1.
INVESTIGATION

A. Temporary Custody Notice/Notice of Removal

B. CPS Report(s) Summary (Priors) from Hotline

C. PS-045(CPS Rqst & Summary of Client Rights & Responsibilities)

D. PS-020 (Child Abuse or Neglect Report)

E. Police Report(s)

F. TDM summary Report

G. Family Locate Referral

H. Release Order

I. Child Safety Assessment (and safety plan if applicable)

J. FC 009 Parental Assessment Form

K. Strengths and Risk Assessment (optional, is in CHILDS)

L. Report(s) from ChildHelp, Mesa CAFA, Glendale Center

M. CPS 1030B / CPS 1030C Protective Action Plan

N. Family / Social History

O. Non-ID

P. Comprehensive Medical and Dental Plan (CMDP) Card(s)

Q. Social Security Card(s)

R. Immunization Records

S. Birth Certificate(s), Records

T. Intake Photographs

U. CHILDS screen print – as it pertains to investigation (i.e., UCPR’s)

V. Face Sheet (optional but encouraged), Case Summary

W. Transfer Summary / Case Transfer Checklist

X. Clinical Supervision Checklist

Y. FW181 Case Reviews Guide(s) [Supervisor]

2. PLACEMENT

A. Placement Packets (including PS-067, requests for placement)

B. Housing Subsidy

C. Incident Reports

D. PARF’s (Placement Action Request Form)

E. Request for Services (documentation regarding scheduled appointments and provider assignments.)

F. Placement Reports

G. FSC1016A – Kinship Foster Care Placement Consideration

H. FSC1015A – Assessment of Kinship Foster Care

I. Safety Plan (Signature page for unlicensed placement)

J. Notice to Provider

K. Rapid Response Referral Form

L. Relative Placement Agreement

M. Child Care Referrals / Documentation

N. Camp / Day Program Documents

O. Special Rate Evaluation

P. Evaluation for Foster Placement (copy)

Q. Emergency Shelter Placement Packet (copy)

R. ICPC Requests / Documents

S. Home Study(ies) on Potential Placements

T. Travel

U. CHILDS screen print – as it pertains to placement issues
3.
SERVICES (MEDICAL / PSYCHOLOGICAL / EDUCATIONAL)

A. Drug Screen / UA

B. Evaluations (psychological, psychiatric, etc.)

C. PS-067 – as it pertains to request for services

D. Education Information (IEP’s, report cards, progress reports, etc.)

E. Parent Aide Reports

F. Case Aide Request

G. Counseling Reports

H. Medical Reports / Records (general medical prescriptions, EPSDT forms, special services, i.e. OT, PT, CRS)

I. CMDP Enrollment

J. Parenting Class Reports / Certificates

K. Paternity Testing

L. TERROS

M. Special Friend or other Volunteer Services

N. Family Builders, FPPT, Reunification, or other provider reports

O. Eligibility Determination (Title IV-E, XIX)

P. Parent Locate Referral 

Q. Request for transfer of case (specialized service – YAP, ICWA, DDD, In-Home, etc.)

R. Young Adult Program

S. Transportation (Buss/ Taxis)

4.
CORRESPONDENCE AND CONTACTS

A. Case Notes Printed (Optional) 

B. Notification of Staffing

C. New Case Manager Letter

D. Findings Letter

E. Service Letter

F. ANY and ALL Letters (including client, RBHA, Attorney, etc.)
5.
LEGAL A (Incoming / Other Party Generated)
A. Voluntary Foster Care Agreement

B. CASA (Court Appointed Special Advocate) Reports

C. JV – Probation Reports

D. FCRB (Foster Care Review Board) Reports

E. ICWA (Indian Child Welfare Act) Documentation

F. Fingerprint Clearance / Records

G. Criminal Court Records / Mug Shots

H. Legal Docs Outside of CPS / Court

I. Mediation Agreements

J. Minute Entries

6. LEGAL B (Outgoing / CPS Generated)

A. Court Reports (signature)

B. Motions

C. Petitions

D. Dependencies / Dependency Worksheet

E. Guardianship, Severance Packets

F. Permanency Conference Packet

G. Case Plans

