.
e Click just below the up-arrow to move up a few lines at a time.

e Usethe Zoom box to see most of the text (described next).
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Zoom Boxes

File. Edit Functions Tools  Help

p 0 » 2 = M # & M =T F h When you are in a text field
o in CHRIS, you may bring up a
o [Ref O = " Zoom Box by right clicking in
Clien L)
—Ge — the field. There must be at
e PRT Meeting was held on D6/02/2014 for Client 1d 3071572 (Wilson, Olivia). See PRT| » T
screen for more details at Workload/Case/Client/PRT/PRT. least one character tvped in
. e yp
Cont B the field before you can
RM.
. zoom. The Zoom Box view
i B allows you to see what you
Fer n_aam
fion  are typing. It is also better for
reviewing text in the field. All
2 — Zoom Boxes have a Spell
-Clie
2 Check button on the screen
eat
that will check the spelling
] — for that box only.
Conl b SpeliCheck Remember, you can format
PR bases
Character count: 139 of 4000 paragraphs here Wlth
Ctrl+Enter.
Pick Lists
Alleged Victim's Interview
Alleged Victim: |_D|:|e, Jahn Jr. |
Type of Contact: |Face to Face (School) -
Date Interviewed| Face to Face (Court) -

[
Face to Face (Day Carg) -
Face to Face (DHS Cffice)
Face to Face (Home)
Face to Face (Hospital/Medical Facility)
[

Face to Face (Obsered, too youngdinty) -

CHRIS presents lists of choices in Pick Lists. Click the down pointing arrow and the list will appear. When the list
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is shown, click on your choice. Some Pick Lists have scroll bars. When you type the first letter of your selection
on your keyboard it will take you to that portion of the Pick List. If there are several picks that start with that

letter you can hit that letter again or use the up and down arrows on your keyboard to scroll through the list.

Inset Grids

Inset grids keep a history or list of entries for the screen. Each row contains a separate record. Inset
Grids contain several columns that pull information from the screen below to allow for easier review.
The highlighted record is considered the active record. All information on the screen will correspond to

the active record.

Workload for: Twentyfour, Student (Family Service Worker ) with Job Responsibilities Casework-FC, Casework-P5, DR, Investigations, Resources

i Case [ Referral / Other Listing | Pending Approvals

ID =* IDIAIT PA Type #FC Name County Assigned Responsibility Opened Priority

| | | lcasecPs) | o [BRADY- (1811612017
1226878 Investigation 0 BRADY-XX ST O LT TS T <J3/15/2017 Primary 081412017 Two Sort...
1226859 Investigation 0 GREEM-X Conway (Morrilton) 08M15/2017 Primary 00/00/0000 Two
1227083 Investigation 0 FLOWERS-X Jefferson (Pine Bluff) 081512017 Primary 00/00/0000 Two .
22408466 Case (FC) 1 PADGETT Jefferson (Pine Bluff) 06/27/2017 Primary 04/01/2012 CEd =
22408580 Case (FC) 1  BOYERS-X Jefferson (Pine Bluff) 04/05/2017 Primary 04/05/2017
22408333 Case (FC) 1  JOMES-DD Jefferson (Pine Bluff) 08/30/2008 Primary 081372008 Print
1226533 Investigation 1 JOMES-DD Jefferson (Pine Bluff) 08M1/2008 Primary 081372008 Two
22407690 Case (CPS) 0 BAKER Jefferson (Pine Bluff) 07/15/2006 Primary 07M15/2006 Help

Save As

The above inset grid is indicative of what you see when you choose the Workload button from the main toolbar,
followed by Workload at the Workload dialog box. If there are enough cases or investigations assigned to you, there
will be a scroll bar on the right side. Typically, you double-click one of the lines (or click once to select the line,
then click the Show button). When an inset grid is above a screen, choose one of the lines of the inset grid
and the screen then displays information about that record. If the inset grid is blank, complete the first screen
and click the Add button and the inset grid lists information about that screen. To add a second record to the
inset grid, click the Clear button and a blank line appears in the inset grid. If not already highlighted, click on

the blank line. Now, you may complete the screen for that record.

Child's Hame
JOHN DOE, JR. Child's Hame Delete |
SISTER DOE | JOHN DOE, JR. ~]
Clear
General Info - Situation: General Info - Strengths:

u\ﬂr. Doe  feels that John needs to be in a safe environment ‘F‘arents have the ability to protect the child. ‘
tee from nhvsical hatm

Mone ‘ Select Risk ||Exp|anatiun: |
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Select Button and Two-Column List

Role in Referral Some fields in CHRIS may have many choices, but

Select...
Alleged Dffender ;l the number is restricted to a pre-determined list.
FRFC

For access to the list, CHRIS presents a Select button.

After clicking the select button, a two-column display appears:

Heferral Hole

—List of Referral Role — —Selected tems oK
Absent Parent Alleged Offender
Alleged Wictim FPRELC Cancel
| & R Participant A==
Legal Custadian Search...
Mon-Pratecting Parent A9 Henuye
Other Person in Home -

K1 _>I_I K 2
Help

To make your selection:

e Click oneor more choices from the first column (List of Referral Role).

e Click the Add>> button.

e The items selected are removed from the left column and placed in the right column. If necessary, you
can highlight in the right column and click the <<Remove button to move the selection back to the
original list.

Note: Some CHRIS screens have several select buttons. It is important to remember that when you are in one of

the select fields, you are responding to just one field of many.
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| 1 2 @ @ & @ @
Worklosd | Phcsment Flace Fecommen d A Pay 3ol EnterdE 3
M’l Provider Recomimendation - WILSOM - Wilsan, Olivia - Aldrich, Teresa
Placement Entry Date: 06262012 Time: [I5:00 Tlam. @ pm
DAt 8% Living Arrangement Update Screen @I J

Has

g the Childs Cun

Living Arrangement: [J8000E e
Unigqu{ Caretaker Hame: ‘Self |
estin

Relationship: ‘Seh’ |Z|

t Scale Infor

Pay
(Payment Scale: Mormal
i = :

Monthly Authorized Amount: 50.00

R T P . o

[T

At 8 R

A response dialog box is prompted from information entered on the currently active CHRIS Screen. Response

windows allow the user to enter information that will populate updated information to another CHRIS screen

without navigating to that screen. These screens normally contain either an OK or Add button. A response

window will not let you continue until you answer the message.

Warning Dialog Boxes

|

Changes not saved, Abandon Changes?

You will see this dialog box when you try to
cancel from a screen on which you entered
information for the first time without
clicking the Add button. You will also get
it if you make changes to information that
had already been added to a screen

without clicking the Change button.

If you select Yes no changes will be made to the screen. If you select No, the system will return to the screen

and you will be able to click the Add or Change button to save your information.

Revised 05/22/2019



Family Service Worker
M idso UTH CHRIS Orientation and Navigation Desk Guide

Spell Check

Spelling and Grammar: English (L.5.} x|

Mok in Dictionarsy;

WiurkEI{ met with Mr. Jones, Director of ﬂ | 1gnore once
soctal Services.

|
Ignore All |
|

| A&dd to Dictionary

Suggeskions:
— Change |

Workers
Zhange 4l |

;l SukoCorrect |

Cpkions, .. mda | Cancel |

The CHRIS Spell Check works through MS Word and includes a grammar check. You may invoke it for a single field
by clicking the Spell Check button in a zoom box or by clicking Tools/Spellcheck on the top menu bar. Remember,

you cannot go back and spell check after you have saved information.

-
H@[F)Fu(
Tips ‘\

Make Spell Check a habit. To Spell Check all fields on a screen press the F7 key on the

keyboard.

Buttons
Buttons allow you to navigate through CHRIS. There are buttons on the tool bars and also a series of buttons

that will be present on every screen in CHRIS. On some screens the button will be grayed out if it does not
function for that screen or if you do not have security to use that button. The Delete button will be grayed

out on many of the screens.

Buttons: Show/New

< Select an item from the list and click Show or double-click the item from the list.
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New means you need to create a new record such as:
e Anew client

e Anewvisit
e Anew case plan

Buttons: New/Edit/OK

New New gives you a new record.

* Anew detail window will open in most places for you to add a new record. When you click

the "OK" button on the detail screen the information you entered is saved.

Edit | Edit lets you change information on a record. When you click the "OK" button on the detail

screen the information you entered is saved.

OK saves information the first time you enter it on a clear detail screen, or saves the

OK

information you have just entered, overwriting what was already there if you are editing a

record.

Button: Cancel

Cancel Cancel will exit you off the screen.
e  Click this before selecting another screen on the Main Toolbar or Focus Toolbar.

. If you have added or changed information, be sure to click the appropriate button

(such as Add, Change) before clicking Cancel.

e If you have not saved the information, CHRIS displays a Warning Dialog Box. After

clearing the box, you may click the appropriate button to save.
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Button: Help

Help |
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File Edit Functions Tools Help

B

']

BT &

|

['_'g'_',l —— ‘

[
=
o

ip M ¥ f Y na & r s = E b = 45|
Worklaad  Fef.
w g C® Chriskiclp =8N =X
|| werkioad Cli -'E =
b0 Cenera T Hide  Eack  Frint Elgtmns
i
5 Client 1 | Contents| Index | Searchl Favoritesl CHRIS Help
~Client Type it the kewword to find: Screen Descriptions
“Start || Field Definitions
09/127200
Fq A copy of Act 401 of 1999 w hich amended the Juvenile Code in response
& Absent Parent Infarmation Screen to the Adoption and Safe Families Act of 1997.
~ Client { | | Abuze/Meglect Category See Also:
Prefix: AbuseMeglect Infarmation Screen
AbusedMeglect Specifics AlphaSmart
AbusedMeglect Type Security Hel
Accept for Investigation
Gender;| Accept Aeferal
Arccezsed Counzeling
SSHN: Accidental [njum
Accompanied By Foster Parent
Eye Col{ | |ACES Caze Mo
ACES Registration Mo
Hair Col| | |Actions T aken to Place Child for &doption
Add Client Dialog Box
Height: Add Tickler Dialog Box
. Additional Address Header
Weight: Additional Infarmation-Telephone Type
— 1 | ||Addresz Begin Date
Addrezs Comments
Race / Eth | | sddess Copw Dislog Bos
Addrezs End Date
Race [EY | s ddess Fomat Tupe
Client R| | | Address Type
Adjudication
Race (Cl Adiudication Status Comments
[ A-a Adoption Characteristics - Age
[ B-as Adoption Charactenistics - Education
c-ml Adoption Characteriztics - Mumber of Childr
Adoption Charactenistics - Other
[CD-n Adoption Charactenistics - Physical Conditic
[#] E - Adoption Characteristics - Special Needs
FlF-u Adoption Funding 5 ource
i L Adoption General Information Screen
Ethnicity | |Adaption Matching Sereen
Adoption Subsidies
Ready Adaption Subsidy Amount Authorized

There is a Help button located on many CHRIS Screens. You can get help four ways:

e Click the Help button on the screen

e Pulldown Help on the menu bar

e Press Ctrl-H to pull up Help for the entire screen

e Press Shift-F1 while in a field to get information on that field.
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Putting It All Together

Select Clent
—Clients |: o ]
ow
Name ClientID Age Gender Date of Birth
g —duae — oo | [N R
Griffin, Jeffrey 3073220 14 Male 05/15/1996

Griffin, Tasha 3073221 Female 00/00/0000 :
ot |
: ‘ Help |

@ Active Clients
_ All Clients [ Cancel l
' Active | Participating Children

A sample Select Client dialog box, in this case the method of accessing client specific information,

appears above. It shows:

e Thelnset Grid form of Pick List

e Ascroll bar—indicates that there are more clients, who are not shown on the screen.

e Asetof Radio Buttons lets you control the type of clients you see.

e Otherbuttons:

e Click Show to see data about John Doe, Jr. (the selected/highlighted client).

e Afterscrolling down to see other clients, you may click New to add a new client.

e Caution: Before adding a new client check to make sure the person is not already in CHRIS with
a CHRIS id. (If they are already in CHRIS add the existing client ID to the open Case or Investigation
through the search feature.)

e Click Cancel to get out of this screen and do something else.

e Click Sort... to change the order of the list.

e Click Help for more information.

Now you have seen how to log into the Network, and from there how to get into CHRIS. You have seen a
typical screen. You have reviewed the Main and Focus Toolbars and looked at some of the other features you will
see in CHRIS. Be sure to look at the Add and Change buttons. These buttons are how you save in CHRIS. Now you

will step through some of the most frequent/critical tasks you will perform in CHRIS.
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Common CHRIS Tasks

This section contains detailed information about some of the most common tasks that you will need to do in
CHRIS, especially as a new worker. This section addressed these tasks in detail. Some of these tasks will

have a Tip Sheet to help you quickly navigate and complete the task. The desk Guide has a Tip Sheet section

to give you quick reference to common task.

The tasks covered in this section are:
1. Searchesin CHRIS
Review of Investigation screens

Completing the client screens

> w0 b

Documenting contacts and visits
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CHRIS Searches
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CHRIS SEARCH

Casellnvestigation Search

(Screen Path: Workload)

WDrdase--'R=f=rra'--'I&R--'Prw-dw--'““ Once you select your Workload, select the type of search you are
e . . . -
| £ JRooratlnvstiyation — conducting. If you're searching for an investigation you would select the
2):Case
" Differential Response Search... . . . . . .
e ) radio button beside referral investigation and click the Search command
© Provider Holn
~ Wiorkload button. If you were searching for a specific case, you would select the
—Case / Referral / 18R / Provider /DR — . . .
 Hew radio button beside case and then click on the Search command button.

L + Existing® |

* Tor obtain & quick pick list of the last 10 Cases or H H .

Riet el e st s e You can also select to search for a Differential Response or a Provider.
radlin button of Case or Referralinvestigation, right click
on your mouse in the "Existing” box and select the
desired Caze or Referral

~—Workload ——————
Unit / Group:
Family Service Worker:
|W|\';an, Ruobin j

-

The search criteria screen will appear. The search screen is different for each type of search (Referral/Investigation,

Case, Differential Response or Provider).

i : e e
Referral Matches || —Case Matches
] Case ID Case Name County Type Of Case  TOM
Referral Search e
Referral f ort
ok
Referral ID: Referral Name:
Soundex Case Search U Search...
Referral Date: 00/00/0000 [+ rtleon ol s ~Search Criteria o
Case Name:
County: =] | T | cancel
Client Type Of Case: [+] [ hetp |
l Last Name: First Name: {Docket) Number:
Wildcard | Soundex Wildcard Soundex A
Home Phone: ( ) - Cell Phone: () - | (ease Hist e TS
Open Da : =
Work Phone: () - County; -]
Case Status:  Open  Closed
Reporter
Last Name: First Name: e e
Wildcard Wildcard (= CaseClle
Home Phone: [{ Cell Phone: ( Glient I
Work Phone: | Fax Number: ()
W* —— ————
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Investigation Search Matches

pUpETTRRS. . 0
—Referral Match
Referral ID ** Family Name Refer Date  Contact Date County TDM
JONES 06/01/2004 i N
1226391 JONES-O 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226392 JOMES-E 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226393 JONES 08/11/2008 Jefferson (Pine Bluff) N
1226411 JONES-A 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226454 JOMES-H 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226472 JOMNES- 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226491 JONES 08/11/2008  08/14/2008  Jefferson (Pine Bluff) N
122651 JOMNES-AA 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226551 JOMNES-EE 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226571 JOMNES-HH 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226572 JOMNES-II 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
1226631 JONES-00 08/11/2008  08/13/2008  Jefferson (Pine Bluff) N
*** Indicates Restricted Referral. Row 1 of 13
r—Referral Details
Referral ID: 1225430 Family Name: JONES
Referral Date: 06/01/2004 Associated Case:
Referral Status: Accepted Incident County: Jefferson (Pine Bluff)
Inv. Close Date:  00/00/0000 Reason for Screen Qut:
Indian Land: MNo ‘Overall Finding:
——Referral Client List
Client ID Client Name Role Ind. Finding
3071250 SHAROMN FERGUSON Perpetrator
3071251 JAMES JOMES Victim
3071249 KELLY JOMNES PRFC
3071250 SHAROMN FERGUSON Unknown
3071249 KELLY JONES Perpetrator

This screen allows you to preview the referral ID, family name, referral date, contact date, county and TDM.

Referral details and the Referral Client List are displayed on this screen.

Referral Details

The referral details sections provides:

Referral ID Referral Date

Family Name Indian Land

Associated Case Incident County

Referral Status Reason for Screen Out

Inv. Close Date Overall Finding
Referral Client List

This list allows you to see Client ID, Client Name, Role, and Ind. Findings for every client involved in this

referral
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*If there is more than one match, simply highlight the next referral in order to preview information for that

referral.

Once you are sure this is the referral you are searching for, select show. This will take you to that
referral/investigation in CHRIS. If this search does not yield the family you are searching for, hit the Cancel

command button and begin a new search.

Case Search Matches

—Casn Matches
Case 1D ey Case Name Iiu 0 Case Cunni =
T2 JUNES Child Pratective Serices Jefierson (Pine Blus)
20152857 JOMES Child Pratective Serdces Jeflerson (Pine Bluf) 7] Jg'_l
E JONES ICRE Jatiurson (Fine Bl Sanrch..
20183301 JONES Child Protective Sarices Jefigrson (Pine Dluf)
20183553 JONES Child Protective Seraces Jefierson (Ping Bius) Help I
AE3659 JONES Child Pratectie Serdces Jedforson (Ping Bhuff)
20102203 JOMES DUSTIN Child Protective Services Jeflersen (Pine Dlus)
21MF3110 JONES Chld Protectre Seraces Jeflerson (Fine Blus)
0193323 JONES Child Protectin Serdces Jefursom (Ping Bl
20301034 JOMES Child Protective Services Jeflorson (Pine Diuf)
= Indicates Rastricted Case. Row 1 af 62
—LCasu History
Open Date  Close Date Primary Warker Reason
472497 1223y Martin, Audrey R Sermces Completed
—{ave Client List
Client I Clent Name DHS Custody
B0 JONES, ANTONIO
4012 JONES, ERIKA
Cancel

This screen allows you to preview by case ID, case name, type of case, countyand TDM. Case history and

case client list are displayed on this screen.

Case History
The case history shows:
e Open Date

Close Date

e Primary Worker

Reason for Case Closure.

Case Client List
This list allows you to see every Client ID number and Client Name involved in this case. It also

shows if a client (child) is in DHS custody.
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*If there is more than one case match, simply highlight the next case in order to preview information for that

case.

Once you are sure this is the case you are searching for, select show. This will take you to that case in CHRIS.

If this search does not yield the family you are searching for, hit the Cancel command button and begin a new

search.
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Client Search
DO NOT HIT WORKLOAD
Screen Path: Search (on the top tool bar in CHRIS) or Search Icon

O ] il W & (o) 4 - DR ) -3 % o NS ’E

: Home Workload Ref.Log Inbox Supervisor  Org Provider Volunteer Training Diff. Resp. Search  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

The search criteria screen allows you to search three different ways. In order to select one of these options,
select the appropriate check box. Once you have entered your data select the OK command button on the

right side of the screen. This brings up your search results.

Client Characteristics- Select the Client Characteristics to search by Name, Address, Birth Date, Gender and/
or Race. The more information you enter the more you limit your search. This will reduce your matches. You
can turn Soundex Search or Wildcard Search by click the radio checkbox for Last Name and First Name. These

will expand your search options; therefore, these options will give you more matches.
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MidSOUTH

Social Security Number (SSN) Search

- I

If you know the client’s SSN — Select the SSN option. The SSN is mandatory and you must know the exact

number to find the client.

If you know the client’s Phone Number — Select the Phone Number option and enter the exact phone number.

The phone number must be entered on the Client Gen. Info Address/Phone # tab.
If you know the client’s CHRIS Client Id — Select the CHRIS Client ID option and enter in the client specific ID.

If you know the client’s email address — Select the Email option and enter in the client’s email. The email

must be entered in on the Client’s information on the Client Gen Info screen. It must be an exact match.
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Search Results:

This brings up the client matches. Details on investigations that this client was involved in and address details
will display if available. Once you have selected the client you are searching for hit Show on the right side of

the screen.

Tools_Heln _
| Search Results
! —Client M
Client ID Name Gender Show
—— 3071571 Wilson, Tabatha 3] Female
rite|
me
Il
[
th D
200 Riowys: 1of2 Etapsed Time: 0 min 0 sec
Race: [7] & - american Indian or Alaskan Native [[] B-asian ] C-Black or African American
tres 7] © - Mative Hawvaiian or Cther Pacific Islender [¥] E-wWhite  [] F - Unable to Determing
ANy Client | g Details: | Sort ||
Refer ID Role County Contact Date Ind. Finding
N
|
r—Client Address Details: | Sort  |— |
Type Address City State Start Date End Date i
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File Edit Functions Tools Help
O s EE W = i @ 44 - DR % : 4 ¥ )
Home Workload Ref.Log Inbox Supervisor Org Provider Volunteer Training Diff.Resp. Search  Ticklers NYTD  CHRIS Net MidSOUTH Ed_ncbl.as |
e ®

| ExitSearch  CHRIS

Demo  Address  Phone  Family  Referrals

Cases AddClient Merge

“Show” takes you to a screen where you have several buttons that bring up screens with different

information about this client:

. Demo Information

. Address

. Phone

. Family Relationships

. Referrals (investigations that included this client)
. Case that included this client

Select the information you are need to find.
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Provider Search

DO NOT HIT WORKLOAD

Screen Path: Provider (on the top tool bar in CHRIS) or Provider icon then click

Directory

O I M o &= () 4 - DR e g ¥ o S| *E

Home  Workload Ref.Log Inbox Supervisor  Org Provider Volunteer Training Diff. Resp. Search  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus

Provider Search Criteria

First select what type of provider you are searching for:

All Providers, Placement Providers, Non Placement Providers

*If you select Placement or Non Placement you must select a service from the Services Provided Pick list.
You can do a direct search if you have the provider’s:

e Provider ID e SSN e Fed Emp ID

e AASIS Vendor ID e Inquiry ID e Driver’s License
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To find a client using a Direct search, select the type of information you want to search by and enter the

information. You must enter the exact information to find the client.

If you do not have the direct number, enter as much information as possible in order to narrow your

search and find the appropriate provider. Then select Find. This will retrieve a list of providers.

Once you have found your desired provider, highlight it and select OK. This will display all the information listed
in CHRIS on that provider.

Screen Path: Provider/Directory/Info

General Information |Address / Telephone | AKA | Senices | Contact Person |
~Provider Involvement

Add
Start Date End Date Reason for End Date Comments
02/02/2007 [~] Change
Delete
Clear

—Provider
@] @

Provider Name

Provider ID : 142601 [ Direct Deposit (EFT)?: [C Yes O No_|
Master ID/Name: &

Medicaid Provider ID:

[ ]

Cancel
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INVESTIGATION
SCREENS
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Referral/Investigations Tool Bars
The information in this section is somewhat brief because certain tasks (such as updating client screens) are the
same in the investigation as they are in the case. The purpose of this section is to acquaint you with the

information to be found in these screens. Use the tip sheets for more details. To get to the information click

W“"::d”C“E"“ef””‘”‘&R”"’““‘E”’D“ Workload on the home screen and then click the radio button beside
lection
—Open oK

i e Referral/Investigation. If you have been working on an investigation, click
Oéiﬁerenlial Response Search...
( Information and Referral
(O Provider Help

O Workioad you have had open.

Existing and right click in the box to bring up a list of the last 10 investigations

(—Case | Referral / I&R / Provider / DR
O New

=) Existing” ||
1) 1226815 - HANSEN

e [ ) oooe - rowers G If needed, search either for either referral information or for investigations

ResponsesiProviders |

radio button, right click 3) 1226695 - LINDSEY

poxandseeciiedss ) 1226696 - HARTFORD using the search methods described earlier in this manual.
et 5) 1226740 - FORRESTER-TRAINING
Sorkland 6) 1225631 - BROWN

Unit/ G

7) 1227040 - FLOWERS-A

Family Service Y 8) 1227087 - FLOWERS-EXAMPLE
Twentyeight, Studel 9) 1226700 - LINDSEY

10) 1226898 - BRADY-TRNG

Referral/Investigation Toolbar

e e ey T e A EEEL bTE L ILp My SRR e s et

File Edit Functions Tools Help

O lig ] ¥ (7 @ ¥ ® R A =] -4 % o [

Home  Workload Ref.Log Inbox Supervisor  QOrg Provider Volunteer Training Diff. Resp. Search ClntList  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus
P e = (&
: Workload Referral Investigate DocTrkg Assign AssocRef Assoc.Case Reports

This is the Referral/Investigation Toolbar. From here you can view the referral, enter information into the
investigation, document forms, publication or any other documents provided, assign the investigation, view
associated referrals/investigations, view the open cases associated with an investigation, and review/print reports
generated during the investigation.

When you click the referral button on the Referral/Investigation toolbar, it brings up

another focus toolbar that lets you view information entered by the Hotline.

Referral
. = | )
* Workload Referral Referral Marrative Demo Rfn Relations AfN alleg Med/Drug Coll Inffo  MNotes Ref.Accept

Referral /

This button shows the date and time of the referral, the Referral ID number, the Family Name, the address and
telephone number, and information on the caller (name, relationship to person being reported, how long they

have known the family, address, telephone numbers and email address.
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: Workload Referral Referral Marrative Demo Rfn Relations AfN Alleg Med/Drug Coll Inffo  MNotes Ref.Accept
Narrative

This button shows the information and details of the report to the Hotline.

Demo
This button brings up screens that show the demographic information on the people in the Hotline report —
name, role in referral, gender, SSN if known, DOB if known, race and ethnicity, military service, address, phone

number, employer, daycare/school, employer’s name, work hours, distinguishing characteristics.

Relations

This button brings up the screens that show the relationships between household members.

A/N Alleg
This button brings up a screen with the details of the allegations made to the Hotline for each named victim,
including the type of maltreatment and the location of any injuries. It has information about the date(s) of the

alleged maltreatment. There is information on the alleged offender(s).

Med/Drug

This button brings up an insert grid first. Select the client you need to see, click Show, and you can view information
under the Medical tab and under the Drugs tab. The information entered here by the Hotline will vary depending
on the nature of the report. However, in severe maltreatment cases and in Garrett’s law cases there should

information.

Coll Info

This button brings up any information on collaterals entered by the Hotline.

Ref Accept
This button brings up a screen that shows if the Hotline did a Central Registry check for prior cases, whether the
referral was accepted for investigation, whether the child(ren) are in the home or out of the home, the priority of

the response, the investigative agency and whether an MDT (multi-disciplinary team) received the information.
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a When you click the Investigate button on the Referral/Investigation toolbar, it brings up

another focus toolbar that has the tabs under which the investigator will document the

Investigate [

work done during the investigation.

: Iip [& S © =
- Workload Investigate Narrative Interview A/MAlleg  Client Service Coll. Info. Overdue Inv Notes Case Conn Findings PA Inv. Close Summary TDOM
L

Narrative

This button brings up the narrative from the Hotline Report.

Interview
The Interview button brings up a toolbar with 4 tabs — Vctm Intv, Sib Intv, O/P Intv, and Coll Intv. Click the
appropriate tab to enter the information on interviews done with that child or adult during the investigation.
e Ifyou click Victim Interview and do not see the child you interviewed in the list of victim names, check to
be sure you have assigned them the proper role in the investigation (see Client button).
e |If you click Collateral Interview and do not see the name of the person you interviewed, you need to add

them as a collateral before you can document the interview (see Coll Info button).

A/N Alleg

This button brings up the same information you see under this tab in the Referral. However, you can add any new
allegations that come out during the investigation. Note that the information from the Hotline is marked Alleged
by Reporter. Information the investigator adds will be checked as Collected During Investigation (or potentially

Collected During DR Assessment).

Client

Client screens are addressed in detail a little later in the manual.

Services

This button takes you to a screen with three buttons — Contacts, Serv Log and Ref. Svcs.

e Click the Contacts button to access the screens that let you document any contacts outside the mandatory
investigation interviews. There are tip sheets that step you through entering a new contact.

e Click the Serv Log button, select the appropriate client and document any services (medical, mental health,
drug screening/treatment or other) provided during the investigation.

e Click Ref. Svcs to document referrals to DDS for early intervention or for fetal alcohol referrals.
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Coll Info.

Click this button to add collaterals. Remember, they must be added here before you can document their

interviews. In the interview screen you will differentiate between the reporter and other collaterals.

Overdue
Hopefully you will not have to use this one. However, if an investigation is overdue, this screen is where you

document the reason(s) it is overdue. It is also where you request an extension on a mandatory time frame.

Inv Notes

Check with your supervisor to see what types of information he or she wants documented in the notes field.

Case Conn

Click this button to:

Open a New Case

Connect an Investigation to an Open Case
Connect to a Closed case and Re-open the Case or

Do Not Open a Case
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Findings

File Edit Functions Tools Help

B w O 8 @&

m T ® ® # = &€ t e @

Home Workload Ref.log Inbox  Supervisor Provider Volunteer Training Diff. Resp. Search Clnt List  Ticklers NYTD  CHRIS Net MidSOUTH Edoctus
s I & i @ r;\
: Workload Investigate Marrative Interview AfN Alleg  Client Service Coll. Info. Overdue Inv Notes Case Conn | Findings PA Inv. Close Summary TDOM
$2% Investigation Findings - HANSEN
— Investigati
Name Abuse/Neglect Abuse/Neglect Type  Injury Characteristics Offender ALJ Individual Finding " Add
Category
Hansen, Leah Abuse Cuts, Bruises, Welts Bruise/ Welts Hansen, Leah Change
Abuse ——[Cuts. ises, Wt |:|—
Hansen, Timathy Abuse Cuts, Bruises, Welts Bruise/ Welts Hansen, Leah y Delete
—Eindi
= Clear
*Overall Finding: | Einde
Pertinent Information: Collateral(s) ldentified: @ QND
Explanation if no Collateral(s) ldentified:
Findings/Rec dation [ Did you provide the parents with a Protective Services Booklet (Pub-052)
[ Did you provide the offender with a Protective Services Booklet (Pub-052)
Family Service Worker Information
(Name Twentyeight, Student ‘
County State Office
Appeal Information [Read Only]
Appeal Status: ~ Cc t
Status Date: |:|
—Other Services Provided Family N [County Changes in Investigation
Select... Family Name:  HANSEN [ Help
Change to
Family Name:  [HANSEN v Cancel

This screen is where you indicate the overall finding for the investigation. It shows the individual Abuse/Neglect
categories and Types for each victim as well as the alleged offender(s). You must indicate if you interviewed
collaterals and explain why if you did not interview them. You must also check whether you provided the parents

and alleged offenders with required publications.

PA

This button brings up the Report to the Prosecuting Attorney. This must be completed on reports with a true
finding.

Inv. Close

This is the screen used to close an investigation. Please note: you must complete the report to the PA in order to
close a case with a true finding. You may receive error messages if you have left off information in required screens
throughout the investigation.
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Summary

This button brings up a summary of activities completed in the investigation and the staff person who had

completed them.

TDM

The Team Decision Making button is only active if a TDM is indicated in the investigation.
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CHRIS CLIENT
SCREENS
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Entering clients and updating their information as things change is a very important part of the job.
Many of the other tasks that you do will pull information from the client screens. If you have an error
in the client screens, it will populate out into other screens and fields. If you do not have someone
listed as a client who should be listed, you will not be able to document tasks required by law and

policy as they relate to that person. So, let’s take a close look at these screens.

Workload/Client
lip o & + 3

EWorhoad Client Gen. Info.| Summary Relations Finances  Status Medical Abs.Parent HSA  Driver's Lic PRT

e Clients can be entered during the referral (Hotline), during the investigation and/or

during the case.

* When you look at your list of clients, be sure that you are seeing everyone that you need to see.
For example, absent parents need to be entered as clients (in order to be able to complete

other fields and screens).

e When the Client button is selected, the ‘Select Client’ dialog box appears. All the Client screens
in CHRIS are client specific. A client must be selected before you can view any additional

buttons located under the Client button.

Workload/Client/Gen.Info — Select Client

Select Client
—Clients [ b
ow
Name ClientID Age Gender Date of Birth
| orzzz —guae — ovovaoto | [N
Griffin, Jeffrey 3073220 14 Male 05/15/1996
Griffin, Tasha 3073221 Female 00/00/0000
| son.
: ‘ Help
@ Active Clients
_ All Clients [ Cancel
' Active | Participating Children

e From the Select Client screen you can view Active Clients, All Clients or Active/Participating
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as Children clients. The default setting is Active Clients. This list includes all children and adults

who have not been end dated on the Client/General Info screen. Click the radio button beside

the All Clients selection to see a list of all the clients that have ever been involved in the case.

e The list of clients can be sorted by clicking on the Sort button. The list can be sorted by Client

Name, Client ID, Age, Gender or Date of Birth. The default sort is Client Name in ascending order.

e Toselecta client, highlight Client Name and click the show button.

e Toaddanew clientto the case, click the New button. When you click New, a blank

Client/General Info Screen will appear.

e Toseeif the client has been merged with another Client ID select the "Client Merge History" button.

e It will show if the merge was completed by the system or a person.

Client/General Info Screen (same in Investigation and in Case)

3 Client Infor‘mfioné Address / Phone #  AKA / Marital / Military ~ Employment Education ETV  Sex Trafficking

Client Involv
*Start End Reason Non Participating Member In Household Payee
01/12/2008 00/00/0000 v | |
~ Client
Prefix: Eirst: Middle: Last: Suffix: County of Service:
| HLLARY i | BAKER || | [Jeffersen (Pine Bluf) ~
Gender: |Female w Date of Birth: | 06/05/1986| Age :32 [ Participating as Child
SSN: 850-39-2716 |(Not Verified) Date of Death:| 00/00/0000 O e
Eye Color: [Blue » Religion: Mo Preference w m
Hair Color: [Blonde - Distinguishing Characteristics: O
hoight: [ | ]
.
Weight: l:lLbs. l:l Oz.
Email |
Address:
Race [ Ethnicity / Living Arrangement  Birthplace / Citizenship / Language Characteristics Criminal Info
~ Race | Ethnicity ~ Tribe
Client Refused to Provide Race =
Race (Check all that apply): >
[ A-American Indian or Alaskan Native
[ B-Asian | |
[ € - Black or African American
[] D - Native Hawaiian or Other Pacific Islander ~ Living Arrang
E - White Living Arrang t: [Own Home ~]
LI F - Unable to Determine Caretaker Name:  [Hillary Baker |
Ethnicity: |N0t Hispanic or Latino ~ Relationship: |Self v|
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e Tabsand Sub Tabs are used on the general information screen.

e There are several required fields on this screen. Gender, SSN, County of Service, Client, Refused to
Provide Race, Ethnicity, Race and Living Arrangements. First and Last Name is mandatory. If the field
has a * beside it or if it is yellow, it is mandatory. Please do not form the habit of completing only
mandatoryfields.

e The Participating as Child checkbox is computer generated based on the birth date of the child (from

1 day up to the child’s 18th birth date).

e The Minor Parent checkbox should be selected when you have a Participating as Child, either
male or female (under 18) who has a child. Checking this box for males helps insure that minor
male parents are included in the CANF/FAST as caregivers.

e The Pregnant Foster Youth box is checked when you have a Participating as a Child female (under
18) who is pregnant. Minor Parent can also be used in conjunction with Pregnant Foster Youth.

- Pregnancy End Date will be accessible only if Pregnant Foster Youth is selected.

< Future date is not valid.

- After a date is entered, select the reason from the drop down menu; then enter the end date
for the pregnancy.

e Aclient’sinvolvement cannot be end dated until placements are closed for that client.

e The First and Last Name fields must be completed. If you do not know the name you can put

Unknown. The Unknown entries should be changed as soon as the information is gathered.

e If the SSN is unknown, a pseudo SSN will be assigned by clicking the Pseudo SSN button (on the

right side of the screen). All pseudo #'s begin with 850. Pseudo numbers should be replaced with the

correct SSN as soon as possible.

e County of Service should always reflect where the client is receiving services. If a child is taken into
care and placed in another county, the County of Services field needs to be updated to reflect the

child’s resident county or county of placement.
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Client/General Info Screen: Race/Ethnicity/Living Arrangement Sub Tab

Race / Ethnicity / Living Arrangement | Birthplace / Citizenship / Language | Characteristics | Adpt Char | Criminal Info

~ Race | Ethnicity ~ Tribe
Client Refused to Provide Race ~
Race (Check all that apply): h
[ A- American Indian or Alaskan Native I:I
[ B-Asian | |
[ C-Black or African American
[] D - Mative Hawaiian or Other Pacific Islander . Living Arrangement
B4 E - White Living Arrangement: [Foster Family Home -]
L] F - Unable to Determine Caretaker Name:  [Justin Johnson |
Ethnicity: |Nm Hispanic or Latino j Relationship: |N0 Relation LI

e If a client refuses to provide their race, the Yes radio button should be selected. If yes, the Race
select boxes are not accessible.

e Check all race categories that apply to the selected client. If Unable to Determine is selected, no
other category will be accessible.

e Unable to Determine should be used for race or ethnicity ONLY IF the client is very young or is
severely disabled and no one is available to give you that information. You will receive an information
message box if Unable to Determine is selected for either of these fields.

e If American Indian or Alaskan Native checkbox is selected, the Primary Tribe field becomes
mandatory and the rest of the Tribe Grouping fields are then available. There is an extensive set of
federal and state legislation related to tribal membership and jurisdiction, so it is critical that you ask
about and document whether the family is claiming Native American heritage.

e Living Arrangement must be entered. Living Arrangement, Caretaker Name and Relationship must be
updated if the situation changes.

e Living Arrangement should reflect where the client is currently residing.

e Caretaker Name should be the name of the primary caretaker of the client. If the client is an adult
and responsible for him/herself then it should read Self.

e Relationship should show the relationship of the caretaker to the client. ‘Self’ may be selected
for adult clients.

e If a child is taken into DHS Custody, the Living Arrangement fields should be kept updated to reflect
the current placement. A window will pop-up after the placement has been approved for you to

up- date this screen.
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Client/General Info Screen: Birthplace/Citizenship/Language Sub Tab

| Race / Ethnicity / Living Arrangement

+ Birthplace

| Birthplace ! Citizenship / Language |Characteri9tics |

Hospital: |

City:

State:

~ Citizenship

Citizenship/Alienage:
LS Citizen [~]

| Criminal Info |

Language Information
Primary Language: | =]
[C] Need Interpreter
Other Languages Spoken/Need Interpreter:

Child Welfare Goals
( National Goals of Child Welfare: |

o |

e The Citizenship/Alienage field always defaults to US Citizen.

e Primary Language is a mandatory field. You must complete the Primary Language if any changes are

made on the Client Gen Info. Screen or any of the tabs located on the screen. If you click on the

Change button without completing the Primary Language field on the

Birthplace/Citizenship/Language tab you will receive an error message.

e If English is not the client’s first language, please select their other language(s) from the select box.

e If the client needs an Interpreter, the
check box beside Need Interpreter

should be checked.
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Client/General Info Screen: Characteristics Sub Tab

@ Client Information | Address / Phone # | AKA / Marital / Military | Employment | Education |
Client Involvement
*Start End Reason ) Non Participating Member In Household Payee Add
04/20/2010 00/00/0000 [+] [E [l El
o Change
~ Client
Prefix: *First: Middle: *Last: Suffix: County of Service:
| | PEFFREY i | [GRIFFIN || | [Jefferson (Pine Bluf) [~]
Gender: [Male  [+] Date of Birth: [05/15/1996] Age:14 [¥]
S5N: 850-39-3475 | (Mot Verified) Date of Death: | 00/00/0000 [E ! E'
Eye Color: I:E Religion: | El
Hair Color: :l Distinguishing Characteristics:
hoight: [ ] | |
. Pseudo SSN
Weight: [ ibs.[ |0z Email Address: | |
| Race / Ethnicity / Living Arrangement | Birthplace / Citizenship / Language |{:
[C] Sensitive Infarmation on File [7] Client Unable to Locate
Strengths Physical/Medical
Select... Select...
Behavioral/Psychological
Select...
=

e Characteristics — At least Strengths should be completed on this screen for every client, including
adult clients. If you cannot locate a client, check Client Unable to Locate checkbox.

e Sensitive Information on File indicates whether there is sensitive information about the client on
a paper file.

e Physical/Medical field is an AFCARS element for children in foster care. Nothing should be selected
here unless the worker has documentation to confirm the physical/medical problem.

e Behavioral/Psychologicalfield — The worker should select all Behavioral/Psychological characteristics

of a client.

Client/General Info Screen: Adoption Characteristics Sub Tab
Race / Ethnicity / Living Arrangement | Birthplace / Citizenship / Language | Characteristics  Adpt Char |Crimina| Info |

Age J |Gender _I |Race J |No. of Children J
Physical Conditions Education
| Select... | Select...
Behavior Special Needs
| Select.. Select...
Other
Select...

- Adoption Characteristics are locked until a child has been removed from the home. Adoption
characteristics should be completed on every child in foster care. It is extremely important for these

characteristics to be completed if parental rights are terminated.
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Client/General Info Screen: Criminal Information Sub Tab
Race / Ethnicity / Living Arrangement | Birthplace / Citizenship / Language | Characteristics | Adpt Char  Criminal Info |

~ Criminal Infor

[ Criminal Record Crime Verified Date: [ 00/00/0000
[ Criminal Check Completed
Description:

« Iftheclient has acriminal record and it has been verified document it on this sub tab.

e Checkthe checkboxif a Criminal Check has been completed on the client.

Workload/Client/Gen.Info./Address/Phone # Tab

& Client Information  Address / Phone # |AKA/ Marital / Military | Employment | Education |

Addresses

Address Type Address Start/End Comment
Placement / i

County: Jeff (Pine B
Residence (If not Rural Route: 1 Box #: 103 08/11/2008
Permanent Home) ANY TOWN, Arkansas

County: Jefferson (Pine Bluff)

Phone Numbers
Phone Type = Phone Number  Extension Additional Information

New...

=
[ ot
et |

Edit...

Delete

Cancel

Address Detail Screen (to add New or to Edit)

Client Address Detail D
~—Address Detail
Address Type: Start Date: End Date: \LI
j 00/00/0000 00/00/0000

Help |

Format
( T Street Address  P.0. Box @ Rural Route ]
Cancel

Rural Route

Rural Route Number: l:l Box Number:

City:  [Any Town | state:  [Arkansas ~|zp: [ - | Zip Lookup
County: [Jefierson (Pine Bluf) ~| Additional Header: |

Comments/Findings:
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e Addressscreen should always reflect the current location of the client.
e When a child is taken into care the address of the placement will automatically populate to the
Addressscreen.

e If the change is permanent, the old address needs to be end dated. There should not be two

permanent entries at one time.

e Ahistory of addresses is kept in the address inset grid on the Address/Phone # tab.
e Clickthe "New" button to add a new address. Click the "Edit" button to edit an existing record.

e Click the Copy button to copy an address to other clients.

Phone Detail Screen (to add New or Edit)

Type: | ~| Phone Number:[[ ) - | Ext: | |

Additional Information: Help |

Cancel |

e Current phone numbers should be kept on this screen.

e Alist of phone numbersis kept in the phone number inset grid on the Address/Phone # tab.

e Listall of the different types of phone numbers.
e Clickthe "New" button to add a new phone number. Click the "Edit" button to edit an existing record.

e Deletetherecordif phone numberand type are no longer current.
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Workload/Client/Gen.Info./AKA/Marital/Military Tab
 Client Information | Address / Phone #  AKA / Marital / Military | Employment | Education |

AKA

Type Name New.

Edit...

i

Marital / Cohabitation
Begin Date End Date # of Children Spouse/Other Name Status New.

Edit...

i

Military Information
Branch From Date To Date Discharge Status 1D New.

Edit...

Cancel

AKA Detail Screen
77 Client AKA Detail

-AKA Detail
K
Tvoe: [REERSNSN -
Help
Prefix: First: Middle: Last: Suffix:

{58 R

| | | | | | | | | | Cancel

e Listall aliases of client.

¢ Include nicknames and maiden name if applicable.
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Marital Detail Screen

Client Marital Detail

~—Marital/Cohabitation Detail

Begin Date: [00/00/0000 End Date: [00/00/0000 Number of Children: |:|

Spouse/Significant Other

Help

0K |
[ ]

Cancel |

Prefix:  First Name: Middle Name: Last Name: Suffix:

e Keeps a history of all relationships on the Marital/Cohabitation inset grid on the

AKA/Marital/Military tab.

e If aclient changes relationships this screen should be updated. The old relationship should be end
dated (Edited).

e Document any cohabitation relationships and/or marriages.

e Click the "New" button to add a new marital/cohabitation relationship. Click the "Edit" button to

edit an existing record.

Military Detail Screen

Client Military Service Detail

Military

Branch: (R -] (" |

From Date: [00/00/0000 Help
To Date: 00/00/0000 &

Discharge Status: | -

ID: |

e Keeps a history on the Military Information inset grid on the AKA/Marital/Militarytab.
e Click "New" button to add a new record. Click "Edit" button to edit an existing record.

e Should always reflect current status if client is in the military.
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Workload/Client/Gen.Info./Employment Tab

|_ifhenf1n!ne-dion | Addess s hsne | Ak 1 Marive § Mittery W|Eﬁm|

Employmant Histary

Emghoyer Narea Address erupation Start | knd Comsment
BT

Employee Detail Screen

Client Employment Detail

~—Employer

Name: | ‘ Phone: |( ) - ‘ Extension: I:I |LI
~Supervisor Help
Prefix: First: WMiddle: Last: Suffix:
| | | | | | || Cancel_|
~Employer Address
Format
(  Street Address  P.0. Box " Rural Route J
Street Address
Street No.:  PreDir: Street Address: Suffix: PostDir:
- ‘ - -
|UnitType: Unit No.:
City: | | State: ‘ j Zip: ‘ - |
County: | LI Additional Header: |
Comments: ‘
—~Or

Title/Position:

Work Schedule: Start Date: [00/00/0000
End Date:  [00/00/0000

[ Shift Work 1 Full Time

e Keeps a history of employment on the Employment Tab.
e Click "New" button to add a new record. Click "Edit" button to edit an existing record.
e Ifthe employment ends, the end date should be added to the record.

e There may be more than one active employment at one time.
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Workload/Client/Gen.Info./EducationTab

5 Client Information

Address / Phone # | AKA / Marital / Military | Employment

Education

Education History

School

Status

Last Updated

Edit...

Print...

Education

No Docs

Cancel

No Records I

Select Edit to view All Education Information

Education Detail Screen

Client Education Detail (Client Name: Wrinkle, Miller)

Last Updated By:
™ YVouth Advisary Board Member
~—School Information

Last Updated Date: 00/00/0000

Name: [WlLI< Elernentary

| Phone: [B70) 555-5555 | Extension: [

Help |

Foster Care Liaison: [

] Name of Last School Attended:|

~School Address

Forma

it
© Street Address

Cancel

ACT Test Scare: l:l ACT Test Date:

£ P.0. Box  Rural Route J
Street Address Some Useful Links...
Street No.: PreDir:  Street Address: Suffix: PostDir:
K12 Schouls
Faeg N ] Wondrow - -
Unit Type: Unit No.: Colleges/Universities
=11 | City: [Enytown | State: [Arkansas Blzie: fo222. ||| | FESSE—
County: Jeftarson (Pine Bluff) 'I School District: ‘Dnl\avway Schaol District L!
Header: | I C I | AR Financial Aid System
“Educatl
Current Grade | evel:|Grade 4 vI Grade Last Completed:|Grade 3 vI
Education Status:  [Attending | Last Attended Date: 00/00/0000 |

Special Education Infi
{ Client identified in need of Special Education?: T Yes © No_ | |:|]
Client identified for gifted or advanced classes in past or present?: [T Yes © No |
Strengths: Needs: ‘

¢ 1 Court Ordered Juvenile Safety Plan

0/00/0000 |

|pooo/o0o0

fio/o0/m000

- Keeps a history of education on the Education Tab.
e Click "New" button to add a new record. Click "Edit" button to edit an existing record.

« Needs to be completed on every Participating as Child client. This information populates to the CFS-
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6007 (Placement Plan — Provider Information).
« Needs to be updated if a child is taken into care and has to move to a new school.
- Ifschool does not change but grade level does, update the record instead of adding a new one.
e Complete the "Court Ordered Juvenile Safety Plan" grouping when a Written Order of Protection is issued

by a Judge.

Workload/Client/Summary Investigation View

., [Read Only]-Client Summary - JONES-HH - Jones-Hh, Rodney [ ]
Client i
CHRISID# 3073096 ‘County of Service: Race: Client Refused to Provide Race: © Yes & No i
Name: Jones-Hh, Rodney Jeffersan (Pine BIUff) [ American Indian or Alaskan Native
SSH: 614-72-1234 Cifirensia lI: Native Hawaiian or Other Pacific Islander Change
. ) Asian
Deterar Bl OoR 500 o2 7 [ Black or African American
Gender: Male Ethnicity: ¥ white Delete
School: AnyTown Elementary Mot Hispanic or Lating [ Unable to Determine
Grade: Grade 1 Clear, |

(—Current Location
Address:
[Type: Placement / Provider ~ Start- 08/13/2008

[214 E HOADLEY Road
HITE HALL Arkansas 71602

ICounty: Jefferson (Pine Bluff)

Phone:{ ) - Placement Service: Foster Family Home Placement Start Date: 00/00/0000
(—Court
Court #: Date of Removal: 00/00/0000
Official Custody Status: Adjudication Status: Adjudication Date:

Custody Begin Date: 00/00/0000

Last Hearing Next Hearing
[T“”: Bl an/votRe J [va Date: 00/00/0000 J Sins)

Case View

X

""Client Profile | Current Location | Court Info | Client's Caselnfo |

Client Inf i Add
CHRIS ID# 3073098 County of Service: Race: Client Refused to Provide Race: © Yes  No
Name: Jones-Hh, Rodney Jefierson (Pine Bluff) [ American Indian or Alaskan Native Change
SSN: 611-72-1234 Citizenship: F Native Hawaiian or Other Pacific Islander |

| § Asian

Date of Birth: 05/15/2001  Age: 7 I Black or African American Delete
Gender: Wale Ethnicity: ¥ wnite

school: AnyTown Elementary NotHispanic or Latina I Unable to Determine CGlear
Grade: Grade 1

IV.E/Medicaid
Eligibility Determination: Medicaid Case#

Medicaid Category

Not Eligible Reason:

Determination Date: 00/00/0000 Medicaid Begin Date 00/00/0000
Eligibility Status Begin Date: 00/00/0000
Eligibility Status End Date: ~ 00/00/0000

Medicaid End Date  00/00/0000

Medicaid Redet Date 00/00/0000

Eligibility Redet. Date: 00/00/0000
Eligibility Redet. Due Date:  08/13(2009 Med Redet Due Date 08/13/2009
O Claimable O Non Claimable

Cancel

e All of the Client Summary screens are “Read Only”. To make any changes or to add missing data you
must go to the appropriate CHRIS screen.
e The Client Summary screen in Investigations has only one tab, Client/Summary. It includes general

Client Information, AKA’s, Language, Medical Coverage #, and Current Location, Court information
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and Hearing information.

e The Case Client Summary screen has four (4) tabs. Each tab represents a new screen with additional
information:
e Client Profile Tab — General Client Information is pulled from the client General Info screen, Medicaid

information pulled from the Eligibility screen and Case Type and Status pulled from the Case

Summary and Court Status screens.

e Current Location Tab — Current address information is pulled from the Address/Phone # tab on the
Client General Info screen or from the Placement screen (if the child is in care), Living Arrangement
information is pulled from the Race/Ethnicity/Living Arrangement sub tab on the Client General Info
screen.

e Court Info Tab — Custody and removal information is pulled from the Removal screen and Court

hearing information is pulled from the Court/Detail and Child screens.

Client’s Case Info Tab — Case summaryinformation from the Case Summary screen, Client Relations info

from the Client Relations screen and Case Plan information from the Case Plan/Plan Goals screen.

Workload/Client/Relations

e TdUUTISTIpS ;I
Add
Assoc. Client Name Relation Start Date  End Date PRFC =
Doe, Jane Mather (Biological)
other (Biolog cal) 000000 |000000 | V| G
Delete
Clear

Balati

—F ti

hip Infor

Associated Client: Relation: Client:
|Doe,Jane LI is the |M0ther {Einlogical) j of Doe John

Date:
Family Household Composition: Start:  pooo0o
(If foster care placement, at time of removal not after removal)
i [l
The Associated Client is the PRFC of Client:  |® Yes © Mo Eud e
Refer to Child Support Enforcement: [T Yes © Mo OCSE Referred Date:

Date Entered: 00/00/0000 How Verified: | | }
|

Fnterad Rv: Cnmments: |

o

The Relations screen must show how every client is related to every other client.

e The person you are making the relationship to is the client in focus. The person you are relating is the

Associated Client.

e The PRFC (Person Responsible For Child) must be in the “Same” household. If the child is in foster
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care, “Same” should reflect the household at the time of Removal. The Date of Birth must be entered

on the Gen Info screen for every PRFC. Every child must have at least one PRFC in the same

household before the child entered care. This is an AFCARS element. On this screen, Household

does not change when the child enters care.
e If worker enters a relationship to an associated client and clicks Yes on “The Associated Client is the

PRFC”, then CHRIS looks on the General

e Information screen of the Associated Client to see if a @ T TV

date of birth has been entered. If the date of birth has

not been entered, a CHRIS alert will appear. To enter a

date of birth click Yes and a response window will appear. If you do not know the date of birth, click

No on the CHRIS alert box.  [EI L S
@ Mo Duate of Birth on the PRFC. %ould pou like to ente _

No | Enter Date OFf Birth: IDDfDDfDDDD

e Enter a Start and End Date only when parental rights are terminated. The Start Date should be the
date the relationship started (i.e. the child’s birth date). The End Date is the date that the court
terminated parental rights.

* Relationships are populated to the other client Relations screens. If worker enters a relationship that
does not match an already entered relationship a warning message will appear.

e Information from this screen populates to the Report to PA and the Family Strengths, Needs and Risk
Assessment.

e Relationship screen must be completed before sending the Completed Medicaid/IV-E Application
(CMA) to the Eligibility Unit. This info will populate to part 2 of the CMA and will determine which

household members’ income and assets will be included in determining the child’s IV-E eligibility.
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Workload/Client/Finances/Eligibility

M Foster Care Determination - GRIFFIN - Griffin, Jeffrey
~Removals

Date Removed Date Child Left Care Eligibility Determination Elig Status  Elig Status MNot Eligible Reason

Determination Date Begin Dt End Dt

~5 ry of Claimability / Non-Claimability Information

Begin Date End Date Claimability Funding Provider Name Provider Service Split Split Flag so

Status Source d Flag Date

00/00/0000
l | [T +
*split Flag ="Y" - ider considered Clai le during specified period

~Non-Claimability Information Reason(s)

Begin Date End Date Claimability Status Non Claimable Reason Source Begin Transaction End Transaction

Date Date

IV-E
History ...
Cancel

e The Eligibility Determinationis “Pending” until the CMA is submitted showing the child is Eligible or Not

Eligible.

e Updates automatically by nightly CronJobs and when the Eligibility Unit submits applications.

e Should always reflect current IV-E information.

e “Read Only” to DCFS workers.

Workload/Client/Finances/Income

5

Entered By:
[

Revised 05/22/2019

—l Infori
Add
Income Type Monthly Amount Start Date End Date Entered By
Delete
~Inc C!ear
Duration
Type: = Start Date: [J0/00/0000
i S5k-Supplemental Security Income &
mount: Support from Parent/Spouse - H= End Date:  J0/00/0000
—Payee — TEA - Transitional Employment Assistance
Prefix: | 1PS Last: Suffix:
l:l Unemployrment Compensation _| | | |
Unemployrrent Insurance (Private) DHHS
Oalati 1 s Payes Histon
F T T s —_—
Date Entered: 00000000 How Verified:| =l
Commems:|

o
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e  Click the Clear button to add a new record.

e This screen is client specific. Income should be recorded under the client to whom the money is being paid.

e Date Entered and Entered By will automatically populate.

e Start and End Dates should correspond with the income.

e Keepsa history of all income.

e This screen must be completed for members of the removal household before Completed Medicaid Application
is sent to Eligibility Unit in CHRIS. This info will populate to Part 3 of the Completed Medicaid Application for
certain related members of the removal household.

e The DHS Payee History button has a history of DHS being payee for Program Assistant and SSI

e Canonlybe entered by Eligibility Unit.

e FSW canread history.

Workload/Client/Finances/Debts
_L i[Read Only]-Debis [ Expenses - BOONE - Boone, Tina

~Debt/Expense List Adid |
Debt Type Date Incurred Original Amount Currently Owed Monthly Payment En
Delete |
Clear |
i | 3
—Debt/Expense Amount OCSE
Payments
oe: | = | originat
To Whom: | | Currently Owed:
Date Incurred: |00/00/0000 End Date: |00/00/0000 Monthly Payment: 5.00
Date Entered: 00/00/0000 How Verified: | |
Entered By: Comments:
Cancel

e Informationshould be entered under the client who is legally responsible for the payment of the debt.

e Click Clear to add a new record.

e DateEntered and Entered By automatically populate. Keeps a history.

e This screen must be completed for members of the removal household before Completed Medicaid Application
is sent to Eligibility Unit in CHRIS.

e If OCSE is collecting Child Support payments, collections display when the OCSE Payments button is clicked.
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Workload/Client/Finances/Assets

—D te T
Add
Date Entered Asset Type Balance Value Cash Value Location Name Ent|
Delete
4] | 14 Clear
—~Asset Informati Value =t
Ty - ]
: Autormabil frecd
iy S Cash =
Location: Bank Account
Date Entered: Boat/RY = l:l
Bonds
e Farm Eguipment
. Horne -
Start Date: 0/00/0000
r—..Asset Verification Informati e ;I

e Click Clear to add a new record.

< Informationshould be entered on client to whom the asset is registered.

e Regular and dedicated trust fund information is downloaded nightly into CHRIS. Trust fund amounts for children
in foster care cannot exceed $2000 or they will lose their Medicaid eligibility.

e When the Trust Accts Details button is clicked, the DHS Foster Care Trust Transaction by Client appears and
gives a history of the transactions in the trust fund, including requested holds, and the current balance. It shows
the date of the transaction, the activity/account, amount and the running balance. There is also a Print button to
print the report.

- Date Entered and Entered By automatically populate. How Verified must be selected by the worker.

e The Cash Value field is the only value field available for update.

- Keeps a history.

= This screen must be completed for members of the removal household before Completed Medicaid Application is

sent to Eligibility Unit in CHRIS. This info will populate to Part 4 of the Completed Medicaid Application.

Workload/Client/Finances/Applications

J%@&

‘whorkload Cliznt Finances  Applications It App  ZMIV-E App ReDet/CHGE

These screens are Medicaid/IV-E Applications that are found only in Case screens. The screens include an Initial
Medicaid Application, Completed Medicaid/IV-E Application and a Re-Determination/Changes screen. NOTE: CHRIS

automatically sends the Initial Medicaid Application to the Eligibility Unit when the Placement screen is completed
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(Placement/Place/Recommend). The worker must complete and “Send” the Completed Medicaid/IV-E Application

within 7 working days of the child’s first placement.

Workload/Client/Status

STATUS | EE ﬂ

Custodian Status Begin Date End Date
Custody 10f26/2006

Delete

i
= £
= =
17)

Clear

~——CUSTODY
DHHS CUSTODY [ 372 Hour Hold

¢~ Since Child Not in DHHS Custody, Court Awarded Custody To:

0 0 | 7 ‘

O

Dates: Begin Date : [10/26/2008 End Date : 00/00/0000

e Shouldreflect current custody status.

e Keeps a history.

e Aclientshould never have two open status entries.

e Statusinformation populates to this screen when a child is removed or returned home.

e This screen can also be viewed under Workload/Court/Status. The information is populated to both Status

screens at the same time.

e Usethis screen to end date a Removal if the child returned home without being placed.
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Workload/Client/Medical/History

Steps to ensure Continuity of Health Care Services:

= Add
e Change
How State actively consults with and involves physicians or other appropriate Medical/Non-Medical Professi Is in
ing the child’s health and well-being in determining appropriate dical tr for youth:

Delete

Clear

Medical Conditions:

¥

Edit

Drug/Alcohol Problems:

Special Conditions:

Allergies (Food, dicati or envir: tal):

Special Diets:

Medical History:

(Prenatal and labor plicati birth, develop il idh or illnesses requiring hospitalization)

Cancel

- Needsto be updated on an ongoing basis.
 Allknown medical information should be documented on this screen.

e COR Element #32 is pulled from this screen. Documentation in the Medical Conditions field and the Medical

History field is required for compliance on this element

 The Steps to ensure Continuity of Health Care Services, How State actively consults with and involves physicians
or other appropriate Medical/Non-Medical Professionals in assessing the child's health and well-being in
determining appropriate medical treatment for youth, and Allergies, fields are all mandatory.

- CFS-6007 Placement Plan-Provider Information (Medical Passport) pulls information from this screen.

e Check for spelling and grammatical errors.

e Usethe Zoom Box feature to see the entire field.

- Insome areas, the DCFS Health Specialist completes this screen. If this is true in your area, the FSW is still responsible

to update this screen as new information is learned.
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Workload/Client/Medical/Psyc Func

m Psycholagical Functioning - GRIFFIN - Griffin, Jeffrey

~—Psychological F ioning Add

Psychological History:

Change

Delete

Clear
Diagnosis:

Edit
Recommendation:

l Cancel ‘

e This screen allows Children and Family Services staff to record the Psychological Functioning of a client.

e If auseris aware of a client’s psychological problems, information about the Psychological History, Diagnosis and
Recommendation is captured here.

e The caseworker should key this information from the client’s mental health records provided by the facility

where the client received services.

Workload/Client/Medical/Med

e Document all medicine prescribed to a child in

Medication Name Date Physician Name

08/18/2009

\_,,
B
g

Change DHS custody here.

Delete

e Click the Find button to locate the prescribing

Clear

|»

[’::S—“;;: ‘ Date nfpmsmipniuT RN —ITI physician.
Reason for and Oversight of Prescriptive Medicine(s): . . Keeps a history of all medications.
ind...
—Prescribing Physician Information b |nC|uded on the CFS'6007 Placement Plan'
Name
[dd J Placement Provider Information (Medical
Passport).

Phone

[_( Bo= Extension: J | |

Pharmacy
(Name: | l Cancel

:

Revised 05/22/2019



Family Service Worker
M IdSO UTH CHRIS Orientation and Navigation Desk Guide

Workload/Client/Medical/Shots

1 izations ﬂ
Add
Immunization Type Doctor! Clinic Date Due
I Change
Delete
Clear
Edit
—Immunization Infermation
Type: i
DTaP Dose 1 I
Date: DTaP Dose 2 [ r Next:  [J0/00/0000
Doctor/Clinic: BkakDnseey
DTaP Dose 4
Hepatitis B Dose 1
Hepatitis B Dose 2 = =

e Keeps a history of immunizations.

e Should be kept current for all children in DHS custody.

¢ Included on the CFS-6007 Placement Plan-Provider Information Report (Medical Passport).
Immunizations records should be obtained from Department of Health office or family physicians if
PRFC does not provide records. Document your request for immunization records on the Doc

Tracking screen (Workload/Other/Doc Tracking).

Workload/Client/Medical/Med Visits

Fua

—Medical Visits
Visit Date Medical Visit Reason Provider Name Change
__
Delete
. L Clear
Visit Date: (00/00/0000| Time:|00:00 | @ a.m.© p.m. Result Of A Comprehensive Health A t Recc dation? ()
Reason For Visit EiLi
@isit Reason : | El [T] child Was Accompanied By Foster Parent? J =
Address Provider Details [
Phone ( ) - Extension: 'F'A "N ]
Cc ts (include how medical information will be updated and appropriately shared): \!
ﬂ ” " NoDoes
A Qualified Professional Conducted a Clinical Assessment of Foster Child and Determined Medig
Emotionally Disturbed Physically Disabled Other Medical Condition \
Select... Select... Select...
\ No Docs )
Mental Retardation Visually/Hearing Impaired Other/Specify:
Seic Seic
Cancel

e All medical visits should be documented on this screen.
e Disability information should be completed after a child has been examined by a qualified
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professional and has been diagnosed with a disability.
e Click the Find button to find the resource where the visit was completed.
e Click on the Pace Records and the Medical Records buttons to view records that have been scanned
into the Edcotus records. No Docs will appear under the button if there are no documents available.
e Three COR Elements are pulled from this screen.

o COR Element #29 — Children entering foster care due to severe maltreatment or evidence of acute
illness or injury receive Initial Health Screening. The Visit Reason must be ‘Initial Health
Screening’. The Visit Date and Time should not be greater than 24 hours from the removal date
and time (Workload/Removal).

o COR Element #30 — Children entering foster care receive Initial Health Screening within 72 hours.
The visit reason must be ‘Initial Health Screening’. The Visit Date and Time should not be greater
than 72 hours from the removal date and time (Workload/Removal).

o COR Element #31 — Foster care children have Comprehensive Health Assessments completed
within 60 days. The Visit Reason must be ‘Comprehensive Health Assessment’. The Visit Date
should not be greater than 60 days from the removal date (Workload/Removal). UAMS
personnel will enter the Comprehensive Health Assessment into the system. However, it is still the
responsibility of the primary worker to make sure that the information has been entered in the
correct time frame.

e The UAMS Foster Care Project will enter Comprehensive Health Assessment Recommendations

(CHA).
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Workload/ CIient___/_ Me__dical/ Med Visits/CHA

Medical visits ! |
~—CHA Recommendation:
Random Review Recommendations Comments = How
Medical
I Medical M272006 Priority 1. See Primary Care Physician for folli
| | (117277200 |
Random
Review
—CHA Recommendation Outcome:
Status Date Outcome
Hew
Status: | ~|  Status Date: | 12/22/2005
Outcome {ldentify Provider and Services):

e Informationon this tab can only be entered by the UAMS Foster Care Project.
e Recommendations and their outcomes from the Comprehensive Health Assessment are captured.
e When the worker gets CHA ticklers, they will remain on the tickler list until follow-up

appointment(s) are documented on the CHA tab in the Med Visits screen.

Workload/Client/Medical/Psyc. Eval

— Evaluati <
Add :I .
Evaluation Date Agency Name Evaluator Name After a client has a
I
" Psychological Evaluation, enter
Delete
p— information provided by the
Exaluating Jlimriiation Mental Health Provider.
Date: Edit
Agency Name: | Document receipt of
Address
ﬁ“’"“a‘ﬁ ‘ Psychological Evaluation on
@ Street Address
= .
—Tests Document Tracking Screen
§elect...|
= (workload/Other/Doc Trkg)
4 »
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Workload/Client/Medical/Insurance

§¢Medical Coverage,/Insurance

(—Insurance Information

dd

Address

Format
) Street Address

——————

-

A
Number Policyholder Name Begin DateEnd Date 4|
A700E35202 03, 5 Change

Delete
Clear |

Insurance Type: Other Medical Coverage: = Edit |

[Medicaid -1 [

Medicaid Category : |D1-ARK|d5 B LI Medicaid Redet Date: |J0/00,/0000

Insurance Information

Company/HMO: Number:

[ prone3s-20z |

Begin Date:  [03/01/2005 End Date: [00/00/0000

Medicaid
History

Cancel |

e Insuranceinformation should be entered on clients.

e Information should be kept up-to-date. If information changes, the old information should be end dated and

the new information should be entered.

e The AMIS Command button displays medical services that have been billed through Medicaid.

e The Medicaid History button displays foster care Medicaid history for a child prior to the Eligibility redesign.

e Only the Eligibility Unit can enter Medicaid information

e This screen must be completed for members of the removal household before Completed Medicaid/IV-E

Application is sent to Eligibility Unit in CHRIS. This info will populate to Part 4 of the Completed Medicaid/IV-E

Application.
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Workload/Client/Abs. Parent

i¢|Absent Parent Information | | ]
Child's Name Last Pay Child Support Legal Status Legal Status Adid ﬂ
Amount Date Type ==
oo ||
Delete
Children of Absent Parent =
Clear
~Legal Infori
Legal Order Number: l:l Legal Status Date: [0/00,0000
Legal Status: | j
Legal Order County: Legal Order City: Legal Order State:
~—Child Support Information
Support Provided \ |
Child Support Amount Ordered: Amount Indicator: | = |-
Payment Frequency: \ '| =
1 »

¢ Informationis entered under the client who is the absent parent. (Must be in as a Client to show up on this screen.)
e Aseparaterecordis created for each child that has an absent parent.

e Allknown child support information should be entered for each child.

Workload/Client/HSA/Health and Safety Checklist

(2 Health and Safety Checklist |© Satety Planning | () Risk Assessmant |

ient Name

Case Id Case Open Date Asse: Date Seq Nhl‘
— — . Al
R v T i

Changel
Delete

Total HSA Checklist Count: [ 1| Clear |
—— Health and Safety Checklist =
™ unable to Locate Family Date: [ 05202014 = Time:
1. Caretaker(s) behavior toward child{ren) is violent or out of control. if yes, explain:  Yes & No

2. Caretakeris) describes or acts toward child in predominantly negative terms or has extremely unrealistic expectations. If
yes, explain.

3. Caretakeris) caused serious physical injury to the child or made a plausible threat to cause severe physical injury. If yes,

‘f‘Yes(:Mn

[ = —
explain L B
4. Caretaker(s) Explanation of the injury is unconvincing. If yes, explain. ‘(" Yes * No T
5. The family refuses access to the child, or there is reason to helieve the family is about to flee, or the child’s whereahouts ‘(‘ o BT Print
s & No

cannot be ascertained. If yes, explain.

| Help |
6. Caretakeris) has not, cannot or will not provide supervision necessary to protect child from potentially dangerous harm.

If yes, explain. ‘(‘ e Cancel

7.Caretaker(s) is unwilling or unable to meet the child’s immediate need for food, clothing, shelter and/or medical or
mental health care. If yes, explain.

‘rYes(:Nu

e Mustbe completed on all clients who are Participating as Child.

e Must be completed within two working days of the investigation initiation.
e Must be completed before a case is opened.

e Canbe copied from one client to another.

e Click the Print button to print Health and Safety Checklist.
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Workload/Client/HSA/Safety Plan

{71 Health and Safety Checkiist  (5)Safety Planning |0 Risk Assessment |

Client Id Client Hame Case ld Case Open Date Asse it Date Seg Nbr| ‘ R
Change
Delete
Total SafetyPlanning Count: [ 1| Clear |
—FPr ing Interventi I
Date: [ 05292014 = Time: [ 00:00 READ-ONLY
1. Was a written, supervisor-app | pr ion plan developed with and provided to the family to address identified T ¥es Mo
safety factors thereby allowing the child to remain safely in the home?
If a written pr ion plan was developed, please d ihe the el of that pr ion plan in the fields below:

* Date plan was put into place: DDIDDIDDDD =

« Actions taken to protect the child from each identified safety factor and Who is responsible for implementing each action listed:

! -

+ How plan will be monitored (e.y., frequency, duration, by whom, etc.): -

e Mustbe completed on every client who is Participating as Child.

e Health and Safety Checklist must be completed first.

e If the Health and Safety Checklist is answered with all No’s, the Safety Plan will default to ‘Safe’ and the worker
will not be able to enter information.

e If aprotection planis developed, it must be documented in the Safety Planning screen within 48 hours of the
investigation initiation, excluding weekends and holidays.

e Ifareasonable protection plan cannot be developed, and the child is removed from the home. The removal must
be documented in the Safety Planning screen within two working days.

e If any other actions were taken or services put in place to ensure safety of the child victim or other children in
the home, then these activities must also be documented in the Safety Planning screen within two working
days of the investigation initiation.

e Click Print button to print the Safety Plan report.
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Workload/Client/HSA/Risk Assessment

| @ Heath ang satety Checkiist | () satety Planning | @) Risk Assessment |

Client Id Client Name Refer Id Refer Date Case Id Case Open Date _Assessment Date | Add
’ 4JON FORRESTER 1225851 02012007 [ | 00000000 021212007
Change
Delete

Date: | 02122007 |-= Time: 09:52
—— Neglect Ab
1. Current Report is For Neglect

2 ictear]

1.Current Report is For Abuse

2. Number of Prior Assigned Reports: 2. Prior Assigned Reports: @ a. None A
One . Abuse Report(s) =
Two or More . Sexual abuse Report(s)

3. Number of Children in the Home: Two or Fewer  Bothbandc

Three or More || | 3. Prior CPS Service History:
4. Number of Adults in the Home at the time of or More

4. Number of Children in the Home:
Report:

One/None
5. Age of Primary Caretaker: or Older 5.C
@) 29 or Younger :

6. Characteristics of Primary Caretaker (Check All that apply):

ker{s) Abused as Child(

6. Secondary Caretaker has a Current Substance
Abuse Problem.

[Z] Not Applicable [C] Lacks Self-Esteem
. A [7] Alcohol Abuse Problem [ Drug Abuse Problem
Lacks Parenting Skills [ Apathetic or hopeless
7. Primary C. ker | Ived in harmful Relationship 7. Primary OR Secondary Caretaker Employs Excessive
and/or Inappropriate Discipline
@ No 8. Caretaker(s) has a History of Domestic Violence: ) Yos @ No
 Yes, but not a victim of domestic violence k! ¥
@ icti e Vit 9. Caretak is a Domil ing P t: =
_! Yes, as a victim of domestic violence aretaker(s) is a Domineering Paren @ Yes ) No il
PR teas i P « Cub PR

e Mustbe completed on every client who is Participating as a Child.
Must be completed within 30 calendar days of the receipt of the child maltreatment report.

If a case is opened and no Risk Assessment has been completed, worker must complete this baseline risk

assessment.
e Mustalways complete both the Neglect side and the Abuse side.

To ascertain the answers to #2 on the Neglect side (Number of Prior Assigned Reports) and #2 on the Abuse
side (Prior Assigned Reports), must do a Search on the Main Tool Bar.

e Click the Print button to print the selected Risk Assessment.

Revised 05/22/2019



MidSOUTH

Family Service Worker
CHRIS Orientation and Navigation Desk Guide

Workload/Client/Driver’s Lic.

Insurance Coverage History
Driver's Lic # Issue Date Expire Date
00/00/0000 00/00/0000

Vendor Name Policy # Effective Date  Expiration Date Add
L 00/00/0000 00/00/0000
Change
Clear

"Foster Child’s Driver's License Detail

L

Driver License Number:

Issue Date: [00/00/0000

Expire Date: |00/00/0000 End Date: |00/00/0000

Reason for End Date: ’

-

Authorized By: [ |

Positon:[ | Date Authorized: [00/00/0000

~DHS Insurance Coverage
Request for DHS Coverage: B

Reason for Request:

Insurance Vendor: | ‘

Type of Coverage: [ |

Policy Number:

Child's Premium Amount:

L 1

~DHS Insurance Coverage Approval

Insurance Coverage Approval: © Yes O No

Denial Explanation:

Insurance Coverage:

Effective Date: 00/00/0000 Expiration Date: |00/00/0000 End Date: [00/00/0000
Reason for Coverage
End Date:

Help

Child Left Care End Date: [00/00/0000

|

years old or older.

Screen is used to capture details on both driver license and car insurance coverage of a foster child who is 16

e Screen will be read only if the child is not in care or under the age of 16.

e DHS Insurance Coverage section will be grayed out if Foster Child’s driver license information is not entered.

e Foster Child’s Driver’s License Detail grouping is available to workers and Area Manager (security 16).

e DHSInsurance Coverage grouping is only available to Area Managers (security level 16).
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Workload/Client/PRT
e Anemail notification will be sent to the FSW, Supervisor and Central Office Staff on the 15th month leading up to

90 days before the 18th month of Removal Date to schedule Permanency Roundtable Meeting. If PRT
information is not entered timely, a reminder email will be sent to the appropriate staff.
e Thisfocus button houses two (2) new sub-buttons to capture Permanency Round Table information.

e Adialog box will also capture status changes.

Workload/Client/PRT
Status - PRT .

—Select Status =

Creation Date Completed By Status PRT Exists

06/03/2014  [Student TwentyeighlFar | Y |

HE
8|2

Delete

]

Help

e Click the New button to enter a New Permanency Round Table meeting.
e Click the Show button to view an already entered Permanency Round Table meeting.

Workload/Client/PRT/Status

$24 PRT Status - WILSON - Wilson, Olivia - New

[ Creation Date: 05/29/2014 Completed By: Wilson, Robin L (Midsouth/Academy Staff) Case ID: 22407791 Status: Very Good ] Add

Select the child’s CURRENT PERMANENCY STATUS using the descriptions below. Rating must be determined by the Internal
P C in Itation with the FSW and Supervisor.
Please click on the STATUS RATING CHART button for more details. You can only select one

[ 1. Has Legal Permanency (e.g., adoption, legal guardianship, or reunification) with no further state/county involvement |Permanency
only, does not include emancipation? Achieved

2. In a family setting that the child, caregivers and casework team believe s lifelong (e.g., adoption/guardianship/ :
reunification issues resolved. Very Good

[ 3. 1n a stable living situation with own parents (not a trial visit) AND identified safety risks have been eliminated

(but child still in custody of agency). Verycood
Oan a family setting that the child, caregiver and casework team believe is lifelong; a plan is in place to ensure safaty

and stability have been achieved; child (if of age) and caregiver(s) are committed to the plan; and adoption/ Good

guardianship/| ion issues, if any are near resolution.

["] 5.1n a family setting that the child, caregivers, and casewark team believe could endure lifelong; a plan is in place ta
ensure safety and stability are being achieved, and child (if of age) and caregiver(s) are committed to the plan; and Fair
dopti dianshi; i issues, if any, are being addressed.
. In temporary placement (i.e., home, child caring institution or residential treatment facility) but transition is planned
and child is ready to move to identified, safe, appropriate, permanent home that the child, caregivers and casework

Fair
team believe could endure lifelong; a child and family plan for safety and Permanency is being implemented, and e
child (if of age) and caregiver(s) are assessed; and concurrent committed to the plan. Rating
O7n a family setting that the child, caregivers and casework team believe could endure lifelong, and developing a plan Marginal Chart
o achieve safety and stability. Help...
Es.n atemporary placement and likelihood of reunification or permanent home is uncertain, adoption/guardianship
= £ 3 < 2 Marginal Print
issues are being Permanency Plan(s), if any, are uncertain or problematic. min

=R Living in a home that is not likely to endure or is moving from home to home or is on runaway status due to safety and| POOEE
stability problems, failure to resolve adoption/guardianship issues, or because the home is unacceptable to the child. Help

[7] 10. Remains in temporary placement without a realistic or achievable Permanency plan; concurrent Permanency plan(s),|

Poor
ifany, have stalled or failed. Cancel
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e This screen lists Ten (10) descriptions with a matching Permanency Rating. The user can only select one description
per Permanency Rating Status. Once the description has been selected it will auto highlight and generate an overall

Permanency Status. The rest of the screen will be disabled after clicking the Add Command Button. To change status

a hew screen must be created.

e A new Status Rating Chart Help Button that will display a printable chart to assist in selecting the right status

based on the foster child’s needs.

Workload/Client/PRT/PRT

Captures the Youth Connections and Action Plan

Youth Connections Tab

¥#3 PRI Youth Connections/Action Flan - WILSUN - Wilson, Uhivia

Youth Connections |Ac¢ion Plan

Add

[ Permanency Round Table Details:
Permanency Round Table Date:FUIUUFUUUU | Time: |00:UU H'::‘-‘A.M. DPM. TypelLocation: |Z| Change

Prior to the PRT, record the last time the FSW spoke with youth or guardian about the youth’s Permanency options and connections:

 Within the past month ) 4-6 months ago 110-12 months ago ' Unknown

() 2-3 months ago 21 7-9 months ago ) More than one year ago

Does this youth have a positive, permanent connection with at least one adult that both agree will be lifelong? |

If Yes, please list the name of each patential Permanency connection and describe the youth's current/former relationship status with
each contact. (i.e., Mary Jones, older sister; James Tompkins, current football coach; Juanita Valdez, former foster mather).

—Youth C ions:
Name Relation Address Phone Email New Connection
I S
Name: ‘ Relation: | |
e
Phone: || ) - Email: | |

- Captures the last time the Case Worker communicated with the client in focus about his/her Permanency

options.

e Captures positive, permanent connections with adults that both the worker and youth agree will be a lifelong

connection.

e Permanency Round Table Date/Time and Type/Location will populate to the contact screen to create a

Permanency Round Table contact showing that a PRT was completed.
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Action Plan Tab

.ﬁ,ﬂ PRT Youth Connections/Action Plan - WILSON - Wilsen, Olivia

Youth Connections || Action PI

Action Target Completion Person Responsible Follow Up Exists

Permanency Round Table Date: 00/00/0000 Time: 00:00 © AWM © PM. Typel/Location:

rAction Plan Information:

Action: _

Action Step:

Are there any barriers to this action step? m

List Barriers:

Is there a plan to overcome identified barriers to this action step? m
Identified Plan:

[Target Completion: ||Person Responsible: Title:

00/00/0000 I[

New Action

e Captures the plan of action in placing the foster child in a permanent setting.

Add

Change

Cancel

e Follow Up screen to capture information pertaining to the Action selected form the Permanency Action Plan screen.

e User can add multiple follow ups per action

e The screen contains the following fields

o

O

o

(¢]

Action

Contains 25 actions to choose from in alpha order.

Action Steps

Are there any barriers to this action step?

Is there a plan to overcome identified barriers to this action step?
Target Completion

Person Responsible/Title

When printing, both of the screens including a signature page will print the Permanency Round Table report
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Contacts/Visits
(Case)
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Contacts and Visits

In the field, everyone seems to use these words interchangeably. You hear of people going on a home visit. An FSW
visits with a foster child in the foster home. Staff supervise visits between parents and their children who are in foster

care. You document both client contacts and family visitations on the Client Contact Information Screen.

A simple rule of practice is this:

Contacts refer to any interaction with a client, a collateral, an agency staff person, Provider, Ad- Litem, CASA, OCC,
etc. Contacts can be face-to-to face (in various locations), by phone, by email or by some other means of

communication.

Visits are much more narrowly defined. Visits refer to:

= Visitation between parents/guardians and their children in foster care;

= Visits between sibling in foster care or between siblings in foster care and siblings who were not removed
from the home; and/or

= Visits between grandparents and children in foster care.

Why is this distinction important? It is important because law, policy and federal requirements are looking for both types
of interactions to occur within certain time frames. CHRIS will pull this information for reports from the Client Contact
Information Screen, but it is important that you have the right purpose chosen in order for you to get credit for the

proper type of contact/visitation that occurred.
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Workload/Services/Contacts

Go to Workload/Service/Contacts and you see the following screen:

—

~Contacts

View All Contacts Total Number of Contacts:10
Staff Person Contact Date/Time TypelLocation Status Supervisory it
Review
[Student Twentyeight 07/12/2010 09:00 AM Face to Face (Other) Completed N

Purpose-

Transitional Skills Class

Particip
{JEFFREY GRIFFIN

This contact has been completed for
training purposes.

m,

Waiver Waiver Type Waiver 00/00/0000 Waiver  00/00/0000
Approved Begin Date End Date
DARCY L DINNING 07/06/2010 04:00 PM  Face to Face (DHS Office) Completed N

Purpose

Transitional Team Meeting

Particip
{CORY GRIFFIN, JEFFREY GRIFFIN

C
This contact has been put into the database |
for training purposes only. The new

Waiver Waiver Type Waiver 00/00/0000 Waiver  00/00/0000

Approved Begin Date End Date

DARCY L DINNING 07/06/2010 04:00 PM  Face to Face (DHS Office) Completed N

Purpose Particip C

Transitional Team Meeting JEFFREY GRIFFIN This contact has been put into the database
for training purposes only. The new

Waiver Waiver Type Waiver 00/00/0000 Waiver  00/00/0000

Approved Begin Date End Date

Student Twentyeight 07/04/2010 10:00 AM Face to Face (Home) Completed N

Purpose Particip Cr t

{Transitiunal Senice ”COF{Y GRIFFIN, JEFFREY GRIFFIN { ‘

Waiver Waiver Type Waiver 00/00/0000 Waiver  00/00/0000

Approved Begin Date End Date

| KN

1

| b

If you want to view a contact that has already been entered, highlight the contact and click Show or double click

on contact. You can sort contacts. For example, you can click Sort, and then have it show you contacts by

Type/Location. CHRIS will default to sorting by date. If you want to enter a new contact, click the New button.

You get a blank Client Contact Screen. (See next page.)

If there are visits documented, click on the Family Visit Log button to print a list of the visit.
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ient Contact Information Screen - WRINKLE - New

Client Contact | Client Schedulefiaivers | “l dl ﬁl ﬁl
7 Add
—General Information
Contact Attempted !
Completed By: vison, Robin L (Midsouth/s.cademy Staff) ] Chianige
Contact Entered By: Supervisor Reviewed:
Contact Entered Date: Supervisor Reviewed Date: Delete
Type/Location: [ - | Contact Date: [J0/00/0000 | Time: [00.00 |[CAM.  OPM. |
Status: [ Attempted @ Completed | Elzur
=
~Purpose/Participants l"?_ Eind
Purpose : Participants: *Client/Collateral
Select...l Name Client / Age Role Staffing/Team Meeting Select... | Waiver
Collateral ID Participation Approval
Add
Collateral
< | »
*Non-Client:Non-Collateral Deny
Participants: Contact...
Resubmit
Contact...
—Ci t
Worker ensured the Health and Safety Needs of the Child{ren) [T Yes © No
Comments :
Help |
Cancel

All contacts made with the family or concerning the case should be documented.

Completed By: This field is automatically populated with the name of the person logged into the CHRIS system.
This field should contain the name of the person that actually completed the contact with the family. If the
information is being keyed into CHRIS by another worker, then that worker should click on the Find button
and select the workers name that actually completed the contact and click OK button. That name of the

worker that actually completed the contact will now show.

Contact Entered By: This field is automatically populated with the name of the person logged into the CHRIS

system. This field should reflect the name of the worker that actually inputs the contact information into CHRIS.

Contact Entered Date: This field is automatically populated with the actual date that the contact is keyed into

CHRIS. This field cannot be changed.

Supervisor Reviewed Contact: Supervisors click this checkbox after reviewing the contact. Once the
supervisor clicks the checkbox his/her name will automatically populate in the Supervisor Reviewed field
and the date that they reviewed the contact will automatically populate into the Supervisor Reviewed Date

field.
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Type/Loc: This is a pick list. Your selection should indicate what type of contact was made and where the contact
was made. To count for COR, the contact must be Face-to-Face (except “Failed Attempt”). To count for

NCANDS it must be Face-to-Face.

Status: This is radio button. Your selection should reflect if the contact was completed or attempted. The

Type/Loc should match with the status.

Date: Key in the date of the contact. Put the actual date the contact was made (not the date you are

keying the entry).

Time: Key in the time of the contact.
Purpose: Select the appropriate Purpose for your contact.

Participants: Select every client who participated in the contact. (Note: For Contacts, “Participation” will
remain “NA”. However, this field will be used when documenting a staffing or a Transitional Team

Meeting on the Contacts screen.)

Transitional Service Category: This field is hidden until Transitional Skills Class, Transitional Team Meeting
or Transitional Services is picked as a Purpose. When one of these services is picked, the field is unhidden and
becomes mandatory. There are 18 Transitional Service Categories in the pick list. A definition for each

Service Category is provided in CHRIS Help.

Non-Client/Non-Collateral Participant: Key in every person who participated in the contact but is not a client
or collateral (i.e. another FSW who accompanied you on the visit, your Supervisor, your field trainer, etc.)
Include the title or description for each participant in this text box. There is an Add Collateral button on the

contact screen. This will enable you to add a new collateral right there and to continue with your contact.

Worker ensured the Health and Safety Needs of the Child(ren): If the person that completed the contact
did not “see” the child, this answer should be “No”. If the person that completed the contact saw the child(ren)

click “Yes”. The documentation should show how the health and safety was assured.

Comments: This narrative should include comments about the purpose of the contact. If the contact is
with the child or a family member, the FSW should tie the comments back to the case plan (i.e. why the

case is open, compliance with the case plan). Comments need to be detailed enough that if you no longer
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work for DCFS tomorrow, the new FSW could read your documentation and know what is going on in the case.
Comments should highlight what you did to assure health and safety. Comments field will hold over 30,000
characters.

When you are done, it will look something like this. Click Add to save.

Etlient Contact Information Screen - WRINKLE - New

Client Contact

Client SchedulefWaivers i

ni]

sial el

Add

—General Information - |
Contact Attempted |
Completed By: wilson, Robin L (Midsouth/@cadeny Staff) O Change
Contact Entered By: Supenvisor Reviewed:
Contact Entered Date: Supervisor Reviewed Date: Lalaiz |
Typelocation: [Face o Face (Home) -] Contact Date: [1512/2012 | Time: [04:00 |[CaAM.  ®PM. |
Status: [ Attempted__® Completed | Elzar |
~Purpose/Participants Eind |
Purpose : Participanis: "Client/Collateral
Family Contact - Weekly Select... Name Client/ Age Role Staffing/Team Meeting Select... | Waiver
Collateral ID Participation Approval
MERRY WRINKLE 4086336 41 Client A,
MILLER \WRINKLE 4086335 10 Client A, Add
Collateral
< »
*Mon-ClientHon-Collateral Deny
Participants: Contact...
Resubmit
Contact...
—~C t
Worker ensured the Health and Safety Needs of the Child(ren) [ Yes © No
Comments :
[This is the field where you document the contact. You should document everything occurred during the visit] = Help |
+ Cancel

Document Staffing (For types of Staffings see Staffing Tip Sheet in the Case Tip Sheets) Type/Loc: Staffing

must be Face-to-face (except “Failed Attempt”). Select the location of the staffing.
Status: Select either completed or attempted
Date: Key in the date of the staffing.

Time: Key in the time of the staffing.

Purpose: Select staffing type (i.e. Initial, Subsequent, etc.). COR looks for “Initial Staffing” and

“Subsequent Staffing”, whichever is applicable. A “Permanency Planning Staffing” and “Subsequent Staffing”
may be selected at the same time. However, if the Closure Staffing also served as a Subsequent Staffing, the
staffing must be documented twice, first calling it a “Subsequent Staffing” and then calling it a “Closure

Staffing”.
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Participants: Select every client. “Participation” should be selected for every participant. It shows who was
invited (by CFS-590) and whether that participant attended. If you select a client and check Participation,

there should be a matching CFS-590 that proves you really invited them.

Non-Client/Non-Collateral Participant: Key in every person who participated in the staffing but is not a client
or collateral (i.e. a PA, your Supervisor, attorneys, school counselors, etc.) Include the title or description
for each participant in this text box. There is an Add Collateral button that you can click on an add a new

Collateral while on the Contact screen.

Worker ensured the Health and Safety Needs of the Child(ren): The FSW should be sure that a staffing always

ensures the Health and Safety Needs of the children.

Comments: This narrative should include comments about the staffing. For example, was the case plan
developed at the staffing? Was the case plan signed by the family? It is not necessary

to repeat the case plan in Comments, but documentation should be detailed enough that if you

no longer work for DCFS tomorrow, the new FSW could read your documentation and know what is going
on in the case. This information can be updated until the Supervisor Reviewed Contact box is checked
indicating the supervisor has reviewed and approved the contact

information. This will allow for minor changes to be made if the Supervisor chooses to do that instead of

denying the Contact.

Deny Contact: A Supervisor can choose to deny (not approve) a contact. A Deny button is available for the
Supervisor to select and provide a reason for denying the contact. After the Supervisor enters the reason and
selects ‘Deny’ an automatic email will be sent to the Contact Entered By staff person, with a courtesy copy
sent to the Contact Attempted/ Completed By staff person (if different) and a courtesy copy to supervisor

denying the contact.

A worker, supervisor, or anyone with a security level 9 will be able to access the Resubmit Contact
button. The Resubmit Contact button should be selected in order to resubmit the contact once necessary
changes have been made and are ready for the Supervisor to review. The button will ask the worker if

they are sure they want to resubmit. When Yes is selected it will automatically send the Contact Request

Revised 05/22/2019



Family Service Worker
M idso UTH CHRIS Orientation and Navigation Desk Guide

to the supervisor’s Approvals box. If No is selected it will not be sent.

NOTE: If clients do not show up for the staffing, worker may staff with his/her Supervisor (Face to Face, DHS

Office, showing Supervisor as a Non-Client/Non-Collateral participant).

Client Schedule/Waivers

Type/Loc: Select “Family Contact Waiver Request”
Status: Completed

Contact Date: Use today’s date

Time: Document the current time

Participants: Select the Clients for whom a weekly contact is waived

Purpose: “Family Contact Waiver Request” populates when it is selected for Type/Loc

Comments: Key in the reason you are entering the contacts waiver.
NOTE: Do not click “ADD” at this point. Instead click on the “Client Schedule/Waivers” Tab.

Weekly DCFS Contact With Family: Select “No”.

Waiver Type: Select the Waiver Type that is needed for your family (i.e. Family Contact — Monthly). NOTE:
CHRIS will accept only one waiver per case at atime. (1) To waive visits for child(ren) in foster care, the
worker should choose “Foster Child” as Waiver Type. For COR, a “Foster Child” waiver will apply to all foster
children, but will not apply to the family or children in the home.

(2) To waive visits for the family with a child in the home, the worker should choose “Family” as Waiver

Type. For COR, a “Family” waiver will apply to the children in the home AND all foster children.

Waiver Reason(s): Select Waiver Reason that applies to your clients. If you select “Other”, the

Comments box will become mandatory.

Comments: Explain in Comments how often each child/family is to be visited if anyone has a different

Contact schedule.

Contact Waiver Request Date: Populated by CHRIS

Revised 05/22/2019



Family Service Worker
M idso UTH CHRIS Orientation and Navigation Desk Guide

Contact Waiver Begin Date: Entered by CHRIS when waiver is approved. Begin date will be date of approval by

your Supervisor.

End Date: DO NOT KEY AN END DATE WHEN REQUESTING A NEW WAIVER. Only use the

End Date field when you are ready to end date the waiver or when getting ready to close the case.

Waiver Review Date: Populated by CHRIS
Click “ADD” and send for approval.
End Date Contact Waiver

Type/Loc: Select “Family Contact Waiver Request”.
Status: Completed

Contact Date: Use yesterday’s date to end date the Contact Waiver if you are entering a new waiver on

the same day; otherwise, use today’s date.

Time: Document the current time.

Participants: Select the Clients for whom a weekly contact is waived.

Purpose: “Family Contact Waiver Request” populates when it is selected for Type/Loc.
Comments: State why you are end dating the waiver.

NOTE: Do not click “ADD” at this point. Instead click on the “Client Schedule/Waivers” Tab

End Date: Use yesterday’s date to end date the waiver if you are putting in a new waiver today;

otherwise use today’s date. No other entry is required on this tab.

Now click “CHANGE” and the waiver is end dated. There is now no waiver in effect. If you need to enter

a new waiver, see instructions for Creating a New Contacts Waiver.
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Documenting Family Visitation
(Workload/Services/Contacts)

Client Contact |Chent Schedule/\Waivers ‘ B ﬂ i -
r~General Information - - - - - B
Contact Attempted |
Completed By: Twentyeight, Student (Family Service Worker) = Change
Contact Entered By: Supervisor Reviewed:
Contact Entered Date/Time: Supervisor Reviewed Date/Time: Delete
Typellocation: Face to Face (Home) [=] Contact Date: [00/00/0000 ] Time: [00:00 [D AM. T PM._ |
Status: [ Attempted  © Completed | Clear
~Purpose/Partici Find
Purpose ; Participants: [Client/Collateral |
Family Visitation (foster child/parent/sibling/etq | Select...i Name Client / Age Role Staffing/Team Meeting Select... W r
Collateral ID Participation
Add
Collateral
<l m | 3
Visithetal) Supervision “Non-Client/Non-Collateral Deny
Participants Participants:
Visitation Type: |z| Supervision Type: El
Supervised By:
[ court Ordered
Status: |z|
o
Worker ensured the Health and Safety Needs of the Child(ren) [T Yes © No
Comments :

Help
Cancel

All parental and/or sibling visits made while a child is in Foster Care must be documented. Visits

made by grandparents, step-parents and legal guardians must be documented.

NOTE: If the parents do not show up or the visit is canceled, you MUST document this on the Contact
screen. If you don’t, it will appear that you did not set the visit up or did not enter the information in
CHRIS. It is your responsibility as a worker to set up the visits and assist with transportation if needed. If
the Parents choose not to show up for the visit or if they cancel it, you can document this no
show/cancellation and stay in compliance. This information may be used when/if you move to terminate
parental rights at a future date. Documentation will show that visits were set up, but the parents
cancelled or did not show.

e Contact Date and Time

o Enter the date parents and child(ren) visited with each other. (Remember you can right click on the

date field to get your calendar. Then double click on the date.)
e When the Purpose of Family Visitation (foster child/parent/sibling/etc) is selected, a Visit Detail

section will become visible and mandatory to enter:
o Visitation Type

= To count as a Parental Visit, the visit must be documented as Father, Mother, or Parents.
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Father-All Children, Mother-All Children, and Parents-All Children will count as a
Parental visit AND a Sibling visit OR you can document the visit twice (once as
Father-All Children and again as Sibling)

Visits with Grandparents, Step-Parents, etc. should be documented for your case
record. When Status is “No Show” or “Cancelled by Family”, Visitation Type must
reflect the Type of Visit scheduled. (Do not select “None” as Visitation Type even
though no visit was completed. Instead, show Mother-All Children, or whatever Type

of Visit was scheduled).

Court Ordered checkbox (Check this box if parental visits were court ordered.)

Status of the visit

No-Show: FSW scheduled a parental or sibling visit, but the parents (or siblings)
did not show up. Visitation Type must reflect the type of visit scheduled.

Cancelled Otherwise: Cancelled for a reason other than “by Agency” or “by Family”.

Completed: Scheduled visit was completed.

Canceled by Agency: Scheduled visit was cancelled by FSW or by foster parent (foster

parent is considered to be part of the agency).

Canceled by Family: FSW scheduled a parental or sibling visit, but the

family cancelled. Visitation Type: Must reflect the type of visit scheduled.

o Supervision Type

o Supervised By Text

e The Contact Purpose of Family Visitation (foster child/parent/siblings/ect) cannot be selected in

conjunction with the following Contact Purposes:

O

O

O

O

Subsidized Guardianship Denial

Transitional Service

Transitional Skills Class

Transitional Team Meeting

e Select all the members of the family that were at the visitation in the Participants select box.

e Enter any non-clients that were at the visitation in the Non-Client/Non-Collateral Participants text

box.

e Comments: Address the issues in the case plan. Do NOT leave Comments blank. If your case is
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reassigned to a different FSW, he/she will not be able to tell how the parental or sibling visits are
going. Nor will the Judge be able to tell if you should be asked to provide a record of visits to the

Court. Document in behavioral terms what happened in the visits.
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Parental/Sibling Visitation Waiver Request

(Workload/Services/Contacts)

MEnSia e

Contact Attempted /
Completed By: Twentyeight, Student (Family Service Worker) = Change
Contact Entered By: Supervisor Reviewed:
Contact Entered Date/Time: Supervisor Reviewed Date/Time: Delete
Typellocation: [=] Contact Date: [30/00/0000 | Time: [00:00 [0 AM. C PM._|
Status: [ Attempted @ Completed Bl
~Purpose/Particij Find
Purpose : Participants: FClient/Collateral
Parental/Sibling Visitation Waiver Request Select... Name Client / Age Role Staffing/Team Meeting Select... aiver
Collateral ID Participation
Add
Collateral
< |-7fl‘l7' »

*Non-ClientiNon-Collateral
Participants:

~—C
Worker ensured the Health and Safety Needs of the Child{ren}) | Yes ) No

Comments :

Help
Cancel

e Use the Parent/Sibling Visitation Waiver Request in the Type/Location pick list only if there is:

o An approved reason for not having weekly visits between parent and child.

o An approved reason for routinely waiving visits between siblings in foster care.

e When the Type/Location of Parental/Sibling Visitation Waiver Request is selected, the contact Purpose
of Parental/Sibling Visitation Waiver request will automatically be selected and Purpose Select button
disabled.

e The Parental Waivers and Sibling Waivers information should then be entered on the Client
Schedule/Waivers tab.

e Onlyone Parental visitation waiver or Sibling visitation waiver can be entered per contact with the
Parental/Sibling Visitation Waiver Request selected as Type/Location and Purpose.

e Parental/Sibling visitation Waiver requests can only be completed for 30 days at a time. If more time is
needed, the user will have to submit a new request every 30 days.

e Once entered, the user would the Request approval of the Waiver type. The ‘Nature of Approval’ will
show ‘Parental/Sibling Visitation Waiver Request’ in the Supervisor Approvals box. The Supervisor

would then approve or deny with the ‘Waiver Approval’ button.
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Examples of Parental and Sibling Waiver Request

(Workload/Services/Contacts/Client Schedule/Waivers Tab)

Parental Visitation Waiver

Client Contact | Client Schedule/Waivers ‘ - i ‘

~DCFS/Family Contact Schedules/Waivers

@ [ [-] Change

Select Delete

Clear

Add
Collateral

[bor00/0000 ]

Waivers
Weekly Parental Visitation Waiver Reason: Other [=]

Begin Date: [06/20/2014] | End Date: [07/20/2014 Comments: [Parental WWaiver Example ‘

¢ Sibling Waivers Hel
& E‘ i

[oo/00/0000 ] [ooraor0000] ‘ [iganest)

(Workload/Services/Contacts/Client Schedule/Waivers Tab)

Sibling Contact Example
Client Contact | Client Schedule/Waivers ._‘ ‘_-

~DCFS/Family Contact Schedules/Waivers

@ D e [~ Change

Select Delete

Clear

Add
Collateral

r——Parental Waiver:
— — | i
——Sibling Waivers
Help
[ Bi Weekly Sibling Visitation Waiver Reason: Other E|
Begin Date: [06/21/2014 End Date: [07/21/2014 Comments: ‘Slbhﬂg Waiver Example| e sy
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(Workload/Services/Contacts)

Family Visit Log
r 3
s e
~Contacts
e Total Number of Contacts:6
Staff Person Contact Date/Time Type/Location Status Supervisory Waiver Waiver Type
Review Approved Cancel
& Student Twentyeight 06/02/2014 03:00 PM Face to Face (DHS Office) Completed Y New
i Purpose. Particip
{Penﬂanency'ﬂnund Table PRT Meeting was held on 06/02/2014 ] | sort.. |
for Client Id 3071572 (Wilson, Olivia). [ﬁ
ilter...
Student Twentyeight — 09/21/2010 03:00 PM Face to Face (DHS Office) Completed N Hel
p
Purpose. Particip
Transitional Senice TABATHA WILSON Went to visit ASU Jonesboro Family
Visit
. Log...
Student Twentyeight ~ 09/20/2010 03:00 PM Face to Face (Other) Completed N .
Purpose. Particip
{Transitiona\ Team Meeting {OLIV\A WILSON, TABATHA WILSON ] ]
Student Twentyeight — 09/20/2010 01:00 PM Face to Face (Home) Completed N
Purpose. Particip
{Transmnna\ Skills Class (TABATHA WILSOM ”( ]
Family Visit Log. - - B bl
Visit Log

Date of Visitation Type Supervisor Type Court Status Parent Parent Sibling Sibling
Visit Ordered Begin Date End Date Begin Date End Date
Fathor G Doy Non Spervsad) |~ Compaiod 00000 00000000 G0 NS 000000
Detall

f Date of Visit:  [05/10/2014 ]

Clisnt/Collataral Participant: HNon-Client/iNon-Collateral Participants: . .
esting Family Visit Log

Button

—Waiver Dates (If

sl

Parent waiver begin date: Parent waiver end date:
Sibling waiver begin date: Fii!)(ll’ﬂ)(l‘l Sibling waiver end date: ﬁﬁam |
—Visit Detail
Participants pe
Supervision Type: Non-Supervised e
Visitation Type: Faiher -Chid —] n [Day (Non-Supervised) [
nised By: R
[[] Court Ordered
Status: CompRted ]
Lecation: Comments:
Cancel

Fﬁ::& o Face (Home)

e The Family Visit Log screen will contain a list of all Family Visitation (foster
child/parent/sibling/etc) Purposes and Parental Waivers and Sibling Waivers that have been
entered on the Client Contact Information screen/Client Schedule/Waivers tab.

e The Family Visit Log... can be printed using the complete history or a specific date range. The

Print button on the Family Visit Log screen should be selected to print any family visits or
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parental/sibling waivers entered on the Client Contact Information screen/Client

Schedule/Waivers tab.
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TIP SHEETS
(AKA Screen Paths)

Since searches occur in all types of cases, the first tip sheet is the Search Tip Sheet. Then, Tip Sheets are

arranged by Investigation Tip Sheets and Case Tip Sheets categories. The Tip Sheets are then arranged

alphabetically under each category.

A point to note: The more specific you are, the narrower your search will be. Let’s

{

—

check this out using the investigation name “Green” and the case name “Brown.”
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SEARCHES

CHRIS has several ways to search for cases, clients and providers.

Search From Your Workload: Advantages - one of the first screens you encounter; lots in information on a

specific case or investigation.

Search From Your Workload (Investigation):

Task

CHRIS Screen Path

Select your workload
- Decide if you are searching for an investigation or a case
- Click the radio button beside referral/investigation or beside
case

- Forthis Tip sheet we are concerned with a
Referral/Investigation search.

Workload

Click Referral/Investigation
- Click Existing (default selection)
o Option to enter CHRIS Case number if you know it
o Enter Number, click OK button; CHRIS retrieves case
- If you do not have the Case ID number:
o Select Search command button on right
o Referral Search Criteria screen appears

Workload/Referral/Investigation/
Existing/Enter Case#

or
Workload/Referral/Investigation/
Existing/Search

Referral Search Criteria Screen
- Must enter last name, if not sure of spelling be sure that Soundex
is checked
- Enter as much data as you know (Referral Date, TDM, County,
Client Name(Last and First)Phone Numbers) to refine search
- Select Ok; brings up Referral Matches screen

Referral Matches screen
e Shows Referral Matches: Referral ID, Family Name, Refer Date,
Contact Date, County, TDM
o If more than one case match, highlight next referral in the list
e Shows Referral Details:
e Shows Referral Client List: Client ID, Client Name, Role, Individual
Finding
e Onceyou are sure you have the right case, highlight in the Case
matches and hit Show on the right side of screen
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Search From Your Workload (Case):

Task CHRIS Screen Path
Select your workload Workload
- Decide if you are searching for an investigation or a case
- Click the radio button beside referral/investigation or beside
case
- Forthis Tip sheet we are concerned with a Case search.

Click Case Workload/Case/Existing/Enter
- Click Existing (default selection) Case #
o Option to enter CHRIS Case number if you know it or

o Enter Number, click OK button; CHRIS retrieves case
- If you do not have the Case ID number:

o Select Search command button on right

o Case Search Criteria screen appears

Workload/Case/Existing/Search

Case Search Criteria Screen
- Must enter last name, if not sure of spelling be sure that
Soundex is checked
- Enter as much data as you know (Type of Case, Open Date,
County, Case Status) to refine search
- Select Ok; brings up Case Search Match screen

Case Search Matches screen

e Shows Case Matches: Case ID, Case Name, Type of Case and

County
o If more than one case match, highlight next case in the list

e Shows Case History: Open Date, Close Date, Primary
Worker, Reason Closed

e Show Case Client List: Client ID, Client Name

e Onceyou are sure you have the right case, highlight in the
Case matches and hit Show on the right side of screen
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Client Search: Advantages — can search by more elements (client characteristics, address, SSN, etc.); let’s you
know if a client has been involved in more than one case; lots of Information on client

O

Task CHRIS Path
DO NOT HIT WORKLOAD Search Button—Top Tool bar
Icon

e Click Search Button, top tool bar or the large icon
e Brings up Client Search Screen

e Check box to search by Client Characteristics or Direct:

Client Characteristic (must have last name); can narrow

search if you have:

= DOB, gender, race

= Address — must have at least the street name; other
information narrows search

Direct

= SSN

= Phone Number

= CHRIS Client ID

=  Email

e Click OK, brings up Search Results Screen

o Client Matches

o Client Investigation Details

o Client Address Details

o If more than one name, high light the next one in the list
e Click Show

Search button/Select Search
Criteria/OK
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Provider Search): You can also search for providers from the top tool bar or large icon

Task CHRIS Path
DO NOT HIT WORKLOAD Provider Button (top tool bar or
e Click Provider Button, top toolbar or icon icon)

e Click Directory
e Brings up Provider Search Criteria Screen Provider Button /Directory
o Select the type of provider you need by clicking
radio button next to:
o All
o Placement
o Non Placement (such as doctor, dentist, counselor,
etc.)
e Ifyouselect placement or non- placement you must select
Service Provided (field turns yellow)
e Enter county where you are seeking the service to narrow
your search
e If you select Placement, select appropriate status to
narrow your search (both Service Status and Availability
Status
e |Fyou have the provider ID number, you can select Direct (at
the bottom of the screen)

o Enter Provider ID, Select Find on right side of screen
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Investigation
Tip Sheets

Investigator’s Survival Kit — Grab Bag
Investigation Time Lines

Protective Custody (72 Hour Hold)
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INVESTIGATOR’S SURVIVAL KIT
On-Call Grab Bag

GENERAL FORMS
1. CFS-6052 — Referral Snapshot 6. CFS-6003 — Report to PA —carry a blank
Warning: Reporter’s name is on this form copy as a reminder of information needed
2. CFS-212-A — Notice of Child Maltreatment Allegation to 7. CFS-327-A—Body Diagram
Alleged Offender
3. CFS-323 — Protective Custody/ Parental Notification 8. DHS-81 — Release of Information or DHS-
4000, Authorization to Disclose Health
Information
4. CFS-323A — Notice to Adult Relatives by Blood, Adoption or 9. Blank Affidavit as reminder of information,
Marriage that a Child Has Been Taken into DCFS Custody especially efforts to locate absent parents,
relatives, fictive kin
5. CFS- 200 Protection Plan 10. Health & Safety Checklist cards

MEDICAL PASSPORT FORMS

1. CFS-366 — Health Screening to be completed by medical CFS-353 — Requested Medical Records Log

provider CFS- 365 — Receipt of Medical Passport
2. CFS-362 — Medi-Alert to Foster Care Provider

FOSTER PARENT FORMS

1. CFS-6007 — Placement Provider 3. CFS-462-A- Foster Home Agreement
Information Report (From CHRIS) Addendum

2. CFS-450 — Prospective Provisional Foster Parent Information
and Questionnaire

PUBLICATIONS

1. PUB-052 — Child Protective Services: A 4. PUB-357 Investigative Protocol (CHRIS Net)
Caregiver’s Guide
2. PUB 011 — What Happens When Your Child and Family are 5. PUB 35— Team Decision Making

Involved with DCFS
3. Copy of investigation policy 6. PUB 85 — Differential Response
[EquipMENT
1. Camera, extra film, batteries, memory stick/card 5. Injury Assessment Chart or Portable
(if digital) Guides from OJIDP
2. Engagement toys — paper, crayons, markers 6. Maps — city and county
3. Ink pens, paperclips, business cards, badge 7. Car Seat/Toddler Seat (access to one)

4. Ruler with name of worker and DHS printed
in red, used for reference in photos

TELEPHONE NUMBERS T

Crimes Against Children Division (CACD) After hours directory

Child Abuse Hotline 1-800-482-5964 Emergency numbers — OCC, law enforcement,

On-Call Supervisor number; your supervisor number On-call Resource Worker, DRT supervisor, TDM
Facilitator

Prosecuting Attorney, Juvenile Judge Foster home list with telephone numbers and
addresses

Resource numbers: Battered Women’s Shelter, homeless shelters, food banks, churches, suicide hotlines
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CHILD MALTREATMENT INVESTIGATIONS - DCFS IS THE INVESTIGATING AGENCY
NAVIGATION ONLY
Time Frames start when the Hotline keys the report
NOTE: In order to complete some of the documentation set out below you must update the client screens.

FIRST 24 HOURS - TASKS and DOCUMENTATION TIME FRAME CHRIS SCREEN PATH

Report is received in county office (can be CHRIS or phone)

Supervisor | Checks inbox a minimum of once in am/once in pm Inbox/County/highlight the Investigation/Show

Assign investigation to FSW or Unit Group Workload/Assign/Transfer

Acknowledge receipt of Priority 1 within 2 hours

Staff at 72 hours, 14 days and at closure

FSW Checks Workload a minimum of once in am/once in pm Workload/OK (most current show on top)
Print Referral Acceptance (Snapshot) — CFS-6052 Workload/Investigation/Reports
Completes preparation for investigation including: Workload/Search — see Search Work Aid

e  CHRIS Search for prior investigations or cases
e Search other available records
e Interview reporter if known

Workload/Investigate/Interview/Coll Intv/Select
Reporter

PRIORITY ONE REPORTS : Notifies Prosecuting Attorney Investigate/Services/Contacts
(TELEPHONE); follow up with CFS-201 A within 5 business

days Workload/Doc Trkg

NOTE: Policy lists these forms as optional; check
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your office preference

Notify Local Law Enforcement; follow up with CFS-201 NOTE: Policy lists these forms as optional; check
immediately your office preference
Initiates investigation within 24 hours for Priority 1 and Investigate/Interviews/Vctm Intv

72 hours for all others/document within 2 business days
— interview alleged victim or visual inspection

e Include information on the condition of the home
or other residence in these interview screens

Take pictures if needed/complete CFS-327a Workload/Doc Trkg

Interview parent/caregiver to assess safety/document Investigate/Interviews/O/P Intv/Select Role
within 2 business days

Provide PUB 052 Workload/Dck Trkg
Make safety determination on first contact with family, Workload/Investigate/Client/Select
document on Health and Safety Checklist within 2 Client/HSA/Health and Safety Checklist

business days

Complete safety Plan if indicated Workload/Investigate/Client/Select
Client/HSA/Safety Planning (Checklist must be
completed before this screen is available

If 72 hour hold is taken see that Tip Sheet

Forms given in the first 24 hours depend on case specifics. | Workload/Doc Trkg
All forms are documented in Doc Tracking
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Within 5 days

If Alleged Offender/Victim is in foster care Workload/Doc Tracking
immediately notify and follow up in 5 working days:

- Attorney ad Litem for other children in the foster
home

- Attorney ad Litem for Alleged Offender/victim

- Parents (custodial/non-custodial) of Alleged
Offender/Victim,

- OCCAttorney

Within 30 Days

Complete record checks on any new case members See Search Tip Sheets
identified in the investigation

Obtain and enter information needed for the Client Workload/Investigate/Client/General
Screens on all members of the case

Obtain and enter information on collaterals identified Workload/Investigate/Coll Info

Complete required interviews; provide PUB 52 and Investigate/Interviews/O/P Intv/Select role
form CFS-212A to alleged offender if this person

was not interviewed in the first 24 hours Investigate/Interviews/Sibling Intv

Investigate/Interviews/Collateral Intv

Workload/Doc Trkg

Assess need for medical evaluation — must have Workload/Doc Trkg
evaluation if the allegation is sexual abuse unless a
supervisor approves an exception

. Obtain parental signatures on Release forms Workload/Investigate/Client/Medical/Med.Visit
(DHS 81; CFS — 4000)

- Document exam in Client Screen (Med Visits)
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Assess need for mental health, drug and alcohol or other | Workload/Investigate/Client/Medical
referral during the investigation for household members;
if referred document Client Screen (Med)

Complete Abuse/Neglect screens Workload/Investigate/A/N Alleg

e Select child
e Select Abuse/Neglect category
e Select Abuse/Neglect type

e Select Injury Characteristics

e Enter Incident Date Information

If new maltreatment allegations are found during Workload/Investigation/A/N Alleg (click CLEAR
investigation, enter these into the Abuse/Neglect to enter the victim, new allegation and
Screen offender

DOUBLE CHECK
Be sure you selected the right individual finding Workload/Investigate/Findings
Be sure narrative in interview screens matches the Workload/Investigate/Interviews

selected Contact

Be sure you selected the correct role for the Workload/Investigate/Client/Gen.Info
client

Be sure you interviewed necessary collaterals to support Workload/Investigate/Interviews/Coll &
your case findings Workload/investigate/findings

Check to be sure client and relationship match Workload/Investigate/Client/Relations

Update Health and safety Checklist/Safety Plan if needed Workload/Investigation/Client/HSA

Determination — Always confer with supervisor
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Complete findings screen for each child

Workload/Investigate/Finding

Complete Risk Assessment on children with a true finding
(both scales)

Workload/Investigate/Client/HSA

Complete Report to Prosecuting Attorney

Workload/Investigate/PA

Complete Investigation Notes

Workload/Investigate/Inv Notes

Complete Case Connect — true findings

Workload/Investigate/Case Conn

If overdue, document the reason

Workload/Investigate/Overdue

Complete Investigation Closure Screen

Workload/Investigate/Inv. Close

On true reports, referral all children under age 3 years to
DDS for Early Intervention Assessment

Workload/Doc Trkg/DCO 3350

Workload/Investigation/Services/Srv. Log
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CHILD MALTREATMENT INVESTIGATIONS - 72 Hour Hold PROTECTIVE CUSTODY
Time Frames start when the Hotline keys the report

Different offices may assign these tasks to different people. The important point is SOMEONE has to
do them — Investigator, Caseworker, Placement Unit Worker etc.

TASKS — SEE ALSO GUIDES FOR INVESTIGATION CHRIS SCREEN PATH

Notify the following people immediately (PROCEDURE II-
D11)

e OCCAttorney

e Parentsif available - provide CFS 323 Workload/Doc Trkg

e Health Specialist

Prepare Affidavit— CFS 411 (CHRIS Net) CHRIS Net/All Forms or Investigations tab
in top tool bar

Arrange medical exam Workload/Investigate/Client/Medical/Med
Visits

FYI —may also be documented in the case

OPEN OUT OF HOME PLACEMENT

Place child in an approved placement

e Child cannot be placed with relatives or fictive kin
until that home is approved as a provisional foster

home.
e Complete as much of CFS—450 as you know; CHRIS Net Forms/Resource/Adoptions
provide to resource worker
Workload/Doc Trkg
Immediately complete Case Connect Workload/Investigate/Case Conn.
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Determine who will complete the Removal Screen Workload/Removal

Workload/Placement/Select
Client/Place/Recomm

WITHIN 72 HOURS

Determine if there should be no reasonable efforts to reunify

(always with supervisory consultation and OCC notification)

Determine if the emergency has resolved and children can Workload/Doc Trkg
return home — complete CFS — 336

End date placement Workload/Placement/Select Client/Select
Placement/Enter/Exit
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Case Tip Sheets

Contacts/Visits
Court Screens
Foster Care Time Line
Opening a Case
Removal and Placement Screens
Staffing

Placement Plan Screens

1
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CONTACTS/VISITS
ENTER A NEW CONTACT: Workload/Services/New/

General Information

e Enter Type/Location (picklist) and Status

e Enter Contact Date (date of the contact not the date of
the documentation)

e Enterthe Time

Purpose/Participants

e Select the Purpose or Purposes (pick list)

e Participants/Select

e Select Role (Client or Collateral)

e Click appropriate radio button for Staffing/Team

Meeting
e Name: Select Client/OK — this adds the person to the If you don’t see your person they may need
Participant Field to be added as either a client or a collateral

e To add another client, click New; Select the next client
e To select a collateral who participated change the radio
button to see collaterals already added to the case

Comments

e Worker ensured the Health and Safety of the Child(ren)
Click appropriate radio button

Add to save the contact

VISITS CHRIS SCREEN PATH

When Family Visitation (foster children/parent/sibling/etc) is Workload/Services/New/Purpose
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selected as the Purpose the Visit Detail screen opens.

e Select Visitation Type (pick list)

e Check if the visit is Court Ordered

e Pick the appropriate Status

e Select Supervision Type

e Type the name of person(s) supervising (Text field)

e Enter any non-collateral/non-client participants at the
visit
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Court Screens

SCREEN AND TIPS CHRIS SCREEN PATH

Court Hearings Screens

Workload/Court/Hearing/New

Detail Screen — Enter every court hearing and information

e Document clients involved in court hearings

e Documentjurisdiction, date of hearing, type
of hearing, continuance and reason (if
applicable)

e Document court’s orders

e DocumentJudge’s name; OCC attorney’s name

e Document notification to other staff

e Document parties to hearing

Workload/Court/Hearing/Details

Child Screen

e Document custody Status

e Enter date and type of next scheduled hearing

e Document any “No Reunification Services” (if
applicable)

e Document names of Attorney Ad Litem and
Court Appointed Special Advocate

Workload/Court/Hearing/Child

Attorney Screen — Enter attorney information for each client

e Each client in the hearing screen should have a
record showing who represented him or her at that
hearing

Workload/Court/Hearing/Attorney

Court Report Screens — Complete a court report for all review
hearings

e Be sure that Relative's Interest is up-to-date. To
complete this section of the Court Report select a child
and then click the Relative's Interest button. The
section is completed for each child.

Workload/Court/Report/Report

NOTE: In order to complete, you must
first add all relatives notified as a
CHRIS client with the case and
complete the clients relationship
screen. Once completed the relatives
name will populate to this section of
the court report.
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e Provide notice to all parties at least 14 calendar
days before the hearing, if DHS is the requesting
party

e Submit the “Court Report” (CFS-6011) to OCC
attorney within 14 days prior to the hearing; note
in Document Tracking

Workload/Other/Doc Trkg

Permanency Planning Screen

e Submit the Permanency Hearing Court Report (CFS-
6024) to OCC, CASA, Attorney Ad Litem and all Parties
no later than 14 days before the scheduled
Permanency Planning Hearing; note in Document
Tracking

e Make a recommendation to the court to continue
visits between siblings and with relatives who
established visitation prior to TPR (if in the child’s
best interest).

e Document the recommendation in the
“Permanency Planning Hearing Court Report (CFS-
6024)

Workload/Court/Report/Permanency

Parental Rights Screen (if applicable)

e Complete the Recommendation for Termination of
Parental Rights screen

e Recordthe date that termination was
recommended for each parent

Workload/Court/Par Rights/
Recommend

e Complete the Termination of Parental Rights Screen
e Document the date the TPR petition was filed

e Document the date the TPR was effective

e Document the type and date of notice

e Document Legal Code

e Document TPR hearing Date and Outcome

Workload/Court/Par Rights/ Terminate

Status Screen (Two ways to get to the same screen)

e Should pop-up after completing the court hearing
screens.

Workload/Court/Status or
Workload/Client/Status
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Foster Care Case Time Line
Time Frames start when the child is taken into care

TASK — FIRST 24 HOURS

CHRIS SCREEN PATH

FSW/Investigator Completes Case Connect

Workload/Investigate/Case Connect

Get Initial Medical Exam and document it
Complete Removal Screen
Complete Placement Screens

e Recommend — If a IV-E Eligible Child placed with
a Not Eligible Provider, Federal Money will not be
paid unless the Provider can become and does
become Eligible during the placement. If the
provider should receive a Payment Scale/Amount
other than what populated based on Placement
Service selected, check the ‘Child requires Special
Rate’ checkbox and enter the Total ‘Monthly
Authorized Amount’ with ‘Reason for Special
Rate’. This will require a 3 tier approval.

e PayScale-The ‘Payment Scale Information’ that
is approved on the Provider Recommendation
screen will populate to this screen. If incorrect
payment scale information was initially
approved, then it can be corrected on this
screen if the child is at the same Provider and
same Placement Service.

e Enter/Exit- If the Foster Family is a relative of the
child and/or Date Provider Information Report
(CFS-6007) Signed by Foster Parent is not
completed on the Provider Recommendation
screen (or answered incorrectly), they can be
selected here in an open placement. This will
populate back to the Provider Recommendation
screen.

Initial Medicaid Application - This will automatically
be sent when the initial placement is approved. This
application will be used by the IV-E Eligibility Unit to
establish Medicaid Eligibility for the child.

Workload/Client/Medical/Med Visits

Workload/Removal
Workload/Placement/Place
Workload/Placement/Place/Recommend

Workload/Placement/Place/Pay Scale

Workload/Placement/Place/Enter/Exit
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Complete the Medi-Alert (CFS-362)
Complete Clothing Order (DHS-1914) CHRIS Net Form

Complete Client Screens for each client: It’s important CHRIS Net Form
for OCSE Referral purposes that both parents (even all _
alleged/putative dads) for the child(ren) are entered as Workload/Client

Clients.

- General Information— should always reflect
the current living arrangement

- Demographics — 1)Address (to match
placement), 2) Phone (to match placement), 3)
AKA, 4) Characteristics('Does Client Have a
Disability?' is important to answer for children
in foster care as it is relates to AFCARS
Elements), 5) Marital (if applicable)

- Relations-‘Family Household Composition’
should be at the time of the removal and
should not be changed after removal. Ensure
all Parents are listed on the child’s
Relationships screen with the correct ‘Family CHRIS Net
Household Composition’ to ensure OCSE is CHRIS Net Form

referred.

- Employment/Education — 1) Employment, 2)
Education, 3) Military (if applicable)

- Finances — 1) Eligibility, 2) Income, 3) Debts, 4)
Assets, 5) Applications (Medicaid/IV-E
Applications). Allincome such as Wages/Salary,
Program Assistant and SSI should be entered. It
is important to enter financial information on
all Clients as this information is a factor in
determining the child’s IV- E Eligibility status.

- Medical 1) History, 2) PsycFunc, 3) Meds, 4)
Shots, 5) Med. Visits, 6) Psyc Eval, 7) Insurance-
Once the IV-E Eligibility Unit processes the
Initial Medicaid Application, the child’s
Medicaid information will display on the
Medical Coverage/Insurance screen.

Give biological parents the Pub-011

Notify OCC Attorney — Affidavit (CFS 411)
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WITHIN FIRST WEEK CHRIS SCREEN PATH
Complete Visitation Plan (CFS-6010A) CHRISNet/Forms
Provide information about child to Health Unit to Workload/Services/Contacts

schedule Comprehensive Health Exam
Workload/Services/Contacts

Complete a visit between Parent/Child(ren)
Workload/Services/Contact

Complete Home Visit (Contact)
Complete Placement Visit (Contact)

Probable Cause Hearing (Make sure that it is

documented in CHRIS) Workload/Court/Hearing

Complete Medical Passport and deliver to provider Workload/Other/Doc Trkg

(Document)
. CFS-352 — Medical, Dental, Vision and CHRISNet/Templates
Psychological Episodic Form
. CFS-353 — Requested Medical Records Log CHRISNet/Templates
. CFS-362 — Medi-Alert to Foster Care Provider CHRISNet/Templates
. CFS-365 — Receipt of Medical Passport to
. CHRISNet/Templates
Provider

. CFS-366 — Health Screening
. CFS-368 — Child’s Health Services Plan
. CFS-6007 — Placement Plan

WITHIN 30 DAYS CHRIS SCREEN PATH

Complete Placement Plan (CFS-6008) Workload/Case Plan/Placement Plan
Complete weekly visits between Parent/Child(ren) Workload/Services/Contacts
Complete weekly Placement Visits Workload/Services/Contacts

Complete weekly Home Visits Workload/Services/Contacts

Send staffing notice CFS-590 (14 days prior to Workload/Other/Doc Trkg

staffing)
Workload/Plan/Assess
Complete CANS

Conduct Initial Staffing. Document in CHRIS
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Complete Case Plan (CFS-6010); Document Workload/Assess/Pl/Case Pla
Distribution of Case Plan

Complete Health and Safety Checklist/Safety Plan/Risk
Assessment —The Investigator is responsible for Workload/Client/HSA
completing the Health and Safety Checklist, Safety Plan
and the initial Risk Assessment (if appropriate) in the

Investigation

AFTER FIRST 30 DAYS CHRIS SCREEN PATH

Check to make sure that the Comprehensive Medical Workload/Client/Medical/Med Visits
Exam has been completed and documented in CHRIS
(within 60 days of child entering care)

Complete weekly visits between

Parent/Child(ren) Workload/Services/Contacts (Visits)

Complete weekly Placement Visits Workload/Services/Contacts

Workload/Services/Contacts
Workload/Services/Contacts

Complete weekly Home Visits

Update CANS
Workload/Assess/PIl/CANS

Update Case Plan
Workload/Assess/Pl/Case Plan

Send & Document Invitation to Family Centered

Meeting CFS-590 (two weeks prior to staffing) Workload/Other/Doc Trkg

Document distribution of Case Plan

Complete Court Report

Submit Court Report (CFS-6011) to OCC 14 days prior to Workload/Court/Report/Report

the hearing Workload/Other/Doc Trkg

Review Hearings (Make sure they are documented in
CHRIS)
Workload/Court/Hearing

THINGS TO REMEMBER CHRIS SCREEN PATH
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Document ALL forms/correspondence/reports etc. Workload/Other/Doc Trkg

- When a placement changes you must complete a new

Placement Plan Workload/Access/Plan/Placement Plan

- FAST/CANS needs to be updated and approved Workload/Assess/PI/FAST or CANS
before every staffing
- Case Plan must be updated and approved before Workload/Assess/Pl/Case Plan/Approve

ffi
every staffing Workload/Other/Doc Trkg AND

- Complete Notification of Change in Out-of-home Workload/Access/Plan/Placement Plan

Placement (CFS-300) and distribute to parents/OCC

Attorney/Attorney Ad Litem, Court, Foster Parents Workload/Other/Doc Trkg
and age appropriate child. Document sending it in
CHRIS

- Conduct a Special Case Staffing if a child has 3 Workload/Services/Contacts

placements within 12 months. (Held within two
weeks of third placement)

- Complete SS-5 if a child does not have a Social CHRISNet Forms
Security number or it is unknown.

- If less than weekly visits between Workload/Services/Contacts
parents/child(ren) are approved by the court, a
DCFS supervisor must complete a waiver.

- Ifless than weekly contacts to parents home or to Workload/Services/Contacts
provider is approved by the court, a waiver must
be completed and approved.

- If a child is receiving Supplemental Security
Insurance (SSI), Social Security (Program Assistant),
Child Support, Veterans Benefits (VA), Railroad
Benefits (RR) or any other type of income when they
are taken into care:

- Execute a Consent for Use of Funds and Resources
(CFS-491) signed by parents

- Forward the Authorization for Billing and Trust
Account Action (CFS-376) to the Trust Fund
Coordinator

CHRISNet/Templates

There must be reasonable efforts to achieve
permanency option for children who have been placed
out of the home for 12 months.

Revised 05/29/2019 114



Family Service Worker
MidSOUTH CHRIS Orientation and Navigation Desk Guide

Opening a Case

OPEN CASE FROM INVESTIGATION CHRIS SCREEN PATH

- Update all client information Workload/Investigate/Client

Workload/Investigate/Client/General
Information

- Besure all clients have a SSN; click Pseudo SSN if you
do not have the number

. Complete Case Connect Screen Workload/Investigate/Case Conn

- From Case Connect Screen chose:
o Opena New case
o Connectto an Open Case
o Connect to a Closed Case and Re-open the Case

OPEN A CASE WITHOUT A CORRESPONDING INVESTIGATION ~ CHRIS SCREEN PATH

- Search for previous cases (see search tip sheet)

. Navigate to new case Workload/Case/New/OK

. Complete the Summary Screen All information/Add

From Summary Screen after
Add/Client/New

- Complete client screens for all clients

- Clicking New client brings you to the General Workload/Client/

Inf i ; li inf i -
nformation Screen; enter client information Race/Ethnicity

Birthplace/citizenship/Language
(language is required field)

Characteristics
Adpt Char
Criminal Info
Add to save

Repeat for each client
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- Complete Relationship Screens for each client Workload/Client/Relationship/Add
- Add Case Collaterals Workload/Coll Info
- Complete Court Screens (all three tabs — Details, Workload/Court/Hearing/New
Child, Attorney) if this case is opened due to court
action; usually but not always a FINS case
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Removal and Placement Screens

REMOVAL

Complete all information on the Removal Screen

CHRIS SCREEN PATH

Workload/Removal/Show/Select Child

Note: Date Affidavit Completed is not mandatory
but complete it for your own record

PLACEMENT

Select a Placement

Workload/Placement/Select Child/Show

Workload/Placement/Select
Child/Show/Place/New/Find

Two ways to find a placement

Direct: Use if you know the provider number,
provider last name, city where you need a
placement, and/or county where you need a
placement

Select Direct on Provider Search Criteria/Find
(after you complete at least one field)

Customized: Look by type of placement (such as
Relative Foster Home) and county

Select Customized/Find/(after you complete
type and county)

Information on provider populates after
placement is selected

Complete Placement Entry information

Address unique qualifications; be specific
especially on how if meets health and safety
needs

Indicate whether the placement is a
relative/fictive kin

Check if Child needs special board rate, select the
reason for the special rate from the picklist, and
write explanation to justify

Indicate if siblings are in care and if they are
placed together; describe reasonable efforts to
place together

Submit for approval

Pop ups to:
o Update living arrangements and
caregiver

o Update placement plan in 30 days
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o Complete SSI questionnaire
o Update education screen

ENTER/EXIT CHRIS SCREEN PATH

- Place information populated from the Workload/Place/Enter/Exit
recommendation screen
- Placement Exit Screen: Workload/Place/Enter/Exit/Add to save work

o Complete date left a specific placement
o Complete time left a specific placement
o Select reason for leaving placement
o Indicate if there are any unauthorized
visitors
o Complete survey to rate the placement
child is leaving (pops up after you hit
Add)
- After clicking Submit and Request, pop ups allow
you to enter who the child will live with at the
new placement
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STAFFING
Time Frames start with the Case Open Date

TASK CHRIS SCREEN PATH

All staffing are documented on the Contact Screen Workload/Services/Contacts

Notices to staffing participants are sent on CFS-590 at least CHRIS Net forms
two weeks prior to the staffing date.

Staffing Purpose Options
e Consideration to Adopt staffing
e Disclosure staffing
e |Initial staffing
e Other staffing
e Permanency Planning staffing
e Post TPR staffing
e Separated Sibling staffing
e Special staffing
e Subsequent staffing

Timeframes

e Initial staffing: within 30 days of the date case opened

e Subsequent staffing: prior to review hearings

e TPR staffing — not specified in policy;

e Consideration to Adopt staffing: 10 working days after
court hearing terminating parental rights

e Special staffing — within two weeks of 3™ placement
when the child has been in 3 placements ina 12-
month period

e Permanency Planning - 11" month that a case has
been opened; or if there is a recommendation

e Always staff prior to case closure
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PlacementPlan Screens

TASKS CHRIS SCREEN PATH

Placement Plan Workload/Assess/PI
Create new plan — 30 days of each placement — excluding Workload/Assess/Pl/Place Plan/Select
respite or hospitalization Child/New/Fam Info

Family Information Screen — the plan opens to this screen

e Placement plan creation date

e Reason for Removal and Why Out of Home
Placement Is Necessary should be consistent with
language in other screens related to removal

e If preventive services were offered check that box -

Preventive Services Offered select box becomes

mandatory
o Select the date service(s) offered
o Select the Agency providing the service(s)
o Select the service offered
o Click OK

o Click Add to save
e Check itis was an emergency removal
e Enter current placement plan date
e Placement Service — select the service from the drop

down menu
Child Information Screen — Not active until the Family Workload/Assess/Pl/Place Plan/Select
Information has been added Child/New/Fam Info/Child

e Explain Unique Characteristic
e Describe efforts to place with a relative
e Indicate the placement proximity to the
parent/caregiver
o If otheris selected the Explain text box
becomes mandatory
e Describe how placement is least restrictive
o If otheris selected the Explain text box
becomes mandatory
e Select whether siblings are in care
e Reason for placement above foster Family — explain

why the child was not placed in a foster home; for
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example, if the placement was a residential facility

e Services Provided to Child: Select all services that
will be provided to the child in the placement

e Services provided to Placement Provider: Select all
services provided to placement provider to assure
proper care for the child

e Life Skills Training -. select items that will be needed
by age appropriate child(ren) while in this specific
placement

e Addtosave

Notices — Active only after the Family Information and Child
Information screens have been completed

e Use to document that notices required by policy
were sent and to document the date they were sent

e Check whether placement information was given to
the provider

e If No, the explain field becomes mandatory

e Enter attorney ad litem information

e Add

Workload/Assess/Pl/Place Plan/Select
Child/New/Fam Info/Notices
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AFCARS
COR

NCANDS
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AFCARS (Adoption Foster Care Analysis Reporting System)

AFCARS provides child-specific information on all children covered by the protections of Title IV- B and Title
IV-E of the Social Security Act. On a semi-annual basis, all states submit data to the Children’s Bureau
concerning each child in foster care and each child who has been adopted under the authority of the state’s
child welfare agency. The AFCARS databases have been designed to address policy development and
program management issues at both the state and federal levels. The data are also useful for researchers
interested in analyzing aspects of the United States’ foster care and adoption programs.

For each year since 1995, there are two AFCARS files, one containing adoption data and the other
containing foster care data. These annual files are constructed from the states’ semi- annual data
submissions. The adoption file contains 45 data elements concerning the adopted child’s gender, race,
birth date, ethnicity and prior relationship with the adoptive parents. The date the adoption was
finalized, dates parental rights were terminated, characteristics of birth and adoptive parents, and
whether the child was placed from within the United States or from another country are also captured.
The foster care file contains 89 elements providing information on child demographics including gender,
birth date, race, and ethnicity. Information about the number of previous stays in foster care, service
goals, availability for adoption, dates of removal and discharge, funding sources, and the biological and
foster parents is also included in the foster care files.

AFCARS data elements are looked at continuously throughout the year to make sure that the needed
information is collected. Many tools are available to assist in making sure that the needed data is
entered into the CHRIS Data System.

e AFCARS Button — Located on the main CHRIS toolbar.

e CHRIS Net Reports — There are reports both for Foster Care and Adoption that you can use to
assist you in quickly identifying what information you still need to obtain and/or enter into
CHRIS.

e AFCARS Data Elements — A list of the Adoption and Foster Care data elements can be found at
https://ardhs.sharepointsite.net/CW/default.aspx.

COR (Compliance Outcome Report)

This is a monthly report that is generated to assess where the state is at on 35 different elements.

e Elements la- 6a: Agency Child Maltreatment Assessments

e Elements 1b—6b: Non Agency Child Maltreatment Assessments
e Elements 7- 12: Child Protective Services Cases

e Elements 13-34: Foster Care Cases

e Element 35: DCFS Family Foster Homes

The COR desk guide and monthly COR reports are located in CHRIS Net (use CHRIS Net button on
Main CHRIS toolbar) in On-Line Reports, COR Folder
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NCANDS (National Child Abuse and Neglect Data System)

NCANDS is a federally sponsored national data collection effort created for the purpose of tracking the
volume and nature of child maltreatment reporting each year within the United States. The NCANDS Child
File consists of child-specific data of all investigated reports of maltreatment to state child protective service
agencies. Child File data are collected annually through the voluntary participation of states. Data elements
include the demographics of children and their perpetrators, types of maltreatment, investigation or
assessment dispositions, risk factors, and services provided as a result of the investigation or assessment.

You will receive notification if your help is needed in helping clean up or clarify data before the data is
submitted. The data is submitted annually by January 31.
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