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Licensing Data Protocols


Guidelines for Managing Licensing Data Inconsistencies
within the Child Welfare Services Case Management System-CWS/CMS and CDSS Community Care Licensing Division’s Licensing Information System-LIS

(Rev. September 8, 2011)
As county staff encounter problems with licensed home data on CWS/CMS, it has remained unclear as to who owned the facility data, who could initiate changes, on which system should changes be made (CWS/CMS vs. LIS) and what steps should be taken to correct the data.  This confusion may partially be due to a number of factors including the fractal manner in which facilities are licensed in California, i.e., State licensed vs. county licensed, court specified, tribe specified, relative home, guardian home, certified facility vs. licensed or unlicensed.  County placement workers and State licensing staffs may not be fully aware of each other’s roles and responsibilities.  Additional factors included a less than optimal functionality, inconsistent use of the search capability within CWS/CMS and an unclear understanding of what CWS/CMS or LIS owned and who was responsible for licensing related data within the respective systems.  These protocols are intended as an aid in identifying the most expedient route in overcoming suspected licensing misinformation within CWS/CMS.  Additionally, it details who owns which facility types licensing data, identifies responsibilities and most importantly, fosters a more effective communication process between County CWS/CMS and CCLD District office staffs.

In October 1999, the then Deputy Director of CCLD, Martha Lopez met with CWS/CMS representatives focusing on streamlining communications between county licensing staff and CCLD district offices.  As a result of that meeting, Ms. Lopez clarified CCLD policy with district offices regarding customer service issues in dealing with county staff.  

“I have discussed with our Community Care Licensing Division (CCLD) Regional Managers the idea of counties contacting our District Offices directly when there is a CWS/CMS issue with a CCLD licensed facility.  We agreed that if the county is having problems finding the facility in CWS/CMS or if the county CWS/CMS information about a facility is incorrect, the county should directly contact the District Office that handles the county where the facility is located.”
I.
Definition of Terms

Community Care Licensing Division (CCLD)


Housed within the California Department of Social Services, CCLD is responsible for licensing Group Homes, Foster Family Agencies and Small Family Homes for all counties, as well as Foster Homes in 17 counties.  Effective in January 2000, CCLD also began certifying that all out-of-state placement facilities meet California’s licensing standards.  The CCLD also licenses facilities outside the scope of Children’s Services pertaining to adult and medical services providers.  This information is not downloaded to CWS/CMS.

Foster Care Information System (FCIS)


This system was previously used by the State of California to track child foster care placement information.  The FCIS database was absorbed into the CWS/CMS database.
Licensing Information System (LIS)


This is the database used by CCLD licensing workers to enter and maintain information on the State’s licensing of placement facilities.  These facilities include both adult and child-based facilities.  There is a systems interface that downloads data, on a nightly basis, into the CWS/CMS application.  This data includes State licensed Group Homes and Foster Family Agencies, and small family homes in all 58 counties, State licensed Foster Homes in the 15 counties where Foster Homes are licensed by CCLD and certification data for out-of-state facilities.  The 15 CCLD licensed counties include: Alpine, Amador, Calaveras, Colusa, Humboldt, Lake, Lassen, Los Angeles, Madera, Modoc, Mono, Nevada, Plumas, Riverside, Sierra, Siskiyou and Tuolome.
II.
Clarification Areas

County License Case 

A County License Case contains the information by which a county issues and tracks licensure of a Foster Family Home.   A County License CaseWorker must determine if a facility is a suitable placement home for children.  When a worker creates a new Foster Family Home that will be licensed by the county they must also create a new County License Case.  All of the licensing information on the new foster home is entered in the County License Case within CWS/CMS and then populates across to the associated Placement Home notebook.  Once the licensing information is complete and the home has a licensed status, placement can then be made to the new home.  Most counties have a few dedicated County License Case Workers that update and enter new information on the county’s placement homes.
If a county has a Foster Family Home with incorrect licensing information, contact the County License Case Worker to update the information in the County License Case.  The exceptions to this are the 15 counties that have their Foster Family Homes licensed by CCLD.  (See LIS section above for a listing of those counties).  A listing of contact numbers for the CCLD District Offices is attached at the end of this document.
Placement Facility Holds
Hold Status Page -- This page displays information pertaining to a hold that has been placed on a placement facility.  If the logged on user has the authority to update a placement home (Resource Management and Resource Management Placement Facility Maintenance authority), the user can place the facility on “hold” for his/her county even if another county owns the facility.  This means that the Hold Status page will be enabled even if the Facility County does not match that of the logged on user.  The on hold placement facility will not be included in a Placement Facility Match search, nor will the county that has placed the facility on hold be able to make an out of home placement in the home.  All other counties will be able to search as if the home were not on hold, and place children in the on hold facility.  [NOTE:  If the user has County License Case Management authority in addition to Resource Management and Resource Management Placement Facility Maintenance authority, the user will be unable to place a hold on a placement home/facility and will view the page as “read only.”  The County License Case Management authority must be deleted before the user can place the hold.]
The Hold Status page identifies the county, staff person, staff telephone number, and reason the hold was placed on the facility by that county.  Counties that did not enter the hold can view the hold placed on a home/facility by another county.  A placement facility is only on hold in the county or counties that have entered a hold.  Other counties can continue to place children in that placement facility.  If a placement facility is on hold, it will not be included in the Placement Facility matching process for the county that placed the home on hold, but it will be included in the matching process for other counties.

Substitute Care Providers

With every active placement facility there must be an active primary Substitute Care Provider (SCP) in CWS/CMS.  This is the individual or organization that will be in direct supervision over the children in the placement home.  When a new Home is created in CWS/CMS the worker will not be allowed to save their data until they have created a new SCP notebook and associated it to the new placement home.  An SCP can be searched for by name which allows a worker to find a specific care provider or home.

State Licensed Homes

Home Type:


Foster Family Agency - FFA


Licensed By:


CCLD
User Can Update:
Payee Fields, Home Characteristics - Done Through Resource Management.

General Information:


The Foster Family Agency (FFA) is licensed by CCLD.  The FFA in turn oversees the operation of several Certified Foster Homes.  A licensed FFA must exist in CWS/CMS in order to add an associated Foster Family Certified Home.  The FFA holds the license for the individual homes and actually receives the payments for placement.

If the worker is unable to find the FFA in CWS/CMS, it is most likely a search or interface problem.  The user should try a wild card search and if that is unsuccessful; they should then call the IBM Help Desk in Boulder, CO to verify the existence of the FFA on LIS.  If the FFA is not on LIS the user then the FFA is required to submit an application and fee to their CCLD District Office to have the FFA added.  (See reference document attached)
Home Type:


Foster Family Home
Licensed By:


CCLD 
User Can Update:
Payee Fields, Home Characteristics, Substitute Care Provider- 
 (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:

The CCLD licenses Foster Homes for 17 Counties and maintains the information on LIS.  The home must be licensed and have beds available before a county can make a placement to the home.  The workers will be able to update Payee information and home characteristics through CWS/CMS Resource Management functionality.  If a new Foster Family Home is created by CCLD for one of these counties, the county must add a Substitute Care Provider and associate them with the new Foster Family Home in CWS/CMS. (SCP data from LIS is scheduled for the 5.2.1 release)   Supervisors or workers with designated authority need to contact their CCLD District Office to have license data corrected.  (See reference document attached)
Home Type:


Group Home
Licensed By:


CCLD
User Can Update:
Payee Fields, Home Characteristics, Substitute Care Provider - (Must have Resource Management Placement Facility Maintenance Privilege AND placement home notebook cannot be concurrently open on the Client Services side of CWS/CMS)

General Information:


Group Homes are licensed by CCLD.  Group Homes can be members of a Group Home Organization but this is a loose affiliation of homes and does not have any impact on how licensing is done.  A Group Home can be stand-alone with no Organization listed.  Supervisors or workers with designated authority need to contact their CCLD District Office to have license data corrected.  (See reference document attached)
Home Type:



Small Family Home
Licensed By:


CCLD
User Can Update:
Payee Fields, Home Characteristics, Substitute Care Provider - (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:

The Small Family Home is not seen as often as other home types.  It is operated in the same manner as a State Licensed Foster Family Home.  Supervisors or workers with designated authority need to contact their CCLD District Office to have license data corrected.  (See reference document attached)
County Licensed Homes

Home Type:

Foster Family Home
Licensed By:

County – (See County License Case for Details)

User Can Update:
Yes – (See County License Case for Details)
General Information:


The County Licensed Foster Family Home is a foster home that is stand-alone in nature; there is no Foster Family Agency associated with the home.  The County, through the work of the County License Caseworker, is responsible for the information on the home.  A Foster Family Home has a maximum limit of 6 beds.  If a worker receives a message that the maximum limit has been exceeded when attempting to set this field, the Application is working as designed.  This home must have an active License and beds available before the worker can make placement.  All license information is created and corrected by means of the County License Case.  County License Case privilege is required to make these changes.

Unlicensed Homes

Home Type:


Court Specified Home
Licensed By:


N/A
User Can Update:
Yes - The CWS/CMS user can enter court specified home and SCP information.  (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:


All of the Unlicensed Homes are similar in their requirements.  The Licensing information is not applicable to these homes so they can be created and maintained easily by a worker with Resource Management Placement Facility Maintenance Privilege.  The Court Specified home could be the home of a relative, extended relative or other person or persons known to the child deemed appropriate by the courts although this is not a requirement. 

Home Type:


Foster Family Certified Home 
Licensed By:


N/A
User Can Update:
Yes – The CWS/CMS user can enter certified home and SCP information.  (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:


The home itself is not licensed but it is operated under the umbrella of a CCLD licensed FFA that oversees the operation of the individual home.  To create a new Certified Home the worker must search for the appropriate, actively Licensed FFA and associate the new home to that FFA.  This is done by listing the FFA in the “Operated By” field on the ID page of the Placement Home Notebook.  There must be beds available in the home and the home must not be on hold.  Like the Relative Home, duplicate Foster Family Certified Homes may exist because the home can be created by workers having the appropriate privilege at any time.

Home Type:


Guardian Home
Licensed By:


N/A
User Can Update:
Yes – The CWS/CMS user can enter the home and SCP information.  (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:


This home operates just like a Court Ordered Home.  All information is entered and maintained at the county level.  (May be a licensed facility)Recent legislation requires these placement resources are approved as meeting all the licensing requirements as other facilities licensed by the State.

Home Type:


Relative Home
Licensed By:


N/A
User Can Update:
Yes – The CWS/CMS user can enter approved home and SCP information.  (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:


Placement information is entered by the worker.  The worker may need to create the home and the SCP before making placement if the home is not already in the system.  Many Duplicate Relative homes may exist but this should not be a great concern to the worker because the home is not licensed and can have any number of placements made. Recent legislation requires these placement resources are approved as meeting all the licensing requirements as other facilities licensed by the State.

Home Type:


Tribe Specified Home
Licensed By:


N/A
User Can Update:
Yes – The CWS/CMS user can enter approved home and SCP information.  (Must have Resource Management Placement Facility Maintenance Privilege)

General Information:


The Tribe Specified Home will only be used for Native American Children.  The Home itself does not have any tribe specific information but when a substitute care provider is entered for the home, tribal affiliations can be indicated.  Thus, when looking for a Tribe Specified Home it is best to search for the SCP and then look at the associated home.  All home information is entered and maintained at the county level.

III. Finding, Creating, Editing and Associating FFA Certified Homes

Background

Data on FFA offices and sub-offices populate CWS/CMS via the LIS interface.  The FFAs are licensed by CCLD, housed in LIS and then downloaded to CWS/CMS.  Any CWS/CMS data fields populated by LIS information cannot be edited through CWS/CMS.  Any errors in the LIS fields need to be reported by the provider (FFA) or social worker to the CCLD Licensing Worker who will make the corrections.  (This does not include “Payee” nor “Substitute Care Provider” data)

The CWS/CMS can only show children placed in a Foster Family Agency Certified Home (FFACH) if the home is associated with a licensed Foster Family Agency.  This means that an FFA populates the FFACH “Operated By” field on the ID page of the Placement Home Notebook.  If an FFACH cannot be found within CWS/CMS, (where an executed user search has not produced the home), it needs to be created and associated with the correct FFA.

Searching for FFA and FFACH

A search for an FFA or FFACH in CWS/CMS can be done through either the Client Services or Resource Management functions.  It is suggested that the search be done in Resource Management as some FFACH may have been converted without an FFA association and would not be retrieved in Client Services as they are not available for placement.  The worker will first need to search for the FFACH in Resource Management and connect it to a licensed FFA.  This will require Resource Management/Placement Facility Update privilege.  Once the FFACH is associated with an existing FFA it can be retrieved via Client Services and used for placement.

Searching for FFACH and FFAs in Resource Management:

Step 1


Open Resource Management 

Step 2


Click on the “Existing Placement Home” Icon

Step 3
Placement Home Notebook will open - Select the “Retrieve Data” command button

Step 4


Home filter will open - select FFACH for facility type


A wild card search can be used on the SCP and Facility Name fields.  If the FFACH is found, verify that the home is associated with a FFA and that the home information is correct.  All information on the home can be edited including the “Operated by” field.  The user will need to create any FFACH not found in a properly executed search.
Creating a new FFACH and associating it with an FFA

Step 1
Click on the “+” sign under the Placement Home icon and complete all pages

Step 2
On the ID page when you click on the binoculars above the “Operated By” field this will launch Step the search for the FFA.

Step 3


Select FFA in the Facility Type

Step 4
Enter license number or city of the FFA (If a Resource search is unable to locate the FFA, search in Client Services)

Step 5


Click on the FFA you want to associate with the FFACH

Step 6


Complete all pages/fields and verify mandatory fields.

Step 7


Save to Database

Editing an FFACH

Step 1

Open Resource Management

Step 2

Click on the “Existing Placement Home” Icon

Step 3

Select “Placement Filter”

Step 4

Input search data

Step 5

Retrieve FFACH

Step 6

Home is now in focus and available to edit

Step 7

Complete edits to the home

Step 8

Save to Database
Changing Association between an FFACH and FFA

Step 1

Open Resource Management

Step 2

Click on the “Existing Placement Home” Icon

Step 3

Select “Placement Filter”

Step 4

Input search data

Step 5

Retrieve FFACH

Step 6

Check the “Operated By” Field on the ID page

Step 7

If the Operated by is incorrect, click on the binoculars to start a search

Step 8

Complete the placement home filter for the FFA

Step 9
Click on the FFA you want this FFACH to be associated with (Operated By)

Step 10

Save to Database
The following is a quick reference guide to be used in determining the appropriate course of action when attempting to correct data within Resource Management on CWS/CMS. 

	Entity
	Licensed By
	Input on CWS/CMS
	Changing LIS Information
	Other

Information

	Group Home
	State Licensed


	Licensee provides data to CCLD/LIS. Nightly download to CWS/CMS via Interface
	Need to contact CCLD if the licensing information is incorrect
	Note: Payee data and Substitute Care Provider data is not downloaded from LIS. Responsibility for this data correction/input lies with whichever county the facility is located in
.  

	Foster Home
	State Licensed
	County under CCL contract 
	LIS Interface for state licensed
	Entered by the county – see above

	Foster Home


	County Licensed
	
	
	

	Group Home Organizations
	No
	All counties can create, only county where located can edit
	
	

	FFA
	State Licensed


	LIS Interface
	
	See group home – other information

	FFA-Certified Home
	No
	All counties can create only county where located can edit
	
	

	Small Family Homes
	CCL-Statewide
	LIS Interface
	
	See group home – other information

	Relative Home
	N/A
	County
	N/A
	

	Court Specified
	N/A
	County
	N/A
	

	Guardian Homes
	N/A
	County
	N/A
	


Foster Homes are licensed by the CCLD in the following counties:

	Alpine
	Amador 
	Calaveras
	Colusa

	Humboldt
	Lake
	Lassen
	Los Angeles

	Madera
	Modoc
	Mono
	Nevada

	Plumas
	Riverside
	Sierra
	Siskiyou

	Tuolumne
	
	
	


IV. Community Care Licensing Contacts
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The following is a list of contacts from CCLD current as of Sept 8, 2011.  The CCLD Regional Contact can assist counties in working with the District Offices or Regional Offices by accessing the CCL internet web page for contacts at:
http://ccld.ca.gov/contact.htm or Laurie Lewis, County Liaison, at (916) 651-0266 for the County Family Child Care Home (FCCH) Licensing Program. 
[image: image4.jpg]EDMUND G. BROWN JR.
GOVERNOR



[image: image5.jpg]STATE OF CALIFORNIA—HEALTH AND HUMAN SERVICES AGENCY

DEPARTMENT OF SOCIAL SERVICES

744 P Street « Sacramento, CA 95814 « www.cdss.ca.gov




Community Care Licensing Division

Statewide Children’s Residential Program

744 P Street, MS 8-3-54, Sacramento, CA 95814

(916) 651-5380   FAX: (916) 657-1657
County Foster Family Home Licensing Program
VACANT, Program Administrator

Mei Yuk Kung, Program Chief
meiyuk.kung@dss.ca.gov
Tammy Rivera, Program Manager

(916) 653-2727
tammy.rivera@dss.ca.gov
Icela Estrada, County Liaison

Edward Leahy, County Liaison

(559) 243-8333
FAX (559) 243-8088
(916) 274-5986

FAX (916) 263-4744
770 East Shaw Avenue, Suite 330, MS 29-02 
2525 Natomas Park Drive, Suite 270, MS 19-35

Fresno, CA  93710
Sacramento, CA  95833 icela.estrada@dss.ca.gov
edward.leahy@dss.ca.gov
10 Fresno
39 San Joaquin
04 Butte
45 Shasta

16 Kings
50 Stanislaus
08 Del Norte*
47 Siskiyou

22 Mariposa
54 Tulare
09 El Dorado
51 Sutter

24 Merced
55 Tuolumne
11 Glenn
52 Tehama


31 Placer
58 Yuba
34 Sacramento*

Carmen Rollins, County Liaison

Leslie Mendoza, County Liaison




(951) 782-4123
FAX (951) 782-4967
(323) 981-1627
FAX (323) 981-3875
3737 Main Street, Suite 600, MS 29-26
1000 Corporate Center Drive, Suite 300, MS 29-17
Riverside, CA  92501

Monterey Park, CA  91754 

carmen.rollins@dss.ca.gov
leslie.mendoza@dss.ca.gov
15 Kern
42 Santa Barbara
13 Imperial 
36 San Bernardino

30 Orange
56 Ventura
14 Inyo*
37 San Diego

40 San Luis Obispo


Saxon Turner, County Liaison

(408) 324-2170
FAX (408) 324-2133

2580 North First Street, Suite 350, MS 29-07
San Jose, CA  95131 
saxon.turner@dss.ca.gov
01 Alameda
38 San Francisco

07 Contra Costa
41 San Mateo

21 Marin
43 Santa Clara

27 Monterey
44 Santa Cruz

28 Napa
49 Sonoma

35 San Benito
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� Placement home notebook cannot be concurrently open on the Client Services side of CWS/CMS.
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