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I.
GENERAL


Timely reporting and processing of placement changes, placement terminations, AWOLS and runaways prevent high overpayment costs.  Overpayments paid to Private Foster Homes are generally not collectable.  Overpayments paid to Group Homes and FFAs are collectable, however, collection costs are very high, particularly as legal action is sometimes required to enforce repayment.  It is important for all staff to be involved in the process of quickly reporting and processing all changes timely and correctly to avoid overpayments when possible. 

Social Workers have the responsibility to report all placement changes immediately.  It is the Eligibility Worker’s responsibility to make appropriate changes to Foster Care grants to assure the Foster Care payments are paid to the appropriate parties timely and efficiently.  A Hotline System has being implemented to assist Social Workers in reporting such changes that will allow Eligibility Workers to receive the change information as quickly as possible.  It is anticipated that the implementation of this system should cause a large reduction in both overpayment losses as well as collection costs. 

II.
REFERENCE


DM 45-300.7, Overpayments; MPP 45-302.23, Temporary Absence

III.
POLICY

A.   Social Worker Responsibilities

· It is mandatory that Social Workers phone the Hotline number immediately (within one work day) to report all placement changes and/or placement terminations including runaways and AWOLs. 

· Bed Holds for Runaways/AWOL:
· Any child not in placement on the first of the month is not eligible to Foster Care and the case must be discontinued.

· When/if the child returns from being AWOL after his/her case has been discontinued, and the break-in-aid goes into a new calendar month, this is considered a new placement, which requires a new intake packet to eligibility (and a new SAWS 1). If the child leaves and returns all within the same calendar month, the benefits may be interrupted, however, a new Intake Packet is not required.
· Children in a foster home or relative/NREFM home who are considered runaway/AWOL for more than two days require a Division Manager’s approval   to hold the bed for that child.  
· Children considered runaway/AWOL from a Group Home or FFA shall not have beds held for more than seven days without the approval of the Division Manager over CPRU.

· For children who chronically run and have been warned their bed won’t be held should she/he run again, FC should be discontinued immediately if the child again leaves.

· Bed Holds for Family Visits:
· Beds may not be held for more than fourteen days for children visiting their parents or other family members.  When the visit is a home trial with no anticipated termination date, Foster Care should be discontinued immediately.  Exceptions to this policy require Division Manager approval.
· Bed Holds for Hospitalization:

· Beds may not be held for longer than fourteen days for children who are hospitalized, either for physical or psychiatric reasons.  Exceptions to this policy require Division Manager approval.  

NOTE:  It is never possible to pay Foster Care for a hospitalization longer than two calendar months irrespective of the day on which the child was admitted to the hospital.

· Social Workers must provide the following details about the change when making the required phone call to the Hotline:

· Social Worker’s name and PCN

· Child’s name and DOB

· Date of placement change

· Name of the home/facility child is leaving

· Name of the home/facility child is going to (if any)

· Reason for placement change including runaways/AWOLs

NOTE:  A wallet size laminated card that includes the above items to be reported and gives phone numbers to call is available for workers to carry. 

· The placement packet must also be created and forwarded timely to the Clerical Specialist for processing as usual.

B. Eligibility Unit Clerk Responsibilities

· Clear the Hotline messages at least once each day, paying special attention at/near cut-off dates and times.  

· Complete the FOSTER CARE PLACEMENT CHANGE/TERMINATION REPORT FORM, FC15 (NCR) at the time the message is recorded giving all placement change information; clear CDS to determine assigned EW—if unable to identify case, contact SW for more information. 

· Send one copy of the FC 15 to the EW and one to the Clerical Specialist.

NOTE:  Clear CDS to identify the currently assigned EW and use the Clerical Specialist Worker List for the currently assigned Clerical Specialist.

· Maintain the FC 15 Control Copies in a Hotline Folder categorized by month.   

· Collect completed FC 15 Forms from Clerical Specialists and Eligibility Workers and record information on the FC 16, Placement Change Log.

· At the end of each month turn in copies of the FC 16, Placement Change Log, to the Unit Supervisor and Clerical Supervisor.

C. Eligibility Worker Responsibilities

· Take appropriate action to prevent overpayments upon notification of placement changes/terminations pending receipt of placement/termination packet from Services.

· Process placement/ termination packet timely upon receipt.

· Process overpayment resulting from the placement change/termination.

· Complete Section II of the FC 15, Change/Termination Report Form, and return to the Unit Clerk. 

· Attach a copy of the DBRU 1 or DBRU/FC 1(BvA) with the FC 15.

· The Eligibility Worker of the Day (OD) will provide back up for the Unit Clerk’s Hot Line responsibilities when necessary.

D. Eligibility Supervisor Responsibilities

Assure the following:

· EW takes appropriate action to avoid overpayments pending receipt of placement/termination packets from Services.

· EW processes placement/termination packets timely and accurately.

· Benefits Analyst receives a copy of the Change Log, FC 16, at the close of each month. 

E. Clerical Specialist Responsibilities

· Follow-up with Social Worker when placement/termination packet is not received within 5 working days from date of reported change.

· Process packet within 5 working days from date of receipt.

· Complete Section III of the FC 15, Change/Termination Report Form, and return to the Unit Clerk.

· Assure that the Units Clerk in each district is provided with the Clerical Specialist Worker Assignment List each time it is updated.

F. Clerical Specialist Supervisor Responsibilities
Assure the following:

· Hotline is cleared each day.

· Placement Change Log, FC 16, is completed for each placement change reported.

· EW and Clerical Specialist are notified timely of all placement changes.

· Clerical Specialist processes packets timely.

· Benefits Analyst receives a copy of the Change Log, FC 16, at the close of each month. 

G. Program Analyst Responsibilities
· Review Change Logs and create a monthly Statistical Report.

· Advise Service Operations Division Managers of overpayments in their divisions.

H. Benefits Division Manager Responsibilities

· Oversee Overpayment Prevention Process.


IV.  FORMS

       FC 15 
        Foster Care Placement Change/Termination Report Form

       FC 16
        Placement Change Log

       DBRU/FC 1     Bass vs Anderson Overpayment Report for Foster Care
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