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I. GENERAL 
This Department Manual section introduces new policy regarding family and children case folders used to track referral investigations and case management of families receiving services from the Child Welfare Services from the Children and Family Services Bureau of Contra Costa County.  
Historically, family case folders have been opened to track referral investigations; if the family received services as an intact family (Family Maintenance), this family case folder was used.  If children were placed outside the home (Family Reunification and Permanent Placement programs), separate children specific case folders were opened for each child. 
The new case folder policy will use the family folder to track delivery of all child welfare services for all siblings who are assigned to one worker.  Flaps are added to the gray family services folder for every child in the family.  When there is a need to have one sibling assigned to a different worker, a children’s case folder will be used.  Exceptions are that all children assigned to the Adoption’s Unit and all young adults receiving extended services as a Non-Minor Dependent will have child/young adult specific case folders opened to track service delivery.
Use of a family folder is in alignment with the department’s practice of serving the family as a family unit, placing siblings together, assigning one worker to serve all children in a family, and continuing the focus on permanency.  

In addition, the design supports efficiency in case folder management by minimizing the need to track multiple folders for the family and duplicating family information in various folders.  
II. REFERENCES 

DM 48-506 - CWS/CMS Case Name/Number/Person Numbers

DM 48-506.1 – Assigning Case Numbers

DM 48-506.2 – Case Records Labels and Program Designators

III. ONGOING REFERRAL INVESTIGATIONS AND CASES OPEN TO SERVICES ON EFFECTIVE DATE OF POLICY
Referrals that are open to investigation as of the effective date of this policy continue to be tracked in the buff colored family case folders
Case folders for families and children that are open to continuing services at the time of implementation of this policy ARE NOT CONVERTED to the new family case folder.  The existing case folders continue to be used throughout the entire incidence of service.  If the case closes and services are subsequently reinstated (a new incidence of service delivery) or if  a placement program is terminated and Family Maintenance services are started, case folders will be used according to instructions in section IV. Policy.  

The intent is to minimize the conversion effort.  Existing protocol for splitting case folders to new volumes are followed.  

IV. POLICY
As of the Effective Date of this policy, the following protocol will be used:
A. New Referrals:
1. If the family is known to CWS/CMS:

a) The latest volume of the existing family folder is used; this could be either a buff colored or a gray colored folder.  
b) If the referral disposition does not require opening an ongoing service case, the case folder is closed. 

c) If the disposition of the referral is to open a case to provide ongoing child welfare services, buff folders that are being used will be split to a new volume and the file folder for that new volume will be gray with flaps for each of the siblings; policy for use of the gray family case folder is followed.
2. If the family is not known to CWS/CMS:

a) A new buff colored file folder will be used.  
b) If the referral disposition does not require opening an ongoing service case, the case folder is closed. 

c) If the disposition of the referral is to open a case to provide ongoing child welfare services, buff folders that are being used will be split to a new volume and the file folder for that new volume will be gray with dividers for each of the siblings; policy for use of the gray family case folder is followed.

B. Continuing Services
1. Adoptions and Non Minor Dependents will always have individual children case folders open for each child/young adult.  Case folder name is the name of the child or young adult.
2. For children receiving Family Maintenance, Family Reunification, Permanent Placement services including ICPC and Courtesy Supervision, family case folders will be used for all siblings assigned to one worker.  Case folder name is the name of the mother.

a) If it is determined that one of the siblings will be assigned to a different worker, a child’s folder is opened for that sibling.  The name of that case folder is the name of the child. 

b) The intent is that siblings will all be assigned to one worker.  Managers will determine if it is in the best interest of the family/child to have one or more siblings assigned to a different worker.   When that decision is made, a separate children case folder is opened to track services to the child assigned to a worker other than the family worker.

3. For children receiving non-dependency Guardianship, family case folders will be used for all siblings under the same guardian.  Case name will be the name of the Guardian.

V. CASE FOLDERS, CASE NAMING, LABELS, CASE NUMBERS
A. Referrals Investigations 
Family case folders are used to track referral investigations.  
If the family folder has already been converted to a gray folder, the existing gray folder is used to track the referral investigation.  In all other instances, the buff colored family folder will be used for referral investigations.

1. The folder used is buff-colored.  The label is white with an orange border (Avery Self-Adhesive 05204).  
2. The case name is the mother’s name.

3. For referrals for families not known to Contra Costa Children & Family Services, case base numbers are assigned at the district office when the referral is referred for investigation.  Blocks of numbers to be used for assignment are received from ARM.  Example of a case folder number for a family case is:  S-123456-S1.
a) Case Folder type “S” indicates this is a services case.

b) The base case number is the family case number

c) “S1” indicates this is the first case for this base number.  In rare instances, “S2” may be used to identify a case when siblings are split between two different caretakers.  
B. Continuing Services (Family Maintenance, Family Reunification, Permanent Placement services including ICPC and Courtesy Supervision cases)
Family folders with flaps for all children in the family are used to track delivery of services.  If prior volumes of the buff family case folders exist, the gray case folder is a continuation of the family case folder and the volume number is the next sequential number.

1. The folder used is gray-colored.  The label is white with an orange border (Avery Self-Adhesive 05204).  
2. Case naming follows existing conventions:  The case name is the mother’s name.

3. New family case base numbers are assigned if the family is not known to Contra Costa Children & Family Services.  Example of a case folder number for a family case is:  S-123456-S1.

a) Case Folder type “S” indicates this is a services case.

b) The base case number is the family case number

c) “S1” indicates this is the first case for this base number.  In rare instances, “S2” may be used to identify a case when siblings are split between two different caretakers. 

C. Children Assigned to a Worker in the Adoptions Unit 
Individual children’s case folders are always opened to track services for children assigned to workers in the Adoptions Unit.  

1. The folder used is buff colored.  The label is white with a purple border. 
2. Case folder name is the child’s name.

3. The base number for the case is the same number that was used for the family case (as assigned in Screening).  The child’s person number identifies the case for the specific child.  Example of a case folder number for a children’s services case folder is:  S-123456-11.

a) Case Folder type “S” indicates this is a services case.

b) The base case number is the family case number

c) “11” is the person number for the child.
D. Sibling Assigned to a Different Worker than the Family Worker
When it is determined that it is in the best interest of the family/child to have one or more siblings assigned to a different worker than the family worker, a separate children case folder is opened to track services to the child assigned to a worker other than the family worker.

1. The folder used is buff colored.  The label is white with a purple border. 
2. Case folder name is the child’s name.

3. The base number for the case is the same number that was used for the family case (as assigned in Screening).  The child’s person number identifies the case for the specific child.  Example of a case folder number for a children’s services case folder is:  S-123456-11.

a) Case Folder type “S” indicates this is a services case.

b) The base case number is the family case number

c) “11” is the person number for the child.
E. Non-Minor Dependent

If a youth transitions from a minor dependent to a Non Minor Dependent (NMD), a new buff colored children’s case folder is used even if a buff colored children’s folder is already being used to track services for the child (now young adult).
This is necessary to separate the record of the person as a dependent child from that of a Non Minor Dependent. Information relevant to the new Non Minor Dependent case is copied from the prior family case folder and/or the prior children’s case folder to the new NMD case folder.  The case folder type for this case is “NM”; this makes this a new case, not a continuation of the prior volumes of child case folders, therefore, the volume designator begins with 1 and documents pertinent to the extended care services are copied for this folder rather than brought forward. 
1. The folder used is buff colored.  The label is white with a purple border.
2. Case folder name is the child’s name.

3. The base number for the case is the same number that was used for the family case (as assigned in Screening) and for the child’s case.  The child’s person number identifies the case for the specific child.  Example of a case folder number for a children’s services case folder is:  NM-123456-11.

d) Case Folder type “NM” indicates this is a Non Minor Dependent case.

e) The base case number is the family case number.

f) “11” is the person number for the Non Minor Dependent.
F. Children of Minors
1. When a referral investigation is received and the family includes both a minor and the child of the minor, decisions on the case folder to be used are dependent on the suspected perpetrator of the abuse: 
a) When the suspected abuse is to the minor’s child and the suspected abuser is the minor, the case folder opened is in the name of the minor and the minor’s child is the child in the case folder.

b) When the suspected perpetrator of the abuse is the adult mother or father and the investigation is determining abuse to both the minor and the minor’s child, the case folder used to track the investigation is in the name of the adult mother (grandmother to the minor’s child) and both the minor and the minor’s child are listed as children in the case.

OR 
c) When a referral is received and the suspected abuser is a minor, two referrals are opened:  one with the minor listed as a child and one with minor listed as an adult and the minor’s child listed as a child.  Two separate case folders are opened to track the two referrals. 
2. In any of the above situations, if the referral disposition is to open a case, the family folder for the minor’s child will always be in the name of the minor mother with her child listed as the child.  If the minor mother is also a dependent, a separate family case folder is opened in the adult mother’s name with the minor mother listed as a child in the case.

3. When a dependent child becomes a Non-Minor Dependent and the case has not been converted to use the gray family case folder (or if the minor mother’s child is included in the gray family folder), a buff folder is opened for the non-minor dependent and a gray family folder is opened for the child of the non-minor dependent.  The family folder for the child of the non-minor dependent follows the protocol for the family case (that is, the case name is the name of the mother).

VI. DOCUMENT FILING INSTRUCTIONS AND FLAPS FOR CHILDREN IN GRAY FAMILY SERVICES CASE FOLDERS
A. Filing Instructions are printed on the face of the file folders.
B. Separate flaps are added for each child in the family in the family case folder.  As additional children are added to the family case, new dividers are added. 

VII. INSTRUCTIONS FOR CASE SPLITTING AND COPYING DOCUMENTS BETWEEN FAMILY AND CHILDREN’S FILE FOLDERS
A. Case Splitting:

1. When the gray case folder is first used as the next sequential volume of the family case, relevant documents from the family folder can be brought forward since this is the next sequential volume of the family case.  Relevant documents for each child from the children case folders must be copied and filed under the divider for that child in the gray family folder.

a) Relevant documents always include:

Vital Statistics envelope

Most recent School Verification for every child

Most recent Court Report for every child

Most recent DOC for every child

2. Use existing protocol for splitting case folders including transferring relevant documents from prior volume to current volume and eliminating duplicate copies of copies. 

B. Copying Documents Between Family and Children’s Case Folder

1. Follow existing protocol for copying documents from Family cases and Children’s cases when service delivery is tracked in different case folders.

2. Relevant documents for each child from the children case folders must be copied and filed under the divider for that child in the gray family folder.

b) Relevant documents always include:

Vital Statistics envelope

Most recent School Verification for every child

Most recent Court Report for every child

Most recent DOC for every child

NOTE:  Do not remove/eliminate copies of court documents that have been amended on their face.
VIII. TRACKING CASE FOLDERS

A. There are two systems that track case folders and volumes of case folders, one is used by staff in the Administration Bureau that coordinate the storage and retrieval of cases with the vendor; the other system is a vendor system.  Child Welfare Services staff does not have access to these systems.
B. In most instances if CWS/CMS indicates case history in Contra Costa, a family case folder will exist (since family folders are used to track referral investigations); exceptions are when children’s cases to track placement services are opened without a referral, such as ICPC, Courtesy Supervision, or ICT.

C. Children’s case folders will exist for any children with a history of placement programs prior to the effective date of this policy.  Children case folders will also exist if a sibling is assigned to a worker other than the family social worker.
D. Non Minor Dependent case folders will exist if a young adult has received extended foster care services under AB12.

IX. USE OF OUT CARDS TO TRACK CASE FOLDERS
Since child welfare services for all children in a family will now be tracked in the same case folder, there will be times when the case is borrowed from the worker by other staff.  Out cards should be completed by the borrowing worker (or by the SW or clerk who has the case folder at the time it is borrowed) and filed with the case folders.  When the case is returned, the card is marked to indicate the return.  

X. REQUESTING CASE FOLDERS AND STORING VOLUMES OF CASES

A. Case Folders for cases not in active status continue to be stored through the Archived Records Management system.  Requests for closed cases are recorded on the Gen100 form.

B. It is important to understand that there are 3 separate types of folders used for tracking Children Services (the base case number is the same but the other identifiers are different thus defining the case as a separate case):

	Folder Type
	Sample Case Number

	Family Folder
	S-123456-S1

	Children’s Folder
	S-123456-11

	Non Minor Dependent Folder
	NM-123456-11


C. All the volumes of a case are stored in one place.  If the case is sent to Archived Records Management, all volumes of the case are submitted.  When cases are requested from Archived Records Management, all volumes are sent and must be stored with the worker.

XI. PROCEDURES
A. EMERGENCY RESPONSE INVESTIGATIONS
For families previously known to CWS, the last volume of the family case folder is used to track the referral investigation.  This can be a buff-colored folder or a gray colored Family Services folder.  

For families that are not known to CWS, open a new buff-colored Family case folder.   
1. Clerical Staff will:
a) Request closed Family Folders if any or create new buff colored family folder.

B. EMERGENCY RESPONSE, REFERRAL DISPOSITION IS UNSUBSTANTIATED OR UNFOUNDED

Since ongoing services are not provided, the case folder that was used to track the referral is closed.  This can be either a buff colored or gray colored folder.
1. ER Supervisor will: 
a) Close the referral in CWS/CMS and forward the Family Case Folder to the ER Clerk.

2. Clerical Staff will:

a) Close the Family Case Folder by updating the activity record and return all volumes of the case folder to Archived Records Management (ARM). 
C. EMERGENCY RESPONSE, REFERRAL DISPOSITION IS OPEN TO SERVICES

If the case folder used for the referral investigation was the gray colored Family case folder, this folder continues to be used to track activities for the ongoing case.

If the case folder used for the referral investigation was buff colored, a new volume of the case folder will be created, this folder will be the gray and procedures below will be followed. 
1. ER Supervisor will:
a) Take actions in CWS/CMS to promote referral to case; transfer the online case to the Continuing Services Unit and return the case folder to the ER Clerk.
2. ER Clerk will:
a) Request all children’s case folders previously opened from Archived Records Management (ARM).  
b) Create a new volume for the family case using the gray case folder. Add dividers for each sibling.  This will be labeled as the next sequential volume to the buff colored family services folder.

c) Transfer relevant documents from the prior volume of the family case folder following case splitting protocols.  
d) Copy relevant documents that are needed from the Children’s case folders and file under child specific dividers in the gray folder.   (Note:  If there are other siblings already receiving ongoing services that are assigned to the worker, a divider is added to the family folder and documents copied from the children case folder to the family case folder.)  
e) Eliminate all duplicated documents 
f) Prior volumes of old (buff colored) family case folder are not collapsed but retained as prior volumes.  Any children’s case folders are returned to ARM.

g) Assure the new case folders meet standards for splitting cases following existing case folder splitting protocols. 
D. EMERGENCY RESPONSE INVESTIGATIONS ON OPEN CASES
1. ER Unit Clerk will:
a) Receive information from the Screening Clerk that family case folder exists and is currently being used for an open case or referral.
b) Advise the ER Worker that the case folder is in use for an active case.  Provide information to the ER Worker regarding the current assignment and location of the case.
2. ER Social Worker will:
a) Conduct the investigation sharing the family case folder with the Continuing Services Worker.  

b) Utilize the “out” card when the file is needed for review or update. 

c) Upon completion of investigation ensure all paperwork from the investigation is filed in family’s case folder. 
E. CONTINUING SERVICES

Cases that are active on the effective date of this policy are not converted; services are tracked in existing family and child case folders until the case is closed (Exception:  If family services are transferred from Family Reunification to Family Maintenance, the new single Family Services case folder is opened). When the case is closed, the case folder(s) are returned to Archived Records Management (ARM). 
For cases that have already been converted to the gray family case folder:
1. Continuing Services Supervisor will:
a) Assure the primary family worker holds the family case folder.
b) Assist in coordination of use of the case by other staff when required.

2. Continuing Social Worker will:
a) Assure the case record filing is up to date and facilitate sharing the case folder when required.
b) Assure use of Out Cards when physical case folders are borrowed.
3. Clerical Staff will:
a) Assure the case folders are split when needed according to the case splitting protocol.
F. CHILD(REN) TRANSFERRED TO ADOPTIONS OR SIBLING TRANSFERRED TO WORKER OTHER THAN FAMILY SOCIAL WORKER
Follow instructions below when a child is transferred to Adoptions or when one (or more) siblings are to be assigned to a worker that is not the primary family worker.
1. Clerical Staff will:

a) Request closed children case folder (if any) from ARM.  
b) Borrow the family case folder since the most current documentation for the child being transferred will be in the family folder (if the current volume is the gray family case folder).   Duplicate child specific information and any relevant family information for the children’s case folder.
c) Either update the existing children’s case folder or create new children’s case folder using the buff colored case folders.
d) The volume number for this Children’s case folder will be the next sequential number.

e) Transfer the physical Children’s case folder.
G. NON-MINOR DEPENDENT (AB 12)

When court documents are received indicating extended foster care services for non-minor dependents (NMD), a new buff-colored case folder is opened even if a buff colored Children’s case folder already exists.  This is necessary to separate services to the dependent child from those to the NMD.  Relevant documents from existing Family and Children case folders are duplicated for this new NMD case.
1. Clerical Staff will:

a) Create a new case folder using the buff colored case folder.  (The case name will be the name of the non-minor dependent.  The base case number will be the family case number; the folder type will be “NM”.  Volume indicators restart from 1 when the NMD case folder is created. 
b) Duplicate child specific information that is relevant for the NMD extended foster care folder from both the family case folder and/or the children’s case folder and file in the new NMD case folder.  
XII. ATTACHMENTS

CFS Case Filing Instruction and Activity Record
CONTACT PERSON:  First line supervisors and above may contact the CFS Program Analyst with questions regarding this manual section.
CHILDREN & FAMILY SERVICES CASE FILING INSTRUCTIONS

FASTENER 1 (UPPER)

FACE SHEET

DV ASSESSMENT (UNDER FACE SHEET)

VISITATION LOG

PLACEMENT HISTORY

DEPT-COUNTY COUNSEL CASE NOTES (S3 DC)

FASTENER 1 (UPPER) – FLAP

INTAKE REFERRALS

INVESTIGATIVE NARRATIVES

TDM ACTION PLAN

CHILD ABUSE REPORTING DOCUMENTS

NOTICE OF REFERRAL DISPOSITION

CONFIDENTIAL MEDICAL INFORMATION

FASTENER 1 (LOWER)

TRANSFER SUMMARIES

RELATIVE ASSESSMENT DOCUMENTS

PERMANENCY PLANNING REVIEWS

RECORD OF PARENT’S ADDRESS

FASTENER 1 (LOWER) – FLAP
CONTACT NOTES/DELIVERED SERVICE LOGS

FASTENER 2 (UPPER)
PETITIONS

COURT REPORTS

MINUTE ORDERS

CASE PLANS

EX PARTES

JV DOCUMENTS

ATTORNEY REFERRAL FORMS (DC 300)

NOTICE OF CHANGE (DC 11)

POLICE HOLDS (DC 23)

PROBATION REPORTS

CASA REPORTS

COURT REP FORMS (CR 1)

FASTENER 2 (LOWER)
RETURN RECEIPTS (CERTIFIED MAIL SLIPS)

RETURNED MAIL

DISCOVERY RECORDS

INTER-COUNTY TRANSFERS (ICT)
FASTENER 3 (UPPER)

POLICE REPORTS

HOUSING & SERVICE REFERRALS

GENERAL CORRESPONDENCE

FASTENER 3 (LOWER)
FINANCIAL DOCUMENTS (ADM 326, ADM 335)

REQUESTS FOR DISBURSEMENT


FASTENER 4 (UPPER)
MOTHER’S DOCUMENTS:

DRUG TESTING FORMS/RESULTS

MEDICAL REPORTS

PROBATION REPORTS

SOCIAL ASSESSMENTS

VITAL STATISTICS ENVELOPE

DUE DILIGENCE ENVELOPE

FASTENER 4 (LOWER)
FATHER’S DOCUMENTS:

DRUG TESTING FORMS/RESULTS

MEDICAL REPORTS

PROBATION REPORTS

SOCIAL ASSESSMENTS

PATERNITY DOCUMENTS

VITAL STATISTICS ENVELOPE

DUE DILIGENCE ENVELOPE

FASTENER 5 (UPPER & LOWER)
CHILD #11 (UPPER FASTENER)

CHILD #12 (LOWER FASTENER)

CHILD’S DOCUMENTS:
ICPC

DIFFICULTY OF CARE (DOC)

INDIAN CHILD WELFARE (ICWA)

COURTESY SUPERVISION

ILP/TILP PLAN

MEDICAL REPORTS

MEDICAL CONSENTS

HEALTH & EDUCATION REPORTS (HEP)

PSYCHOLOGICAL REPORTS

SOCIAL ASSESSMENTS

PROBATION REPORTS

PLACEMENT DOCUMENTS

CRPU REFERRALS

VITAL STATISTICS ENVELOPE

FASTENER 6 (UPPER & LOWER)
CHILD #13 (UPPER FASTENER)

CHILD #14 (LOWER FASTENER)

CHILD’S DOCUMENTS:
ICPC

DIFFICULTY OF CARE (DOC)

INDIAN CHILD WELFARE (ICWA)

COURTESY SUPERVISION

ILP/TILP PLAN

MEDICAL REPORTS

MEDICAL CONSENTS

HEALTH & EDUCATION REPORTS (HEP)

PSYCHOLOGICAL REPORTS

SOCIAL ASSESSMENTS

PROBATION REPORTS

PLACEMENT DOCUMENTS

CRPU REFERRALS

VITAL STATISTICS ENVELOPE
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