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8.0 Recording Child Visits

Case workers must visit each child in an OOHC placement every calendar month that the child remains in that placement. A calendar month is defined as the period running from the first day of the month to the last day; a child is in foster care for a calendar month if he is in an active placement for every day of that month. Case workers are not required to visit during partial months. The majority of the visits must take place in the home in which the child lives. 

Case workers are out of compliance if they fail to make the monthly visit; non-compliance jeopardizes the federal IV-B funds allotted for Kentucky by the federal government.

All visits to children in an OOHC placement must be recorded in the PCC Tracking module. The number of visits made to a child, and the number of visits made to the child’s home (placement) are submitted to the federal government as part of the data required to secure federal IV-B funding. 

8.1 Adding a Visit

You must use the PCC Tracking module to record each visit made to a child in an OOHC placement. When you record a visit in the PCC Tracking module it is also recorded in the TWIST database so that the DCBS case worker can see it.

8.1.1 Locating the Child

Begin the process by searching for the licensed program that the child is assigned to.
1. Log into the PCC Tracking module.
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Figure 8.1.1.1 – PCC Navigational Menu

2. Click the Visits link in the navigational menu.

3. Select the appropriate option from the Licensed Program drop-down menu. 

Tip: You can only see the licensed programs you are assigned to work with.
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Figure 8.1.1.2 – Licensed Program Drop-Down Menu

4. The PCC Tracking module automatically lists all the children placed with the selected licensed program. Children are listed by visit dates which are organized from the most distant to the most recent. Children who have not been visited are listed at the top of the Visits grid.

Tip: The licensed program’s placement list may include children who have been moved out of the PCC; you have until the end of the month following the month in which the move was recorded (in either TWIST or PCC) to enter any visits occurring while the child was in this placement.
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Figure 8.1.1.3 – Licensed Program Placement Listing

Tip: You can click the page number link to navigate through the grid pages.

5. Click the Name link of the child who received the visit you are recording to open the Child Visits page.
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Figure 8.1.1.4 – Child Visits Page

The Child Visits page contains information about the child’s current placement and visit history.

· TWIST Placement: Child placement information from the TWIST system (cannot be edited)

· Location Name: Location of the child’s current placement (cannot be edited)

· Child Visits Summary: Information about previous visits to the child

Tip: Visits are usually arranged in chronological order, from the most distant to the most recent; you can click the grid headers to rearrange that order (and to rearrange the location order) if necessary.
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Figure 8.1.1.5 – Rearranged Visits

8.1.2 Entering the Visit Information

When you have located the child in question you can enter the visit information.

6. Click the Add New Visit button to open the Child Visit Detail page.
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Figure 8.1.2.1 – Add New Visit Button

7. Enter the date of the visit you are recording in the Date of Visit text box. This is the date on which the visit actually occurred. The date of the visit must match the TWIST record of the dates on which the child was in this placement. The PCC Tracking module will not accept future dates.

Tip: To use the Calendar function, click the Calendar icon to the right of the Date of Visit text box. See Section 1.1.1 for a complete discussion of the Calendar function.
[image: image7.png]Child Visit Deta
Visit Details

Child's Name [ison, Petunia * Date of Visit i
* Location [ Select One -
Case worker who visited the child

* First Name. * Last Name

I™ Foster Home Services I™ Progress on Family Level Objective
+ purpose| | Parent and Sibing Visitation ™ Progress on Incividual Level Objective
I™ Placement Service I™ Services/issues not addressed in objectives
I™ Progress on Child Youth Plan [ Sibling Visitation (Used with Siblings Visit) &
I~ Assessment I Ongoing Services B
+ corvice setiity| [ €25 Coordnation/anagement I placement
I™ Complaints/Disagreements against Staff I™ Tracking/Follow-Up
I™ Counseling, Individual &

* Description of service activity including but not limited to verification of Lifebook
development, review of treatment plan (including supervision plan), review of medical
passport, review of educational or developmental progress, and review of visitation
agreement or permanency plan:





Figure 8.1.2.2 – Child Visit Detail Page

8. Select the appropriate option from the Location drop-down menu.
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Figure 8.1.2.3 – Location Drop-Down Menu

Tip: The majority of the visits to the child should be in the child’s residence (the home in which the child is currently living).

9. Enter the name of the case worker who visited the child in the First Name and Last Name text boxes.
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Figure 8.1.2.4 – Visiting Case Worker
10. Click the check box next to the appropriate choice in the Purpose selection box to indicate the purpose of the visit. You may select more than one purpose if necessary.
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Figure 8.1.2.5 – Visit Purpose

11. Click the check box next to the appropriate choice in the Service Activity selection box to indicate the reason for the visit. You may select more than one service activity if necessary.
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Figure 8.1.2.6 – Visit Service Activity

12. Add a description of the service activity in the free-form text box. You can enter a maximum of 10,000 characters. 
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Figure 8.1.2.7 – Free-Form Text Box
13. Click the Save button to save the visit information.

14. The PCC Tracking module requires you to confirm the save. Click the Yes option to confirm the saved visit.
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Figure 8.1.2.8 – Save Confirmation

Tip: If you click the No button, all the entered data is lost.
15. The PCC Tracking module notifies you of the successful save.
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Figure 8.1.2.9 – Save Notice

When you have recorded the visit, the PCC Tracking module creates and sends an informational tickler for the DCBS case manager. (Expired ticklers are removed from the DCBS case manager’s tickler list once a month; all ticklers that are more than 30 days old are automatically removed.) 
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Figure 8.1.2.10 – TWIST Informational Tickler

The TWIST user can see any visit information entered by the PCC user in the Contact Summary grid in the TWIST system.
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Figure 8.1.2.11 – Contact Summary Page
8.2 Editing a Visit

You can edit recorded visit information only on the day on which it was entered into the PCC Tracking module. You must complete your edits before 11:59 p.m. of that day; after that all material is closed for editing. 

[image: image17.png]Visit Details

Child's Name

* First Name.

* Purpose

* Service Activity

[Wilson, Petunia * Date of Visit [7/1/2009 i
* Lacation [Otfer 2
Case worker who visited the child

Sally * Last Nare [Forth

I Foster Home Services I progress on Farmily Level Objective

W parent and Sibling Visitation: I Progress o Individual Level Objective

I placement Service I |Services/issues not addressed in objectives

I progress on Child Yeuth Plan I SiblingVisitation (Usedwith Siblings Visit) &
I~ Assessment ¥ Ongoing Services B
I~ Case Coordination/Management I~ placement

I Complaint/Diszgreements against Staft I~ Tracking/Follow-Up

I Counseling, Individus &

* Description of service activity including but not limited to verification of Lifebook
development, review of treatment plan (including supervision plan), review of medical
passport, review of educational or developmental progress, and review of visitation
agreement or permanency plan:

Het with Petunia and her mother for counseling

L





Figure 8.2.1 – Visit Closed for Editing

When you save an edited visit in the PCC Tracking module, the new information is also saved into the TWIST database so that the DCBS case worker can see it. (Visit information cannot be edited in the TWIST system, although the DCBS case worker can add comments. See Section 8.2.3 for a discussion of the steps necessary to view comments.)
8.2.1 Locating the Visit

Begin the process by searching for the licensed program that the child is assigned to.
16. Log into the PCC Tracking module.
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Figure 8.2.1.1 – PCC Navigational Menu

17. Click the Visits link in the navigational menu.

18. Select the appropriate option from the Licensed Program drop-down menu. 

Tip: You can only see the licensed programs you are assigned to work with.
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Figure 8.2.1.2 – Licensed Program Drop-Down Menu

19. The PCC Tracking module automatically lists all the children assigned to the selected licensed program. Children are listed by visit dates which are organized from the most distant to the most recent. Children who have not been visited are listed at the top of the Visits grid.
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Figure 8.2.1.3 – Licensed Program Membership Listing

Tip: You can click the page number link to navigate through the grid pages.

20. Click the Name link of the child who received the visit you are recording to open the Child Visits page.
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Figure 8.2.1.4 – Child Visits Page

8.2.2 Making the Edits

When you have located the necessary visit, you can begin the edits.

21. Click the Location of Contact link to open the visit you wish to edit.
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Figure 8.2.2.1 – Opened Visit

22. Make the necessary changes to the visit record. You can edit any part of the visit other than the Child’s Name field.

· Date of Visit (date the visit actually occurred)

· Location (location of visit)

· First Name (case worker making the visit)

· Last Name (case worker making the visit)

· Purpose (purpose of visit—you can select more than one visit purpose when necessary)

· Service Activity (reason for visit—you can select more than one service activity when necessary)

· Description of Service Activity (up to 10,000 characters)
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Figure 8.2.2.2 – Edited Visit Record 

23. Click the Save button to save the changes.

24. The PCC Tracking module requires you to confirm the save. Click the Yes option to confirm the saved visit.
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Figure 8.2.2.3 – Save Confirmation

Tip: If you click the No button, all the entered data is lost.
25. The PCC Tracking module notifies you of the successful save.
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Figure 8.2.2.4 – Save Notice

You can edit the visit as many times as necessary so long as the edits are completed by the end of the day (before 11:59 p.m.) on which they were entered into the PCC Tracking module.

Each time you save the edited visit record a tickler is sent to the TWIST system so that the DCBS case worker is informed of the case changes. 
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Figure 8.2.2.5 – TWIST Informational Tickler

8.2.3 Viewing TWIST Comments

TWIST users can add comments as necessary to visit information entered by PCC users. You can see those comments on the Child Visit Details page. (See Section 8.2.1 for a complete discussion of the steps necessary to locate the Child Visit Details page.) 
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8.2.3.1 – Child Visit Detail Page

The entire comment may not be displayed. Click the No. link to open the comment.
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8.2.3.2 – Comment Detail
9.0 Managing the Administrative Functions

The PCC Tracking module is available to users who have submitted an application for access and been approved. All users must be assigned an appropriate security role before they can access the module. 

PCC and CRP users who have administrative level security access to the PCC Tracking module can request or deny accounts for application access and assign user security roles. 

9.1 Approving User Requests 

Prospective users can apply for access to the PCC Tracking module by completing an electronic account request and submitting it to the approving administrator. 

9.1.1 PCC Tracking Module Administrators

Each user group (DCBS/CHFS, PCC and CRP) has an administrator who assigns the new user a security role. The admin regulates access to the PCC Tracking module for the user group he belongs to.

9.1.1.1 CHFS Administrator

The CHFS admin approves all requests made for access to the PCC Tracking module and is the only administrator who can assign all security roles, including the PCC and CRP admin roles. 

· PCC Admin: Can assign or inactivate PCC user 1 and PCC user 2 roles; can see licensed program staff members in all licensed programs that fall within the admin’s parent agency

· CRP Admin: Assign or inactivate CRP users
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Figure 9.1.1.1.1 – CHFS Admin Security Role Options

The CHFS admin can see all parent agencies used by DCBS.
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Figure 9.1.1.1.2 – CHFS Admin Parent Agency Options

9.1.1.2 PCC Administrator

The PCC Admin can assign security roles associated with the parent agency to which he is assigned. 

· PCCUser1: Licensed program level: can assign or inactivate foster home and independent living programs
· PCCUser1: Can notify and move children from one foster home/independent living situation to another within in a licensed program
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Figure 9.1.1.2.1 – PCC Admin Role Options

The PCC admin can only access the parent agency to which he is assigned.
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Figure 9.1.1.2.2 – PCC Admin Parent Agency Options

9.1.1.3 CRP Administrator

The CRP admin can assign the single CRP security role. CRP users have view-only access to reports.

· CRPUser: View reports only
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Figure 9.1.1.3.1 – CRP Admin Role Option
CRP users can see all parent agencies used by DCBS. They are not assigned to a specific parent agency or licensed program. These drop-down menus are not available to the admin.

[image: image34.png]M 2dditional Information

Role[ CRFUser - Status|Select One

Wl ecoess Lists

Save Reset





Figure 9.1.1.3.2 – CRP Admin Completed Security Role Assignment
9.1.2 Requesting an Account

You can request an account from the PCC Tracking module portal page.

26. Open the PCC Tracking module portal page.
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Figure 9.1.2.1 – PCC Tracking Module Portal Page

27. Click the Want to sign up for account ? link.

28. Complete all required fields on the Account Request form. The Referrer E-mail field contains the email address of the local administrator. 

· CHFS Admin

· PCC Admin

· CRP Admin

Tip: The PCC and CRP administrators who are requesting an account use the CHFS administrator’s email address in the Referrer E-mail field.

29. Click the I Accept, Submit Request button to accept the request Terms and Conditions and submit the account request. 
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contain characters from the following four categaries: English uppercase (4 through 2); English lowercase (a through 2); Numerals
(0 through 9); Non-alphabstic characters (@, #, $, %, °, +,

Password[— Confirm Password [

[ Password Reset Informati

Security information required to verify your identity in case you forget your password. Make sure to remember this information and
do not reveal ta others.

gt PN Security Question:‘[Select one 7]
secretanswert[—

Enter text from the image:* 6725

| O [B Printable Confidentiality Aqreement

This i to acknowledge that I have read and understand the Office of Information Technologies Internet and ﬂ
Application Use Policy and Username/Password Policy. 1 have been advised and understand that I may be
subject to disciplinary action should 1 not adhere to these policies and procedures.

By submitting the request, you are agreeing to the Terms and Confidentiality & Privacy Policy.

1 Accept, Submit Request |

w and Accept Terms and Conditions:





Figure 9.1.2.2 – Account Request Form

Tip: Record the password created in the account request; you will need it when you log into the application.
The PCC Tracking module creates an account request confirmation.
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Figure 9.1.2.3 – Account Request Confirmation

The applicant receives an email notifying them of the account request submission. The local admin (email address listed in the Referrer E-mail section of the application) receives a copy of the email notice.
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Figure 9.1.2.4 – Account Request Submission Email
The applicant must have a unique email address and must submit supporting documentation via fax to the local admin.

· Signed copy of a CHFS-219 Employee Confidentiality/Security Agreement

The CHFS-219 Employee Confidentiality/Security Agreement is available online at: 

http://manuals.chfs.ky.gov/dcbs_manuals/dpp/dpp_forms/CHFS%20219%20OIT%20Confidentialilty%20Form.pdf
When the administrator receives the supporting documentation, he can submit the user account request to the CHFS admin for final approval, or he can deny the account request.

9.1.3 Submitting the Account

When the account request and all supporting documents have been received, the local admin submits the request to the CHFS admin for approval.
30. Log into the PCC Tracking module.

31. Click the User Request Approval link.
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Figure 9.1.3.1 – PCC Tracking Module Opening Page

32. Enter the Request ID from the account submission email in the Request ID text box.
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Figure 9.1.3.2 – Request ID
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Figure 9.1.3.3 – User Request Approval Page

33. Click the Get Requester Info button to load the requester information submitted on the request form onto the User Request Approval page.
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Figure 9.1.3.4 – Completed User Request Approval Page

Tip: The request status is ‘Pending’ until the local admin submits the request.
34. Click the Request New Account button to forward the request to the CHFS admin.

35. The PCC Tracking module notifies you when the request is successfully forwarded. 
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Figure 9.1.3.5 – Request Approval Notice

9.1.4 Approving an Account

The CHFS admin receives an email notifying him that an account request is ready for approval.
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Figure 9.1.4.1 – Email Notice, Account Request Approval

The CHFS admin begins the approval process after he receives the email notice and a faxed copy of the user agreement and all supporting documents.

36. Log into the PCC Tracking module.

37. Click the User Request Approval link.
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Figure 9.1.4.2 – PCC Tracking Module Opening Page

38. Enter the Request ID from the account submission email in the Request ID text box.
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Figure 9.1.4.3 – Request ID
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Figure 9.1.4.4 – User Request Approval Page

39. Click the Get Requester Info button to load the requester information submitted on the request form onto the User Request Approval page.
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Figure 9.1.4.5 – Completed User Request Approval Page

Tip: The request status is ‘Requested’ until the CHFS admin approves the request.
40. Click the Request New Account button to forward the request to the CHFS admin.

41. The PCC Tracking module notifies you when the request is successfully forwarded. 
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Figure 9.1.4.6 – Request Approval Notice

The approval is finalized by batch process which takes approximately 60 minutes. The approval must be finalized before the local admin can assign security roles to the applicant.

The applicant and the local admin receive an email confirmation that the account has been approved. The confirmation also contains the new user’s user name. (The user created a password in the account request document.)
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Figure 9.1.4.7 – Account Approval Notice
9.1.5 Denying an Account Request

It may be necessary to deny an account request. The account request can be denied by the local administrator or by the CHFS admin.

42. Log into the PCC Tracking module.

43. Click the User Request Approval link.
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Figure 9.1.5.1 – PCC Tracking Module Opening Page

44. Enter the Request ID from the account submission email in the Request ID text box.
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Figure 9.1.5.2 – User Request Approval Page

45. Click the Get Requester Info button to load the requester information submitted on the request form onto the User Request Approval page.
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Figure 9.1.5.3 – Completed User Request Approval Page

46. You must add a denial reason in the Reason text box. The application notifies you if you fail to add the reason.
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Figure 9.1.5.4 – Incomplete Data Notice

47. Click the Deny Request button to deny the request.

Tip: PCC and CRP administrators who are denying a request click the Reject Request button.

48. The PCC Tracking module notifies you when the request is denied. 
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Figure 9.1.5.5 – Request Denial Notice

An email is automatically sent to the applicant, informing him that the application has been denied.
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Figure 9.1.5.6 – Denial Notice
9.2 Assigning User Roles

When the account has been approved, you must assign the new user a security role. Users who have not been assigned a security role can see the PCC Tracking module welcome page but they cannot access the application. 
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Figure 9.2.1 – Welcome Page

9.2.1 Locating the Approved User
You must first retrieve the approved user from the PCC Tracking module before you can assign user roles.

49. Log into the PCC Tracking module.
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Figure 9.2.1.1 - PCC Tracking Module Opening Page

50. Click the User Role Assignment link.
51. Enter the user ID in the User ID text box. (The user ID is found on the account approval email.) You must enter the ID as domain name\username.
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Figure 9.2.1.2 – User Role Assignment

52. Click the Get User Info button. The account information is loaded into the appropriate text boxes.
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Figure 9.2.1.3 – Completed Account Information

9.2.2 Assigning the Security Role

All users of the PCC Tracking module must be assigned a security role.

53. Select the appropriate security role from the Role drop-down menu.
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Figure 9.2.2.1 – Security Role Drop-Down Menu

Tip: If you are assigning a PCC user role you must also assign a parent agency and licensed program. If you are assigning a CRP user role, you need only assign the user role.

54. Select the appropriate parent agency from the Parent Agency drop-down menu. 
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Figure 9.2.2.2 – Parent Agency Drop-Down Menu

55. Select at least one licensed program from the Licensed Programs check list. 
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Figure 9.2.2.3 – Licensed Programs

56. Select the appropriate status from the Status drop-down menu. 
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Figure 9.2.2.4 – Status Menu

57. Click the Save button. 
58. If you fail to complete a required field, the application notifies you. 
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Figure 9.2.2.5 – Incomplete Information Notice

59. The PCC Tracking module notifies you when the role assignment has been successfully saved. 
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Figure 9.2.2.6 – Successful Save Notice
The user can now log into the PCC Tracking module. 
10.0 Reports

The Reports section of the PCC Tracking module has not yet been developed. The following list of reports may not reflect the completed report list.
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Figure 10.0.1 – Reports Page
10.1 Active Foster Care Children

10.2 Resource Home List

10.3 Active Foster Care for Billing Staff

10.4 Notification of Timeliness

10.5 Child Close to Original Home

10.6 Discharge Reasons 

10.7 Change in Level of Care

10.8 Turnover of Foster Homes within Agency

10.9 List of Foster Homes

10.10 Length of Stay

10.11 Move Reasons
10.0 Appendix

10.1 Work Flows

10.1.1 Searching for a Foster Home
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10.1.2 Adding a Caregiver
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10.1.3 Adding a Foster Home
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10.1.4 Adding an IL Location
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10.1.5 Creating a Move Notification
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10.1.6 Moving a Child
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10.1.7 – Recording a Child Visit
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10.1.8 Recording a TLC Episode
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Type drop-down menu

Complete all required 

fields on the TLC 

Details page

Click the Save button

Click the Yes button to 

confirm the save

End of process

Complete all required 

fields on the TLC 

Details page

Click the Save button

Click the Yes button to 

confirm the save

End of process

Complete all required 

fields on the TLC 

Details page

Click the Save button

Click the Yes button to 

confirm the save

End of process


10.2.Acronyms

	TWIST Project Acronyms

	A

	ACF
	Administration for Children and Families

	AH
	Adoptive Home

	AFCARS
	Adoption and Foster Care Analysis and Reporting System

	APS
	Adult Protective Services

	ASFA
	Adoption and Safe Families Act

	B

	
	

	C

	CAPTA
	Child Abuse Prevention Treatment Act

	CCAP
	Child Care Assistance Program

	CFS
	Comprehensive Family Services

	CFSR
	Children and Family Services Review

	CFSP
	Children and Family Services Plan

	CHFS
	Cabinet for Health and Family Services

	CPS
	Child Protective Services

	CQA
	Continuous Quality Assessment

	CRP
	Children’s Review Program

	D

	DAFM
	Division of Administration and Financial Management

	DCBS
	Department for Community Based Services

	DCC
	Division of Child Care

	DCS
	Division of Child Support

	DFS
	Division of Family Support

	DLCC
	Division of Licensed Child Care

	DOB
	Date of Birth

	DPP
	Division for Protection and Permanency

	DRCC
	Division of Regulated Child Care

	E

	
	

	F

	FCCH
	Family Child Care Home

	FCCW
	Family Child Care Worker

	FH
	Foster Home

	FINSA
	Families in Need of Service Assessment

	FPP
	Family Preservation Program

	FS
	Family Services

	FSOS
	Family Services Office Supervisor

	FSS
	Family Support Specialist

	FSW
	Family Services Worker

	G

	
	

	H

	HIPAA
	Health Insurance Portability and Accountability Act

	I

	IL
	Independent Living

	ICAMA
	Interstate Compact on Adoption and Medical Assistance

	ICPC
	Interstate Compact on the Placement of Children

	IFSP
	Individual Family Service Plan

	INS
	Immigration and Naturalization Service

	IV-D Program
	Section IV-D of the Social Security Act (Child Support Program)

	IV-E Program
	Section IV-E of the Social Security Act (Foster Care Program)

	J

	
	

	K

	KAR
	Kentucky Administrative Regulation

	KCCMS
	Kentucky Child Care Management Systems

	KCCN
	Kentucky Child Care Network

	KRS
	Kentucky Revised Statutes

	L

	LOC
	Level of Care

	M

	MARS
	Management Administrative and Reporting System

	N

	NCANDS
	National Child Abuse and Neglect Data System

	NCP
	Non-Custodial Parent

	O

	OAG
	Office of the Attorney General

	OGC
	Office of General Counsel

	OIG
	Office of Inspector General

	OOHC
	Out of Home Care

	P

	PAPSS
	Post-Adoption Placement Stabilization Services

	PCC
	Private Child Care

	PCP
	Private Child Placing agency

	P&P
	Protection and Permanency

	PRTF
	Psychiatric Regional Treatment Facility

	Q

	
	

	R

	R&C
	Recruitment and Certification (Foster Care)

	RTC
	Regional Training Coordinator

	S

	SACWIS
	State Automated Child Welfare Information System

	SNAP
	Special Needs Adoption Program

	SRA
	Service Region Administrator

	SRAA
	Service Region Administrator Associate

	SRAC
	Service Region Advisory Council

	SSA
	Social Security Administration

	SSI
	Supplemental Security Income 

	SSN
	Social Security Number

	SSW
	Social Services Worker

	SW
	Social Worker

	T

	TLC
	Temporary Living Condition

	TPR
	Termination of Parental Rights

	TWIST
	The Worker’s Information System

	U

	UIFSA
	Uniform Interstate Family Support Act

	V

	
	

	W

	
	

	X

	
	

	Y

	
	

	Z

	
	


10.3 Definitions of Dates Used in PCC Tracking Module

	Definitions of Dates Used in the PCC Tracking Module

	Screen Name
	Date Name
	Definition

	User Authorization
	Expiration Date
	Date on which the user’s password expires. The password must be changed every 30 days.

	Assign Location Work Basket
	Due Date
	Date of child’s entry into a placement location

	End TLC Work Basket
	Created Date
	Date on which the child entered TLC

	
	Due Date
	Last day of the month which follows the month in which the Created Date falls

Example: Created Date = 07/15/08; Due Date = 08/31/08

	Report Move Work Basket
	Created Date
	Date on which move notification was created by PCC user

	Inconsistent Data
	Due Date
	The placement date or the location date plus seven days; whichever of these is the most recently updated

	Assign Location
	TWIST Placement Date
	Date on which a child enters the current licensed program

	
	TWIST Move Date
	Date on which a child is moved or exited from a licensed program

	
	Enter Date
	Date on which a child is placed into a selected foster home/IL location. 

	
	Move Date
	Date on which a child moves from the current PCC

	End TLC
	TWIST Placement Date 
	Date on which the child enters the current placement location

	
	TWIST Move Date
	Date on which a child is moved or exited from a licensed program

	
	Enter Date
	Date on which a child was placed in current foster home/IL situation

	
	Start Date
	Date of a child’s entry into a TLC situation; date is mandatory and must be equal to or later than the start date of the currently active physical location assignment for the child

	
	End Date
	Last day of a TLC placement 

	Report Move
	TWIST Placement Date
	Date on which a child enters the current placement

	
	TWIST Move Date
	Date on which a child is moved or exited from a licensed program

	
	Enter Date
	Date on which a child was placed in current foster home/IL situation

	
	Anticipated Move Date
	Date on which a child is expected to move from his current placement location

	
	Move Date
	Date on which a child actually moves from his current placement location 

	
	Enter Date
	Date on which a child enters a new placement location

	Foster Home Details
	Date First Approved
	Date on which foster home was initially approved; must be less than or equal to the current date

	Caregiver Information
	Birth Date
	Birth date of the caregiver is necessary to calculate caregiver age; must be at least 18

	Move Notification
	TWIST Placement Date 
	Date on which a child enters the current placement

	
	TWIST Move Date
	Date on which a child is moved or exited from a licensed program

	
	Enter Date
	Date on which a child was placed in current foster home/IL situation

	
	Anticipated Move Date
	Date on which a child is expected to move from his current placement location
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Adding an Independent Living (IL) Location


Log into the PCC Tracking module


Click the IL Location link


Click the Licensed Program drop-down menu to select a program


Click the Add Independent Location button


Complete all required fields


Click the Save button


End of process



_1339313194.vsd
Moving the Child


Complete the Move Notification process


Log into the PCC Tracking module


Click the Report Move link in the work basket


Which move type did you select in the Move Notification process?


Moving within a Licensed Program


Moving between Licensed Programs


Discharging the Child


Select the appropriate program from the Licensed Program drop-down menu


Enter the move date in the Move Date text box.


Select the appropriate option from the Suggested Move Type drop-down menu


Select the appropriate option from the Suggested Move Reason drop-down menu


Add comments in the Comments text box


Click the Foster Home or Independent Living Location radio button


Click the Search button


Enter the search criteria


Select the appropriate program from the Licensed Program drop-down menu


Click the Report Move link in the work basket


Click the Search button


Click the Name link to select the foster home


Enter the Enter Date


Click the Save button


Click the Yes button to confirm the save


End of process


Select the appropriate program from the Licensed Program drop-down menu


Click the Report Move link in the work basket


Enter the move date in the Move Date text box.


Select the appropriate option from the Suggested Move Type drop-down menu


Select the appropriate option from the Suggested Move Reason drop-down menu


Add comments in the Comments text box


Click the Save button


Click the Yes button to confirm the save


End of process


Enter the move date in the Move Date text box.


Select the appropriate option from the Suggested Move Type drop-down menu


Select the appropriate option from the Suggested Move Reason drop-down menu


Add comments in the Comments text box


Click the Save button


Click the Yes button to confirm the save


End of process



_1339313195.vsd
Recording a Visit


Log into the PCC Tracking module


Click the Visits link


Select the appropriate option from the Licensed Program drop-down menu


Click the Name link of the child whose visit you are recording


Click the Add New Visit button


Enter the visit date in the Date of Visit text box


Select the appropriate option from the Location drop-down menu


Enter the case worker name in the First Name and Last Name text boxes


Check the appropriate  choice(s) in the Purpose selection box


Check the appropriate choice(s) in the Service Activity selection box


Describe the selection activity in the free-form text box


Click the Save button


Click the Yes button to acknowledge the save


End of process
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Reporting a TLC Episode


Log into the PCC Tracking module


Click the Report TLC link


Select the appropriate option from the Licensed Program drop-down menu


Enter the child’s name in the Last Name text box


Click the Search button


Click the Name link to open the TLC Details page


What is the TLC type?


Hospitalization


AWOL


Camps


Respite


Visitation


Select the AWOL option from the TLC Type drop-down menu


Enter the TLC start date in the Start Date text box


Enter comments in the Comments box


Click the Save button


Click the Yes button to confirm the save


End of process


Select the Camps option from the TLC Type drop-down menu


Complete all required fields on the TLC Details page


Click the Save button


Click the Yes button to confirm the save


End of process


Select the Hospitalization option from the TLC Type drop-down menu


Select the Respite option from the TLC Type drop-down menu


Select the Visitation option from the TLC Type drop-down menu


Complete all required fields on the TLC Details page


Click the Save button


Click the Yes button to confirm the save


End of process


Complete all required fields on the TLC Details page


Click the Save button


Click the Yes button to confirm the save


End of process


Complete all required fields on the TLC Details page


Click the Save button


Click the Yes button to confirm the save


End of process



_1339313193.vsd
Creating a Move Notification


Log into the PCC Tracking module


Click the Move Notification link


Click the Licensed Program drop-down menu to select a program


Enter the child’s last name in the Last Name text box


Click the Search button


Click the Name link to open the Notification Details page


Enter the Anticipated Move Date


What is the intent type?


Moving within a licensed program


Moving from a licensed program


Discharging the child


IL Situation


Foster Homes


What is the location type?


Click the Search button to search for the foster home


Click the Independent Living radio button


Select the Move within Parent Agency between Licensed Programs option from the Intent Type drop-down menu


Enter the caregiver name in the Primary Caregiver Last Name text box


Click the Search button


Click the Name link to select the new foster home


Complete Move Details text box


Click the Save button


Click the Yes button to confirm the save


Click the Foster Home radio button (default)


Enter the location name in the Independent Living Location Name text box


Click the Search button


Click the Name link to select the new IL location


Click the Save button


Click the Yes button to confirm the save


Complete Move Details text box


End of process


Select the Move within Licensed Programs option from the Intent Type drop-down menu


Select the Move within Licensed Programs option from the Intent Type drop-down menu


End of process


Complete Move Details text box


Click the Save button


Click the Yes button to confirm the save


End of process


Select the Discharge from Parent Agency option from the Intent Type drop-down menu


End of process


Complete Move Details text box


Click the Save button


Click the Yes button to confirm the save



_1339313190.vsd
Adding a Caregiver


Log into the PCC Tracking module


Search for the foster home


Click the Name link


Click the Add New Caregiver button


Complete all required fields on the Caregiver Details page


Verify that the information you entered is correct


Click the Type drop-down menu to select the contact information type


Enter contact information in Details box


Click the Add Contact link


Click the Add Caregiver to Grid button


Click the Save button


End of process
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Adding a Foster Home


Log into the PCC Tracking module


Search for the foster home 


Click the Add New Foster Home button


Verify that foster home does not exist in database


Complete all required fields on the Foster Home Details page


Click the Add New Caregiver button


Complete all required fields on the Caregiver Details page


Click the Type drop-down menu to select contact information type


Add contact information details in the Details box


Click the Add Contact link


Click the Add Caregiver to Grid button


Click the Save button


End of process
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Searching for an Existing Foster Home


Log into the PCC Tracking module


Click the Foster Home Location link


Select a licensed program from the Licensed Program drop-down menu 


Enter the primary caregiver’s last name


Click the Search button


End of process



