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                                                                        ********WARNING********                      



                                                                 CONFIDENTIAL INFORMATION



                                                                    AUTHORIZED PERSONNEL ONLY

                          FAMILY SERVICES STAGE                      

                                              COMMON MODULES




	CASE NAME

     
	CASE NUMBER

     
	COMPLETED BY

     

	AGENCY/DISTRICT

     
	STAGE #

     
	DATE

  /  /  

	General Instructions:

Family Services Stages, regardless of stage type or type of FASP being completed, have common windows that capture information.  These windows are included in this document.

Common Windows:

SECTION 1:
Stage Composition

SECTION 2:
Family Relationship Matrix

SECTION 3: Caretaker

SECTION 4:
Tracked Child Detail

SECTION 5:
Family Services Stage Progress Notes

SECTION 6: Service Plan Review

SECTION 7: Signature Page

APPENDIX A:  Common Module Dropdowns

· Use the TAB or Arrow keys to move to the next field. 

· Use the Arrow keys TWICE to move out of a table into the next field.



	SECTION 1:  Stage Composition

	Once the decision is made to progress the Family Services Intake to a Family Services Stage, all members listed on the Family Services Intake will be carried forward.  To add others, use the following format:



	Add Person:

	First:        
	Middle:      
	Last:       
	Sfx:       FORMDROPDOWN 


	DOB:    /  /  
	Age:       
	Sex:   FORMDROPDOWN 

	Marital:   FORMDROPDOWN 

	SSN:       

	Language:       
Identify one “Language” Value from Appendix A, Section 1

	Ethnicity/Origin:   FORMDROPDOWN 

	Race:   FORMDROPDOWN 


	DOD:    /  /  
	 FORMCHECKBOX 
 Approx DOD
	Reason:  FORMDROPDOWN 


	Religion:       
Identify one “Religion” Value from Appendix A, Section 1

	Address Information:

	Street:       
	PO Box/Apt:       

	City:          
	State:       
	Zip:        
	County:       

	Address Type: :   FORMDROPDOWN 

	CD:       
	

	
	
	
	

	Phone Information:

	Number:       
	Extension:       
	Phone Type:     FORMDROPDOWN 


	Person Identifiers
	CIN:          
	ID:       

	INV:       
	Type:       
	Number:       

	Start Date:       
	End Date:       
	

	Comments:       



	Add Person:

	First:        
	Middle:      
	Last:       
	Sfx:       FORMDROPDOWN 


	DOB:    /  /  
	Age:       
	Sex:   FORMDROPDOWN 

	Marital:   FORMDROPDOWN 

	SSN:       

	Language:       
Identify one “Language” Value from Appendix A, Section 1

	Ethnicity/Origin FORMDROPDOWN 

	Race:   FORMDROPDOWN 


	DOD:    /  /  
	 FORMCHECKBOX 
 Approx DOD
	Reason:  FORMDROPDOWN 


	Religion:       
Identify one “Religion” Value from Appendix A, Section 1

	Address Information:

	Street:       
	PO Box/Apt:       

	City:          
	State:       
	Zip:        
	County:       

	Address Type: :   FORMDROPDOWN 

	CD:       
	

	
	
	
	

	Phone Information:

	Number:       
	Extension:       
	Phone Type:     FORMDROPDOWN 


	Person Identifiers
	CIN:          
	ID:       

	INV:       
	Type:       
	Number:       

	Start Date:       
	End Date:       
	

	Comments:       



	Add Person:

	First:        
	Middle:      
	Last:       
	Sfx:       FORMDROPDOWN 


	DOB:    /  /  
	Age:       
	Sex:   FORMDROPDOWN 

	Marital:   FORMDROPDOWN 

	SSN:       

	Language:       
Identify one “Language” Value from Appendix A, Section 1

	Ethnicity/Origin:   FORMDROPDOWN 

	Race:   FORMDROPDOWN 


	DOD:    /  /  
	 FORMCHECKBOX 
 Approx DOD
	Reason:  FORMDROPDOWN 


	Religion:       
Identify one “Religion” Value from Appendix A, Section 1

	Address Information:

	Street:       
	PO Box/Apt:       

	City:          
	State:       
	Zip:        
	County:       

	Address Type: :   FORMDROPDOWN 

	CD:       
	

	
	
	
	

	Phone Information:

	Number:       
	Extension:       
	Phone Type:     FORMDROPDOWN 


	Person Identifiers
	CIN:          
	ID:       

	INV:       
	Type:       
	Number:       

	Start Date:       
	End Date:       
	

	Comments:       



	SECTION 2:  Family Relationship Matrix



	RELATIONSHIP MATRIX

All relationships must be complete prior to launching a FASP.  Establish each relationship separately.

	Person 1
	Relationship 

 (Person 1 is the  … to Person 2)

Identify one “Relationship” Value from Appendix A, Section 2
	Person 2

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     

	     
	       
	     


	SECTION 3:  Caretaker

	Primary Caretaker:       
	Secondary Caretaker:       


 FORMCHECKBOX 
   No Primary Caretaker Exists (Select only when parents are deceased or children are abandoned and no caretaker can be identified)

	SECTION 4:  Tracked Child Detail


Case Initiation Date:    /  /  
Program Choice/PPG

	Child
	Age
	Associated Caseworker
	Program Choice (PC)
	Effective Date
	End Date
	Permanency Planning Goal (PPG)
	Effective Date
	End Date
	Anticipated Completion Date

	     
	   
	     
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	  /  /  

	     
	   
	     
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	  /  /  

	     
	  
	     
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	  /  /  

	     
	   
	     
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	  /  /  

	     
	   
	     
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 FORMDROPDOWN 

	  /  /  
	  /  /  
	 /  /  


Placement Information:

	Child
	Name of Discharge Resource
	Completely Freed for Adoption
	If you are changing the PPG, explain why.

	   
	     
	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	     

	     
	     
	 FORMCHECKBOX 

	     


	SECTION 5:  Family Services Stage Progress Notes

	(Make additional copies of this form as needed for completing the FSS – Progress Notes)  

	Event Date:    /  /  
	Time:             FORMDROPDOWN 


	Event Type
Identify one or more “Event Type” Values from 
 FORMCHECKBOX 
  Approval

 FORMCHECKBOX 
  Attempted Caseworker Contact

 FORMCHECKBOX 
  Attempted Collateral Contact

 FORMCHECKBOX 
  Attempted Family/Primary Discharge Resource Visitation

 FORMCHECKBOX 
  Attempted Sibling Visitation

 FORMCHECKBOX 
  Case Conference

 FORMCHECKBOX 
  Casework Contact

 FORMCHECKBOX 
  Collateral Contact

 FORMCHECKBOX 
  Court

 FORMCHECKBOX 
  Family/Primary Discharge Resource Visitation

 FORMCHECKBOX 
  Notice

 FORMCHECKBOX 
  Notice/Approval

 FORMCHECKBOX 
  Other Casework Activity

 FORMCHECKBOX 
  Other Visitation

 FORMCHECKBOX 
  Sibling Visitation

 FORMCHECKBOX 
  Summary

 FORMCHECKBOX 
  Supervisor/Managerial Review

	Method of Contact:    FORMDROPDOWN 

	Location of Contact:   FORMDROPDOWN 
      
	 FORMCHECKBOX 
  Unannounced Visit

	Purpose:          

Identify one or more “Purpose” Values from Appendix A, Section 5:  Family Services Stage Progress Notes. 

	Person
	FP
	Focus
	Other Participant

Identify one or more “Other Participant” Values form Appendix A, Section 5:  Family Services Stage Progress

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	       

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	     

	     
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	      

	Author:                                                                      
	Entered By:                                               

	District/Agency:        
	Entry Date:     /  /     

	Progress Note Narrative:     

     



	SECTION 6:  Service Plan Review


Note:  Make additional copies of this page for other SPR’s.

Plan #      
	Date Review Held:       

	Stage Composition
	Workers
	Outside Participants

	Person Name
	FC
	Date of Birth
	Age
	Worker Name
	Worker Role
	Participant
	SPR Role

	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 


	     
	 FORMCHECKBOX 

	  /  /  
	   
	     
	 FORMDROPDOWN 

	     
	 FORMDROPDOWN 



SPR Scheduling:

	Date Review Scheduled:    /  /  

	Contact Person:       

	Location Name:        


	Meeting Time:          
	Room Number:             

	Contact Phone:        


	
	Floor Number           

	

	Address Information:  
	

	Street:              
	PO Box / Apt:       

	City:           
	State:             
	
Zip Code:           


SPR Summary
Family’s Input, Involvement and View

     
Meeting Summary (Include input from Foster Parents and other Participants

     
Third Party Reviewer

Third Party Reviewer Conclusion(s) and Recommendation(s)

     
	SECTION 7:  Signature Page


Signature Page:

Please fill in the following information for each FASP.

	FASP Type:

	 FORMDROPDOWN 


	Date:
	  /  /  

	Completed by :  
	     

	Approved by:
	     


	APPENDIX A:  Common Modules Dropdowns


Section 1:  Stage Composition
Suffix 

	2nd
	3rd
	4th
	5th

	Jr.
	Sr.
	M.D.
	PhD.


Sex

	Male
	Female
	Unknown


Marital
	Single
	Married
	Separated

	Divorced
	Unknown
	Child, not applicable

	Unmarried
	Legally Separated
	


Language

	English
	Nat Am Lan
	Albanian
	Arabic

	Bengali
	Bosnian
	Cantonese
	Fujianese 

	Chinese Other
	Mandarin
	Haitn Creol
	Czech

	Ethiopian
	Farsi
	Fulani
	Filipino

	French
	Greek
	German
	Gujarati

	Hindi
	Hebrew
	Italian
	Japanese

	Khmer
	Cambodian
	Korean
	Laotian

	Multiple
	Nigeranlbo
	Punjabi
	Polish

	Portuguese
	Patois
	Romanian
	Russian

	Serb Croat
	Amer Sign
	Braille
	Spanish

	Tagalog
	Unknown
	Urdu
	Vietnamese

	Other
	Yiddish
	
	


Ethnicity/Origin
	Hispanic/Latino
	Non-Hispanic/Latino
	Not Reported

	· Caribbean
	
	

	· Cuban
	
	

	· Dominican
	
	

	· Mexican
	
	

	· North American
	
	

	· Puerto Rican
	
	

	· South American
	
	

	· Other
	
	


Race

	Not Reported
	Black or African American
	Asian

	American Indian
	     -Caribbean
	    -Chinese

	Alaskan Native
	      -Haitian 
	     -Indian

	Native Hawaiian/Pacific Islander
	      -Native African
	      -Japanese

	White
	      -Other – Black or African American
	       -Korean

	
	
	       -Other - Asian 


Reason

	A/N – In open Case
	A/N – In closed Case
	A/N – No prior case

	Accidental 
	Drug Related
	Homicide

	Natural Causes
	Spousal Abuse 
	SIDS

	Suicide
	Unknown
	Other


Address Type

	Business mail
	Business
	Facility Residence

	Medicaid Care
	Residence Mail
	Residence

	Other
	Adult Shelter
	Correctional

	Family Shelter
	
	


Phone Type

	Business – Fax
	Business
	Other

	Family/Residence
	Family/Relative
	Residence-cell

	Residence-pager
	Residence
	TDD/TTY


Section 2:  Family Relationship Matrix

Relationship

	Mother
	Father
	Alleged Father, Putative Father

	Child
	Step-Parent
	Grandparent

	Aunt/Uncle
	Adoptive Father
	Adoptive Mother

	Legal Custodian
	Legal Guardian
	Spouse

	Sibling
	Half-Sibling
	Step-Sibling

	Partner
	Paramour
	Other Family Member

	Unrelated Household Member
	Cousin
	None

	Great-Grandparent
	Great Grandchild
	Grandchild

	Niece/Nephew
	Step-child
	Other

	Ward
	
	


Section 3:  Tracked Child Detail

Program Choice

	Preventive Non-Mandated
	Preventive Mandated
	Placement

	Non-LDSS Custody-Relative/Resource Placement
	Protective
	


Permanency
 Planning Goal (PPG)
	Preventive Placement
	Prevent Return to Placement
	Protect Child

	Reunite with Parent
	Legalize Living Arrangement with Relative/Resource
	Permanent Living Arrangement (Non-Guardianship/Non-Custodial

	Return to Parent 
	Placement for Adoption
	Referral for Legal Guardianship/Custody

	Placement with a fit and willing Relative(Non-Guardianship/Non-Custodian
	Place in another planned living arrangement
	


Section 5:  Family Services Stage Progress Notes
Progress Notes: Data Values for Investigation, FSS/CWS, OTI, COI, ICPC, FSS/CCR, ADVPO
Method

	Face to Face
	Mail
	Fax

	Phone
	E-Mail
	Other


Location

	Adoptive Home
	Congregate Care Facility
	Court

	Day Care
	Foster Home
	Hospital/Health Facility

	LDSS Office/Field Office
	OMH Facility
	OMRDD Facility

	Service Provider/Contract Agency
	Precinct/Law Enforcement Office
	Parent’s Home

	Prison
	Public Location
	Relative’s Home

	School
	Shelter-Domestic Violence
	Shelter-Homeless

	Child Advocacy Center
	Case Address
	Community Resource

	Other
	
	


Other Participant

	Community Resource
	Indian Tribe/Council
	Juvenile Detention

	Law Enforcement
	Legal/Attorney
	Medical

	Mental Health
	Probation
	Service Provider

	School Staff
	Alcohol/Other Drug Service
	Volunteer/Mentor

	Foster/Adoptive Parent
	Relative
	Primary Resource Person

	Caseworker
	Supervisor
	Case Manager

	Case Planner
	Reporter/Source
	Congregate Care Staff

	Day Care Staff
	Day Care Provider
	Administrator

	District/Agency Staff
	Child Evaluation Specialist
	Third Party Reviewer

	Other
	Friend
	Parent Advocate

	Clergy
	
	


Purpose

	Adoption Activities
	Pre-Adoption Activities
	Aftercare Services

	Assessment
	Counseling
	Child Preparation

	Crisis Intervention
	Educational Planning
	Employment/Training

	Family Planning
	Housing
	Independent Living Services

	Coordinate/Monitor
	Case Planning
	Parent Training

	Placement
	Investigation
	Medical

	Permanency Consultation
	Notifications and Letters
	Review Notes

	Review Case
	24 Hour
	48 Hour

	Initial
	5 Day
	10 Day

	25 Day
	30 Day
	50 Day

	Case Transfer Review
	55 Day
	Child’s Account

	Parent’s Account
	Other Household Member’s Account
	Alleged Subject’s Account

	72-Hour Child Safety Conference:  Elevated Risk changed to 72-Hour Elevated Risk Child Safety Conference
	72-Hour Child Safety Conference:  Post Removal changed to 72-Hour Post Placement Safety Conference
	30 Day Family Permanency Conference:  Elevated Risk changed to 30 Day Elevated Risk Permanency Conference

	30 Day Family Permanency Conference: Post Removal changed to 30 Day Post Placement Permanency Conference
	40 Day
	45 Day FSU Conference

	Replacement
	Critical Case Planning
	Court Extension Review

	Post Court Extension Review
	Trial Discharge
	Final Discharge

	90 Day Service Plan Review
	6 Month Service Plan Review
	45 Day FSU Review

	40 Day FSU/CPM Review
	10 Day FSU Review
	30 Day FSU

	FSU Case Transfer Conference
	10 Day FSU conference
	40 Day FSU/CPM Conference

	Transfer
	Protective Placement Decision Making
	Voluntary Placement Decision Making

	Persons in Need of Supervision (PINS)
	Family Team Conference follow-up
	Return of Child Suring Trial Discharge

	Request to file FCA Article 10 Petition on Voluntary Placed Child
	Homemaking Services
	Day Care Services for Child in Care

	Consent for Medical Care/HIV testing
	Special/Exceptional Board Rate
	Suspend Payment/Lift Suspended Payment (Other than Trial Discharge)

	Out of State Visits
	Initiate Interstate Compact
	Termination or Limitation of Parental Visitation

	Request for Utilization Review Level of Care Exceptions
	Change PPG
	Enlistment in the Armed Forces or Job Corps

	Marriage
	Report of Accident or Illness
	Plan Amendment – Other

	Plan Amendment – Preventive Services Are Started/Ended for a Child
	Plan Amendment – Case is Closed to CPS
	Plan Amendment – Child is Entering or Re-entering Foster Care

	Plan Amendment – Child is Moved for One Foster Care Setting to Another
	Plan Amendment – child Becomes Legally Freed for Adoption
	Plan Amendment – Trial Discharged

	Plan Amendment – Final Discharge
	Plan Amendment – Child Entering/Reentering Direct Placement with a  Relative/Resource
	Plan Amendment – Child Returned Home from a Non-LDSS Placement 

	LDSS Exec Level Approval
	VA Exec Level Approval
	Cross Reference

	Case Closing
	
	


Section 6:  Service Plan Review
Worker Role

	Case Manager
	Case Planner
	Caseworker

	CPS Caseworker/Monitor
	
	


SPR Role

	CASA Volunteer
	Caseworker
	Foster Child

	Foster Parent
	Guardian
	Law Guardian

	Other District/Agency Staff
	Other
	Pre-Adoptive Parent

	Parent/Guardian Attorney
	Third Party Reviewer
	Probation

	Qualified Expert Witness
	Relative
	School Personnel

	Service Provider
	Tribal Representative
	


Section 7:  Signature Page

FASP Type

	Initial
	Comprehensive
	Reassessment

	Plan-Amendment
	
	


Page | 1
                                                                                                                                       (FSS Common Modules Rev 10/2010)

