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 Web-based Content
◦ Easy to navigate
◦ Click and “Search” function
◦ Hyperlinks
◦ Pop-Up Definitions

 Links to:
◦ Forms
◦ Referenced Policy Guides
◦ Statutes / Laws / Other sites

 Policy Format
◦ Separate Policy and Procedure Sections
◦ Hyperlinked Table of Contents
◦ Easier to read and find information

 Printing Options
◦ Print by Section or print the Entire Policy



Where can you access the new website?

LA KIDS 
Go to the left 
hand side of 

the Homepage  
and highlight 
the “Policy” 

Link.

Left click (1) 
once and 

select “DCFS 
Child Welfare 
Policy Manual”

DCFS Internet Public 
Site 

Left hand column listed under 
RESOURCES. Access via the 

public site will not allow access 
to forms. 



HOME PAGE

http://policy.dcfs.lacounty.gov



Policy Guide by Category / Sub-Category

Individual 
Policy Guides

are listed 
and 

hyperlinked 
under the 

corresponding 
category. 

See example 
under “Intake.”

Categories are broken 
down into 

subcategories. 
For example: 
CATEGORY 

Intake
SUBCATEGORY
Responsibilities

Policy Guides are listed 
below the  subcategory, 

e.g. Child Protection 
Hotline.



Section includes:
 FYIs
 List of Cancelled/Merged policy guides
 Forms (State of CA, Judicial, CWS/CMS)

 Management Directives
 Recent Policy Updates

Other Resources Category



 On the home page, click on the “Glossary ” tab.
 A list of terms will appear.
 Find the term you are searching for.
 Left click on the term one (1) time.
 The definition will appear below the term as shown 

on the sample to the right. 
 These terms will appear as “pop-up” definitions in the Policy Guides.



 Overview
 Provides a summary as to what the policy guide is about. 

 Table of Contents (TOC)
◦ Hyperlinked TOC facilitates navigation 

 Version Summary 
◦ Provides a summary as to any significant changes and the last revision date.

 Policy
◦ Provides information regarding the basis for the policy, requirements and 

general information. 
 Procedure
◦ Provides step by step instructions on what tasks to complete, who is 

responsible for said tasks and the timelines. 
 Approvals
◦ Provides a summary as to what requires higher level approval and the level of 

signatures required. 
 Helpful Links
◦ Includes links to attachments, forms, referenced policy guides, legal statutes 

and other websites. 



Left click on 
the section 
you’d like to 
view (e.g. 
Initiating a 
Due Diligence 
Search) and 
it will take 
you to the 
selected 
place in the 
document. 

See image to 
the right

Table of Contents 
Hyperlinks allow faster navigation 
of the policy guide to the desired 

place in the document. 



 Hover over a word highlighted in purple and the definition 
will show in a “pop-up” window. 
◦ See example below: “Exploitation”



* Forms * External Websites
* Policy Guides * Other Links

Click on the 
word/

phrase that 
appears in 

blue. 
This will open 

a separate 
window with 

the 
corresponding 
policy guide, 

form or 
website.  

Type in 
keyword 

in the 
gray box 
and press 
“Enter” or 

select 
“Find All.”



To open 
a form, 
click on 
the form
name or
number 

that 
appears 
in blue.



- When you double click on the form, a new 
window will pop.

- Select “Open.” 

The form will open in a 
new window



 Breadcrumb
◦ Vertical list of the category, subcategory and policy guide 

you are currently viewing.



 Back to Policy / Procedure / Helpful Links
◦ Takes you to the beginning of that Section.



 Back to Top
◦ Takes you to the beginning of the Policy Guide. 



Searching for a Policy Guide 
by:
• Keyword
• Policy Title
• Policy Number
• Category



Using the Search Function

Type in the 
keyword(s)/  

policy name or 
policy guide 

number in the 
gray box.

Press “Enter” or 
select “Find 

All.”

You can  
narrow the 
search by 

selecting the 
drop down 

arrow next to 
“Find All.”  You 

can select a 
category  from 

the list.



Advanced Search Function

You can 
search in the 

CWS 
Handbook 
(All Policy 
Guides), in 

“DCFS Forms” 
or “All”.



 Option to print the entire policy guide or by 
section.



 If you select the “Print Section”, a new window will pop up 
with a list of sections. 
◦ Select the section(s) you would like to print and press “Print.”



Step 1. Go to “File” and 
select the “Page setup.”

Step 2. Check the box 
marked "Print Background 
Colors and Images.” 

Step 3.  Select “OK.”

To print the background color, e.g. yellow highlight. 



 To add the policy guide link to your favorites bar or 
favorites list:
◦ Go to “favorites”  (gold star      ) and left click.
◦ Click on the drop down arrow and select either “Add to Favorites” or “Add to Favorites Bar”. 

 To e-mail the link:
◦ Open the policy guide. 
◦ Go to “File” on the top left. 
◦ Select “Send” and then “Link by e-mail”. 



Thank You! 

In case of any questions, you can contact the 
DCFS Policy Section at: 

policy@dcfs.lacounty.gov

mailto:policyquestions@dcfs.lacounty.gov
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