Creating an Initial Case Plan

Before you begin a case plan, always remember to complete case
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clean-up procedures to ensure that the correct information

populates from data fields to documents.

In addition to case clean-

up, complete the Structured Decision Making Assessment Tools.

STEP 1. Click on Open Existing Case. Retrieve the case(s) for the case plan focus child(ren).
In the green section, click on the “+” button to Create New Case Plan.
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Participants include:
-Child(ren)
-All parent(s)/guardian(s) living in the home
-Parent residing outside the home
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STEP 2.

tartinez, Thereza [41]
Martinez, Raul [43]

In the Select New Case Plan Participants dialogue box:

(A) Select children to be the case plan focus children, then click the top “Add” button.
(B) Select other participants and click the bottom “Add” button. "
(C) Enter the start date for the case plan. NOTE: The end date will automatically default to 6
months from the start date. Edit if needed.

(D) Click the OK button.

STEP 3. Onthe CP (Case Plan)
Participants Page:

(A) Select child’s row and then
enter the Case Plan Goal

(B) Select the Permanency
Alternate/Concurrent Planning
goal, if appropriate.

(C) Select the option button that
identifies the child’s assessment
by Adoptions.

NOTE: Repeat steps A-C for each
case plan focus child. Remember
only the case plan focus child(ren)
receive a case plan goal.
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Contributing Factors ] Strengths ] Service Objectives ] Flanned Client Services ] Caze Mamt Swis ]

Assessment Assessment Identify each participant's Service  What it takes to get What the CSW does to

Needs Strengths Objectives. A determination of participants to their help clients meet their
their progress will be entered in Service Objectives by the ~ Service Objectives.
the Case Plan Update. next Case Plan Update.

Plan Ahead. Make those critical choices for your families before you start a CWS/CMS Case Plan.

Remember: Limit your selections to those most relevant to any given client’s particular situation

and add specifics in the appropriate description boxes. Your considered choices will provide your

clients with a clear understanding of what they need to do and a specific method of getting it done.
Utilize the SDM Family Needs & Strengths Assessment

STEP 4. On the Contributing - — — o
1D ] CP Participants (Eogtnbullng Factors [IStrengths ] Service Objectives | Planned Client Services | Caze Mamt Swes
FaCtO Is Page: — Contributing Factors

Click on the “+” button on the top C‘ Participant [
left hand corner of the grid, which
will enable the Contributing Factors
selection box.

Step 5. In the Select Select Contiibuting Factors
Contributin g Factors selection Fatticiparits A \ Contributing Factars / C \
bOX: Martinez, Raguel C [17] Ahusive behavr indicates escalating risk DK |

Martinez, Daniel [13] Child biorn with druagz in his/her system

Martinez, Raul [43]

Child devvelopmentally delaped

(A) Select pal’tici pant(s) attinez, Theresa [41) Child has academic difficulty
H . Child has no caretaker Cancel

(B) Select contributing factors o

. ild refuses ko return home
(C) Click “Apply” and re peat for Child's behavior threatens sibs
eaCh participant. Child's medical needs impair functioning

. . . Childz behawr affcts pamts abil to cope

After maklng the final SeleCt|0n, Child: dizab affcts pamts abil to cope Help
click OK. C j

hids ss20c afts prats atita spvs chid

NOTE: You can multi-select partici-

pants and/or Contributing Factors. Domestic violenee
Family dizcipline rigid/punitive
Family haz nn income ﬂ
STEP 6_ On the Se'ect 1D ] CcP Pa_rticipants(ﬁoﬂtributing Factors Strengths] Sewicegbiectives] Blanned EIientSewices] EaseMgmtSvcs]

r Contributing Factors

Contributing Factors Page:

+ Participant

Draniel(13] Child haz academic diffizulty
If additional descriptions are 2 Danielly) Delnquert behavio
needed, select the contributing
factor row in the grid box. Click into || Parliciarts Go to Yiew by

1 |Martinez, Daniel13] FParticipant

the description field at the bottom of

Contributing Factaor

the page and enter additional [Chid has academi dificulty =]
information. Contributing Factor Detail
Child iz working below grade lewel. &

ﬁscription

Daniel showed CSW his last progress repart which indicates that he received a letter grade of "0 for
\Fleading and Math. He stated that he does not like these subjects.
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STEP 7. On the Strength Page:
Click the “+” in the grid to enable
the Select Strengths selection box.

(A) Select participants

(B) Select Strengths

(C) Click “Apply” and repeat. After
making final selection, click “OK”.

NOTE: You can multi-select
participants and/or Strengths.

If additional descriptions are
needed, select the row in the grid
box. Click into the description field
at the bottom of the page and enter
additional information.

Select Strengths

articipants A
Martinez, Raquel C [17]

Strengths

Accepts rsponsblty for parntng prblms
Appropriate invalvement with child
Awareness of age appropriate development
Child care adequate

Child doing well in zchool

Child shows age-appropriate developrent

Martinez, Daniel [13]
Martinez, Raul [43]
@tinez, Thereza [41]

Cancel

Child shows comfort in parent's pregence
Clean/zafe home and vard
ﬁmmunity support utilizefB

Help

Emationally healthy
Employable skills
Ermployed

1] | LF Farticipants | Lontributing Factors(Stlengths Derwce Ubjectyes | Planned Client S ervices | Laze Mamt 5vos
Strengths

Participant |

1 |DamielZ]
2 |Daniel13)

Child shows age-appropriste developrment

Cooperative

+ Participants

Go to Yiew by
Participant

1 | M artinez, Danigl[13]

Strength
Cooperative j
|~
[ escription
Dianiel is willing and cooperative to share details of family and househald situation with C5Ww ] J
STEP 8 On the SeI’Vice Select Service Objectives
Ob] ectives Page: atticipants A Service Objectives
C“Ck the sy in the gnd to enab|e Arrange chid care/spit drng vr abzence ﬂ
. . . Azzure school attendance
the Select Service Objectives sttend school regularly Apply

selection box.

(A) Select participants

(B) Select Service Objectives

(C) Click “Apply” and repeat. After
making final selection, click “OK”.
NOTE: You can multi-select
participants and/or Service
Objectives.

If additional descriptions are

Child to abide by placement rules

Child to cooperate w/ child welfare wrkr
drmplete hormewark,

Help

For incarcerated parents, document access to:
-Court-mandated services
-Ability to maintain contact with his/her child(ren) via collect
phone calls, transportation & visitation services.

N
10 ] CP Participants ] Contributing Factors ] Stlengths@ewice Objectives JPlanned Client Services | Caze Momt Sves

Service Objech

Participant Service Objective Type

Complete Dome: olence Program

H Comply with t ord 09/13/2008
needed, select the Service e
Objective row in the grid box. Then 5 E— Projected Completion Date Go to View by
H H sy . - [ Check to zelect all participants Frerm
click into the description field at the 1 |Martinez, Raquel C(17) pAreR Participant
2 |Martingz, Daniel(13) Date  |09/13/2006 :
bottom of the page and enter 3 | Matines, Raulid4)
it i i Martinez, Theresa[41] Service Objective
addltlonal |nf0rmat|0n. |~ |E0mplete Dromestic Yiolence Program ﬂ
Additional Description for Participant Service Obiective D etai
The entire: family is schedulted to attend the =2 J FRTER— = P — "
Counseling Center's Domestic Violence Prevention - e.?. ;B emqn%!ale pro%ess na E,llm-'”
Program which will be completed by August 2006 ertified Domestic Yiolence Frevention Flan. —
N
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STEP 9. On the Planned Client Select Planned Client Services Participants
i . If participants have different
Se'rVICeS Pag_e' i descriptions o schedules, Labzgai: A \ D
Click the “+” in the grld to enable please select themn separatsly. Counzeling/Mental Health Services JI (1] 4 |
the Select Planned Client Services Participarts C o\ Apply
selection box. E—r— il B
eneral Counseling ance
(A) Select Category Other
(B) Select Type Pzychiatic/Peychalogical Evaluation
C S | t P t . t Pzychatropic ted Eval/Monitaring
( ) e ec artcipants Sewual Abuze )
(D) C||Ck “Apply", When one Woerapeutic: Dap Treatment Services Help
Category is completed return to e
step (A) and repeat. After making -Planned services to mitigate safety threats
final selection. click “OK” -Court orders made at the detention hearing
' . j -Name and address of service providers
NOTE: You can multi-select | P
participants and types. —_—
1D ] CP Pa[ticipants] Contributing Factors] Strengths] Service Qbiective(Elanned EIienlServices)Case Marit Swes

i = Family Reunification case plans,

Select "Family Preservation" for Category;

Select "Other" for Type and enter the following under
Description/ Responsibilities for Service text field:

On the Planned Client Services
Page: (
(A) Select the Planned Client
Services row.

(B) Enter the Occurrence and ‘I, (Enter parent's name) agree to submit to Live-Scan at least
select the Frequency if needed Paricind 30 days prior to the next status review hearing to obtain criminal

h T~ ] history information to assist the Court in determining the
(C) Enter additional description if Martinez, D.aniei(1 3) appropriateness of returning my child to my care.”
needed.

Martinez, Raul[44]
Repeat steps as needed.

Martinez. Raquel CI

Martinez, Thereza[41] | Domestic Violence Program ﬂ

CLIMMENCE:
o

Frequency

ez crptionH esponsibfities for Service C |Weekl_l,l ﬂ
The fariily is scheduled to attend »vZ Counseling Center. }
STE P lo . On the Case D ] CP Participants ] Contributing Factors | Strengths ] Service Objectives ] Planned Cliert Servicgs
. - Casze Manag t Services
Management Services Page, the —
. i + Participant Category
SW P | an CO ntact iIs autom atlcal |y 1 |Fi-aqu-3|[‘| 7], Daniel13] Caze Management Services

added for the focus children.
NOTE: You will need to add a SW

G Yiew b
Plan Contact for the parent(s) and - e Service Participant
i T Categary "
SCP. " IIH 2 |Case b anagement Services ﬂ Schedule for Service
H oy g H - T_',JDE
Click the “+” in the grid to enable 6wl Gt r |Snt§::1 [5:;-.;;08 - |ED$1E;§;DDE -
the Select Case Management

Services selection box. Select Case Management Services
(A) Select Category s Setec them separatel ca::c‘:anagement Services ;)

‘ &doption B &%y
(C) Select Participants Arrange and Maintain Pl: .t Cancel
(D) Click “Apply”. When one s e e

If participants have different D
c oK |
(B) Select Type L\ = S\
Arrange ADA [Smer Disabilities Act) Swes
Category is completed return to

M artinez, Raul [44]

; Must select: Help
gtep (A) an_d repgat. “Aﬂe”r maklng -Health/CHDP, education, visitation schedule for children
final selection, click “OK". -Independent Living Program (ILP) for youths 14 years and over

-Concurrent planning services for FR cases

NOTE: You can multi-select -Runaway/abducted child, document that whereabouts are unknown
L in the Contact Visitation Waivers field

participants and types. -Efforts made to ensure educational stability under the category

Educational Stability. See ACL 12-70 (December 7, 2012)
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1D CF Farticipants | Contnbuting Factorz | Strengths | Service Objectives | Planned Client Serviced] Casze Mamt Sves
STEP 11. On the Case ! | | | ! L4 |

r Case Management Services

Management Services Page: Barticipant I rvro— =

. Raguel17], Draniel(13) A Caze Management Services
F.:qu.ull'l 1. Daniel(13) Caze Managemen CES

(A) Select the Case Management

Services row. P—
(B) Enter the Occurrence and N Participarts g;:;:‘;: Participant
select the Frequency if needed. paries oo 07 e | [P
(C) Enter additional description if Type Stat Dt Erd Date
needed. |54/ Flan Contact =N\ | [parisrame 5] [oarraraome [
(D) Enter the Contact/Visit section ﬁnlactsNisitH oy Riesponsbiles for Service 4@”0% B \
. Contact Party
|f necessary |Staff Persan/Child ﬂ Frequency J
b anthiy -

Contact Method

|In-F'elson ﬂ gt i
Repeat Steps as needed Supervision Reaquired jv

i i * Mot Applica J

215288

Generate New Documents

Select Notebook

B I

County

State of Califormia +

Documents to Generate

|»

| & |0ut of Home Care Info - Update

STEP 12. Click on “Create New Document - Case Plan.

In the Generate New Documents dialogue box, select Family Assessment, then click OK.

In the Select Notebook dialogue box, review to ensure that the correct case plan row is highlighted,
then click OK.

Complete the narrative fields in the Word Document. Use the Sample Case Plan Famil
Assessment for guidance. When the Family Assessment is complete, save, close the Word
document and click on the Client Services icon on the task bar at the bottom of the screen.

Repeat Step 12 for Out-of-Home Care Information document if needed. Use the Sample Out of
Home Care Information document for guidance

:Q'H jﬁu

STEP 13. Click on “Create New Document - Case Plan.

In the Generate New Documents dialogue box, select Child Welfare Services Case Plan, then click
OK.

In the Select Notebook dialogue box, review to ensure that the document is for the Case Plan in
Progress, then click the OK button.
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STEP 14. In the Generate Case [Ny TOmRTRY i o Ao

H . The lizted individuals will be included in the Eagj /ﬁdocument. Thisz list iz for informational purpozes only.
Plan Document dlalogue box Client Name | # of Servichiectives | # of Farnily Slrengthsl # of Contributing Fac «
Select all assessment documents [ 1 [Marivez Dariel ; ; ; Cancel
. artinez, Raquel C.
that were previously created and 5 |Matines. R 3 3 3 Help
you want to incorporate into the 4 [Mattinez, Theress 3 2 3
Case Plan Document, then click ]
the OK button. o | [
Mo Case Plan Document Exists
ReV' ew the Case Plan DOCU ment Select Assessment(z) bo incorporate with the Cagze Plan document
Aszsessment Client Hame Creation Date
for Completeness Use the Sam Ie Lll:ase Plan Family Azsessment | All Focus Children 03/15/2006
|n |t|al Case Pl an fOI’ gL“dan ce. 2 |0ut of Home Care Information | Martinez, D aniel 03/15/2006
Save C|OS€ the WOI’d Document Out of Home Care Information | Martinez, Baquel C. 03/15/2006
and click on the Client Services

icon on the task bar at the bottom
of the screen.

Pr——

STEP 15. Approval X File Edit Searcd Action ,&ssociated Attach/Detach  ‘Window Help Toolz

o
[ =]

(A) With the “in progress” Case |
Plan Note Book |n fOCUS1 C||Ck On _ll:éasl E‘F;::[gh::::f] icegbiectives] PBlanned Client Services
the “Action” drop down menu.
Click on “Approval”. (If the word
“Approval’ is grayed out, check

your CWS/CMS Quick Reference

| Category
Faquell17). D anie Caze Management Services
2 |Raquell17), D ani Case Manag

Go to Yiew by
End Casze... Participant

Partic:
GUide, “Wh Can’t I...” rU|eS . 1 |Martinez, Faquel - Schedule for Service
y ) 2 Marinez,DaieI[‘I tServices 7]
H = Start Date End Duate
(B) In the Approval dialogue box, Insert Placement S| | ez [ [sraros 5]
Select “Pend|ng Approvaln’ then  ContactsVisits — __isw Caunts ties for Service Hecurrences
. Contact Party Lirnit Ac:c:esA 7 L
click the OK button. Sl Perar
CONGRATULATIONS! Your Case Factteeas AT |
Plan is ready to send to your NS EIEFEN| _ Corco |
supervisor. _ Hep |
(C) C||Ck On the “Flle” dl’Op dOWﬂ pproval Status
menu. Select “Save Locally” then A —
“File” again from the drop down — ) ]
menu and select “Save (o e e
Database”. | Raongle
Search Action  Aggociated  Afttach/Detach ‘Window Help Toolz
Mew Referal Chil+R BEEE
Mew Cage... & wﬂ

M,

Open Folder... Chrl+0 II

Find Folder...
MNew Motebook... Chil+B
Open Motebook. .. Chrl+h

| (VT-_Y_\I']D

= -
—/ N

Pii... Chi+P | Category

Frint Report...

Coiop o

Caze Management Services

Case Management 5

Save to Databaze
i : Save Locally Go to ¥iew by
Ee Participant
DCFS Training Center T . B
Schedule for Service

2 Caze [Martinez, R agquel]

anagement Services J|
3 Referral [Johnston, Caraline - IR]

4 Case [Cartier. Cavanoff] — J| Start Date End Date
[an L.onkac
Esit 21872006 T [0as13/2008
Lo
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