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3.5.1 Inactivating a Caregiver

Caregivers cannot be deleted from the Caregiver Details grid, however, a caregiver can be inactivated when necessary.

1. Log into the PCC Tracking module.

2. Search for the foster home. See Section 3.1 for a complete discussion of the process for locating the foster home.

3. Click the Name link to open the Foster Home Details page.
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Figure 3.5.1.1 – Search Results

4. Click the name link of the caregiver you are inactivating.
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Figure 3.5.1.2 – Foster Home Details Page

5. Click the Status drop-down menu and select the Inactive option. 
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Figure 3.5.1.3 – Caregiver Details Page

6. Click the Update Caregiver button to save the change. The new status is shown in the Caregiver Details grid.
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Figure 3.5.1.4 – Caregiver Details Grid

7. Click the Save button. The PCC Tracking module notifies you that the data is saved successfully.
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Figure 3.5.1.5 – Successful Save Notification
3.5.2 Reactivating a Caregiver

To reactivate a caregiver:
8. Locate the caregiver you are reactivating. See Section 3.1 for a complete discussion of the process for locating the caregiver.

9. Click the Name link of the caregiver you are reactivating.
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Figure 3.5.2.1 – Caregiver Name link
10. Click the Status drop-down menu and select the Active option. 
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Figure 3.5.2.2 – Caregiver Details Page

11. Click the Update Caregiver button to save the change. The new status is shown in the Caregiver Details grid.
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Figure 3.5.2.3 – Caregiver Details Grid
12. Click the Save button. The PCC Tracking module notifies you that the data is saved successfully.
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Figure 3.5.2.4 – Successful Save Notification
4.0 Maintaining Independent Living Locations

Independent living locations enable individuals with disabilities to live (with assistance) in community settings. You can perform various tasks designed to help you manage independent living (IL) situations. 

· Add an independent living location

· Update an independent living location

· Delete an independent living location
4.1 Adding an Independent Living Location

You can add an IL location to an existing licensed program. To begin the process you must search for the licensed program.

13. Log into the PCC Tracking module.

14. Click the IL Location link in the navigational menu.
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Figure 4.1.1 – PC Tracking Module Home Page

15. Click the Licensed Program drop-down menu and select the appropriate option. 
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Figure 4.1.2 – Independent Living Search Criteria

16. Click the Search button. 
17. If you do not select a licensed program the PCC Tracking module notifies you. 
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Figure 4.1.3 – Select Licensed Program Reminder 
18. If there are no IL locations in a licensed program, the application notifies you.
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Figure 4.1.4 – No Information Found Notice

19. If you conduct a search without a IL location name, the application returns every location in the selected licensed program. 
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Figure 4.1.5 – Search Results, No Location Name

20. Click the Add Independent Location button to add a new IL location.

21. Complete all required fields for the new IL location. Required fields are indicated by an asterisk (*). Do not add apartment numbers to the address fields.
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Figure 4.1.6 – Location Details Page

22. Click the Save button or the Enter key on the computer keyboard. The PCC Tracking module notifies you of a successful save. 
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Figure 4.1.7 – Successful Save

23. If you attempt to save without completing all required fields, the application notifies you. 
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Figure 4.1.8 – Incomplete Data

4.2 Updating an IL Location

The PCC Tracking module enables you to update existing IL locations. To begin the update process you must search for the IL location.

24. Log into the PCC Tracking module.
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Figure 4.2.1 – PC Tracking Module Home Page

25. Click the IL Location link in the navigational menu.

26. Click the Licensed Program drop-down menu and select the appropriate option. 
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Figure 4.2.2 – Independent Living Search Criteria
27. Enter the IL location in the Independent Living Location Name text box. 
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Figure 4.2.3 – Completed Search Criteria

28. Click the Search button or the Enter key on the computer keyboard. 

29. If you search without completing the required fields the PCC Tracking module notifies you. 
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Figure 4.2.4 – Select Licensed Program Reminder

30. If you search with no IL location name the application returns every location in a selected licensed program. 
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Figure 4.2.5 – Search Results

31. Click the Name or Address link to open the Location Details page.
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Figure 4.2.6 – Location Details Page

32. Click into the text box and type over the errors to make corrections.

33. Click the Save button or the Enter key on the computer keyboard.
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Figure 4.2.7 – Successful Save
4.3 Deleting an IL Location

You can delete an IL location only if no child has ever been placed in the location. To begin the deletion process you must search for the IL location.

34. Log into the PCC Tracking module.
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Figure 4.3.1 – PC Tracking Module Home Page

35. Click the IL Locations link in the navigational menu.

36. Click the Licensed Program drop-down menu and select the appropriate option. 
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Figure 4.3.2 – Independent Living Search Criteria
37. Enter the IL location in the Independent Living Location Name text box. 
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Figure 4.3.3 – Completed Search Criteria

38. Click the Search button. 

39. If you search without completing the required fields the PCC Tracking module notifies you. 
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Figure 4.3.4 – Select Licensed Program Reminder

40. If you search with no IL location name the application returns every location in a selected licensed program. 
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Figure 4.3.5 – Search Results

41. Click the Name or Address link to open the Location Details page.
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Figure 4.3.6 – Location Details Page

42. Click the Delete button.
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Figure 4.3.7 – Successful Delete Notification

43. If a child has been placed in this independent living location, the PCC Tracking module notifies you. 
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Figure 4.3.8 – Cannot Be Deleted Notice
44. To verify that the deletion is successful, search for the deleted IL location.
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Figure 4.3.9 – No Search Results
5.0 Managing the Child’s Placement Location

You can perform the tasks necessary to manage a child’s placement location in the PCC Tracking module.

· Assign a placement location

· View placement location information

· Edit placement location information

When a child has been assigned to a foster home by DCBS, an associated task (Assign Location) appears in the PCC Tracking module work basket unless there already exists an open placement for this child in this facility. The item remains in the work basket until a location assignment is made for the child. 

You can see the task in the PCC Tracking module.

45. Log into the PCC Tracking module.

46. Click the Assign Location link in the navigational menu to open the Assign Location page.
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Figure 5.0.1 – Assign Location Page

47. Click the Licensed Program drop-down menu.
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Figure 5.0.2 – Licensed Program Drop-Down Menu

48. Select the appropriate Licensed Program option from the menu to open all Assign Location tasks associated with the selected program .
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Figure 5.0.3 – Assign Location Task List

5.1 Assigning the Location

When DCBS has assigned a child to a foster home/independent living situation you must record that assignment in the PCC Tracking module. Foster homes/IL locations must be in active status before you can select them.

49. Click the Assign Location link in the work basket Assign Location grid to open the Assign Location page. 
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Figure 5.1.1 – Assign Location Link 
5.1.1 Assigning an Independent Living Situation

You may place the child in a foster home or in an independent living situation. If you are placing a child in an independent living situation, you begin the process by searching for the IL location.

50. Click the Independent Living Location radio button.
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Figure 5.1.1.1 – Assign Location Page

51. Click the Search button to open the Independent Living Search Criteria page.
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Figure 5.1.1.2 – Independent Living Search Criteria

52. Enter the search criteria. You can search by:

· Location name

· County

· City

· Zip code

53. Click the Search button.

54. The application notifies you if the search produces no results. If the independent living facility you are looking for does not exist in the database, you can add it. See Section 4.1 for a complete discussion of the process for adding an independent living facility.
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Figure 5.1.1.3 – No Search Results 

55. Click the Name link in the Search Results grid to select the independent living location. You can only select independent living locations that are in active status.
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Figure 5.1.1.4 – Search Results

56. The PCC Tracking module loads the selected caregiver name into the Independent Living/Foster Home field. 
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Figure 5.1.1.5 – Completed Move Details

57. Complete the Enter Date field. See Section 1.1.1 for a discussion of the calendar function. 

Tip: The Enter Date is the date on which the child was placed in the independent living situation. 

58. Click the Save button or the Enter key on the computer keyboard. 

59. If the TWIST placement date and the PCC enter date do not correspond, the application notifies you. 
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Figure 5.1.1.6 – Save Confirmation

60. Click the Yes or No button as necessary. 

Tip: The TWIST Placement Date and PCC Enter Date do not have to match before the placement data can be saved. However, if you save a date that does not correspond to the date in the TWIST system, you create an inconsistent location item in the work basket and this item must be resolved.

61. The PCC Tracking module notifies you of a successful save.

When the placement is saved, the PCC Tracking module creates a tickler in the TWIST system to notify DCBS that the new assignment is completed.

5.1.2 Assigning a Foster Home

If you choose to place a child in a foster home you begin the process by locating the foster home.

62. Click the Foster Home radio button. 
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Figure 5.1.2.1 – TWIST Placement Page
63. Click the Search button to open the Foster Home Location Search page.
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Figure 5.1.2.2 – Foster Home Location Search

64. Enter the search criteria. You can search by:

· Primary caregiver last name

· County

65. Click the Search button.

66. The application notifies you if the search produces no results.
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Figure 5.1.2.3 – No Search Results 

67. If the foster home you are looking for does not exist in the database, you can add it. See Section 3.2 for a complete discussion of the process for adding a foster home.
Tip: If you click the Search button without entering a caregiver name, the application locates all caregivers associated with the licensed program. 

68. Click the Name link in the Search Results grid to select the foster home. You can only select foster homes that are in active status.
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Figure 5.1.2.4 – Search Results

69. The PCC Tracking module loads the selected caregiver name into the Primary Caregiver Last Name field. 

70. Complete the Enter Date field. See Section 1.1.1 for a complete discussion of the calendar function.
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Figure 5.1.2.5 – Completed Move Details

Tip: The Enter Date is the date on which the child was placed in the foster home.

71. Click the Save button or the Enter key on the computer keyboard. 

72. If the TWIST placement date and the PCC enter date do not correspond, the application notifies you. 
[image: image49.png]Please confirm

= Twist Placement date and PCC Enter date are not in
sequence
= Do you really want to save?





Figure 5.1.2.6 – Save Confirmation

73. Click the Yes or No button as necessary. 

Tip: The TWIST Placement Date and PCC Enter Date do not have to match before the placement data can be saved. However, if you save a date that does not correspond to the date in the TWIST system, you create an inconsistent location item in the work basket and this item must be resolved.

74. The PCC Tracking module notifies you of a successful save.

When the placement is saved, the PCC Tracking module creates a tickler in the TWIST system to notify the DCBS of the completion of the new assignment.
5.2 Viewing the Child’s Physical Placement

The PCC Tracking module enables you to see the child’s placement history so long as the child is currently in a placement which is assigned to you. When a child is discharged from a placement you can see the child’s placement history until the end of the month which follows the month of the discharge date.

75. Log into the PCC Tracking module.
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Figure 5.2.1 – PCC Entry Page
76. Click the Location Summary link in the navigational menu.
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Figure 5.2.2 – Child Search Page

77. Click the Licensed Program drop-down menu.
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Figure 5.2.3 – Licensed Program Drop-Down Menu
78. Select the appropriate option. 
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Figure 5.2.4 – Completed Search Fields

79. Complete the required search fields. Required fields are indicated with an asterisk (*).

80. Click the Search button or the Enter key on the computer keyboard.
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Figure 5.2.5 – Search Results

81. Click the Name link in the search results grid to open the Location Summary page
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Figure 5.2.6 – Location Summary Page
82. Click the Placement link to open the PCC Physical Locations page. 
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Figure 5.2.7 – PCC Physical Locations Page

83. Click the Location name link to see information associated with the physical location. You can see the current placement, and the placement history for the child. The most current location is always the first row of the grid.
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Figure 5.2.8 – Location Data

5.3 Editing the Child’s Physical Placement

Placement information cannot be directly edited; you must remove the placement and re-create it to correct information errors. See Section 5.4 for a complete discussion of the process for undoing a placement. 
If the placement you remove is the only placement for the child, the PCC Tracking module creates an Assign Location item in the work basket. See Section 5.1 for a complete discussion of the process for reassigning the location. Any updates to placement information create a tickler in the TWIST system for DCBS. 

If the placement you are correcting is the most current of several placements, the next most current placement replaces the first placement when you remove it. You must re-create moving the child to the correct placement, beginning with a move notification. See Section 6.0 for a complete discussion of the process for re-creating the removed placement. Any updates to placement information create a tickler in the TWIST system for DCBS. 

You can update the physical location data as often as you wish until the last day of the month that follows the month of the Date Update date. After that date records are frozen and cannot be edited. When a case is closed in the TWIST system it can no longer be updated. 
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Figure 5.3.1 – Location Data

5.4 Undoing the Current Assignment

When you click a location link the Undo Current Assignment button becomes active. The Undo Current Assignment button enables you to eliminate the current OOHC location assignment. You can undo assignments for the licensed program(s) assigned to you. Admin-level users can undo assignments for a licensed program of their choice. 

To correct the inconsistent location, re-enter the assignment using the same dates used in the TWIST application.
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Figure 5.4.1 – Inconsistent Location Data

84. Click the Location link to select the most recent location. The selected location is highlighted.
85. Click the Undo Current Assignment button.

86. If you fail to select the location, the application notifies you.
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Figure 5.4.2 – Incomplete Information Notice

87. Click the Yes button to save the undo.
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Figure 5.4.3 – Confirmation Message

88. The PCC Tracking module creates a tickler in the TWIST system to notify DCBS of the undo.

When a location assignment is removed, the next most current assignment replaces the removed assignment. If you are removing the location to correct information errors, see Section 6.0 for a complete discussion of the process for moving the child to another location.

If there is no remaining location assignment, the PCC Tracking module creates an Assign Location item in the work basket as long as the TWIST system reports that the child is still in an OOHC episode. See Section 5.1 for a complete discussion of the process for assigning the child to a placement location. 

You can make changes to location assignments that are now closed until the end of the month following the month of the move date or until the child is placed back into in the same location and that placement is documented in the TWIST system.

6.0 Moving the Child

Whenever a child is moved from one foster home/individual living location to another, you must record the move in the PCC Tracking module. To fully record the move you must:

· Create a move notification

· Record the actual move

The PCC Tracking module also enables you to update or withdraw the move notification. 
6.1 Creating the Move Notification

All physical moves must be preceded by a move notification. The move notification must be created two weeks before the actual move occurs so that DCBS can make the necessary arrangements to physically move the child. 

If necessary you can create a move notification for a move that occurred in the past, but was not documented. You must create a move notification for any move, including ones that have already happened.

Begin the move notification process by searching for the child.

89. Log into the PCC Tracking module.
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Figure 6.1.1 – Opening Page, PCC Tracking Module

90. Click the Move Notification link in the navigational menu.
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Figure 6.1.2 – Child Search Page

91. Click the Licensed Program drop-down menu to select the appropriate program for the move.
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Figure 6.1.3 – Licensed Program Drop-Down Menu

92. Enter the child’s last name in the Last Name text box. If you have other search information you can enter that. 

Tip: The PCC Tracking module only searches for children who are currently placed in a PCC physical location. 
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Figure 6.1.4 – Completed Search Fields

93. Click the Search button or the Enter key on the computer keyboard. 
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Figure 6.1.5 – Search Results

94. Click the Name link to open the Notification Details page.

95. If a move notification already exists for the child you cannot create another one. The PCC Tracking module notifies you of the existing move notification.
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Figure 6.1.6 – Move Notification Created Notice

96. Enter the Anticipated Move Date if you know it. See Section 1.1.1 for a complete discussion of the process for using the calendar function. The move date must be a date on which the child was actually assigned to the foster home. 

Tip: If you enter dates that do not match TWIST placement dates, you create ‘orphan’ records. These records do not show in the PCC Tracking module database unless the TWIST record is modified so that the placement dates include your PCC dates, thereby validating the PCC dates.
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Figure 6.1.7 – Notification Details Page

Tip: The TWIST Placement Date is the date on which the child entered the current physical placement as recorded in the TWIST application. The TWIST Move Date is the date on which the child leaves the physical placement. If there is no move date the child is still in the placement. 
97. Click the Intent Type drop-down menu to select the intent type. Select a single intent type. You can:

· Move the child within a licensed program

· Move the child from one licensed program to another

· Discharge the child from the parent agency

6.1.1 Moving Within a Licensed Program

If you are moving the child from one foster home/independent living situation to another in the same licensed program the PCC Tracking module enables you to immediately select the new living situation.

98. Select the Move within Licensed Programs option from the Intent Type drop-down menu.
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Figure 6.1.1.1 – Intent Type Drop-Down Menu

99. Enter any relevant narrative discussion of the move in the Move Details text box.

6.1.1.1 Moving Between Foster Homes

Within a particular licensed program you can move a child between foster homes or independent living situations.

100. Click the Foster Home Location Type radio button if necessary. (This is the default choice.)
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Figure 6.1.1.1.1 – Moving within a Licensed Program

101. Click the Search button to search for the foster home.

Tip: The Independent Living/Foster Home text box does not accept text. The PCC Tracking module loads the results of your search in the text box. 

102. Enter the caregiver’s last name in the Primary Caregiver Last Name text box. 
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Figure 6.1.1.1.2 – Foster Home Location Search Page

103. Click the Search button or the Enter key on the computer keyboard.

104. If you click the Search button without entering a caregiver’s name, the application returns a list of all caregivers associated with the licensed program.
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Figure 6.1.1.1.3 – Search Results, All Caregivers 

105. Click the Name link to select the new foster home.

106. Complete the Move Details field if needed.
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Figure 6.1.1.1.4 – Completed Notification Details

107. Click the Save button or the Enter key on the computer keyboard. 

108. The application notifies you if the move date falls outside the current location assignment parameters.
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Figure 6.1.1.1.5 – Invalid Move Date Notice

109. If you try to save before you select the intent type, the application notifies you.
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Figure 6.1.1.1.6 – Incomplete Data Notice
110. The PCC Tracking module reminds you that any visits made to a child must be recorded before the child is moved. See Section 8.1 for a discussion of the process necessary to record a visit.

111. Click the Yes button to confirm the save.
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Figure 6.1.1.1.7 – Confirmation Notice

Completing the move notification creates a tickler for DCBS in the TWIST application. The tickler indicates the type of move that is intended. 
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Figure 6.1.1.1.8 – TWIST Tickler
6.1.1.2 Moving within Independent Living Situations
You can move a child from one independent living situation to another.

112. Click the Independent Living radio button. 
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Figure 6.1.1.2.1 – Independent Living Radio Button
113. Enter the location name of the current IL location assignment in the Independent Living Location Name text box. 
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Figure 6.1.1.2.2 – Independent Living Location Search Page

114. Click the Search button or the Enter key on the computer keyboard.

115. If you click the Search button without entering a location, the application returns a list of all locations associated with the licensed program.
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Figure 6.1.1.2.3 – Search Results, All Locations 

116. Click the Name link to select the new independent living location.

117. Complete the Move Details field if needed.
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Figure 6.1.1.2.4 – Completed Notification Details

118. Click the Save button or the Enter key on the computer keyboard.
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Figure 6.1.1.2.5 – Confirmation Option

119. The application notifies you if the move date falls outside the current location assignment parameters.
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Figure 6.1.1.2.6 – Invalid Move Date Notice

120. If you save before you select the intent type, the application notifies you.
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Figure 6.1.1.2.7 – Incomplete Data Notice
121. The PCC Tracking module reminds you that any visits made to a child must be recorded before the child is moved. See Section 8.1 for a discussion of the process necessary to record a visit.

122. Click the Yes button to confirm the save.
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Figure 6.1.1.2.8 – Confirmation Notice

Completing the move notification creates a tickler for DCBS in the TWIST application. The tickler indicates the type of move that is intended. 

6.1.1.3 Verifying the Move Notification 

You can verify that you have successfully created a move notification by attempting to create another move notification for the child. If a move notification exists for the child you cannot create another one.

123. Select the appropriate program from the Licensed Program drop-down menu.
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Figure 6.1.1.3.1 – Move Notification Page

124. Enter the child’s name in the Last Name text box.
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Figure 6.1.1.3.2 – Completed Search Fields

125. Click the Search button or the Enter key on the computer keyboard.
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Figure 6.1.1.3.3 – Search Results

126. Click the Name link.
127. The PCC Tracking module notifies you that the move notification has been successfully created.
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Figure 6.1.1.3.4 – Move Notification Notice
6.1.2 Moving from a Licensed Program
When creating a move notification for a move from one licensed program to another, you do not have to indicate the new location. You simply indicate your intention to move the child.

128. Select the Move within Parent Agency between Licensed Programs option from the Intent Type drop-down menu.
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Figure 6.1.2.1 – Intent Type Drop-Down Menu
129. Complete the Move Details field if needed.

130. Click the Save button or the Enter key on the computer keyboard.

131. The PCC Tracking module reminds you that any visits made to a child must be recorded before the child is moved. See Section 8.1 for a discussion of the process necessary to record a visit.

132. Click the Yes button to confirm the save.
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Figure 6.1.2.2 – Confirmation Notice

133. The PCC Tracking module notifies you of the successful save. 

[image: image92.png]Data Saved Successfully.

TWIST Placement

iz [Wilson, Petunia Licensed Prograrm [marca's home for Pohs
Case Wanager [West, Trevor Phone [270)270-5653
TWIST Placement Date [06/01/2008 TWIST Move Date





Figure 6.1.2.3 – Successful Save Notice
134. See Section 6.1.1.3 for a complete discussion of the steps necessary to verify that you have successfully created a move notification.
Completing the move notification creates a tickler for DCBS in the TWIST application. The tickler indicates the type of move that is intended. 

6.1.3 Discharging the Child

When the child is to be discharged from a foster home/independent living situation you must note that in the move notification process.

135. Select the Discharge from Parent Agency option from the Intent Type drop-down menu.
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Figure 6.1.3.1 – Intent Type Drop-Down Menu
136. Enter move information in the Move Details text box if necessary.

137. Click the Save button or the Enter key on the computer keyboard.
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Figure 6.1.3.2 – Confirmation Option
138. Click the Yes button to confirm the save.

139. The PCC Tracking module confirms your successful save.
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Figure 6.1.3.3 – Successful Save Notice
Completing the move notification creates a tickler for DCBS in the TWIST application. The tickler indicates the type of move that is intended. 
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