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	The Basic Placement Process
	    

	
	Note: The same worker may be assigned responsibility for multiple steps.
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	   Initiate Placement Request*
	Complete Placement Request & Mark as Ready for Search
	Search for Placement Resources & Make Referrals
	Accept or Decline the Placement Referral
	Place Child 
	Verify Placement
	Activities Codes Entry

	Can be done from an INV, FSI or FSS on a workload without any additional business functions
or
INITIATE PLACE BF
	MAINT PLACE BF
PLACE DASH BF (if not accessing request from workload path)
	PLACE DASH BF
SEARCH PLACE BF
	PLACE DASH BF
RESOURCE COOR BF
	PLACE DASH BF
SEARCH PLACE BF
	PLACE DASH BF
RESOURCE COOR BF
	MAINT ACTIVITIES BF

	If from workload, can enter/update Child Characteristics, Special Restrictions & Placement Evaluation from the Person List if done BEFORE the Placement request is launched.

Allows worker to select Children Needing Placement, Requested Placement Date, Critical Address Information & Comments

Places request on dashboard
	Within Placement window, can enter/update Child Characteristics, Special Restriction & Placement Evaluation 

Completes Resource Search Parameters

Completes Priority Criteria and marks them as complete

Places request on dashboard (if not already there)

Changes request status to “Ready for Search”
	Monitors placement referrals on the dashboard

 Initiates a search for resources for each request

Compares resources returned in search results

Selects which resources to send referrals to 

Sends referrals
	Decides whether referral is a suitable match and accepts or declines each referral 

Acceptance may include a request for additional information or an interview with the child


	Selects the placement among resources that have accepted

 Clicks the “Place Child” button, which closes the placement request 


	Once child has arrived at the resource and spent a night in the bed, the worker (LDSS or VA) verifies that the child arrived (or didn’t) and verifies the correct date of placement that is sent over to Activities
	Once a child has been placed through the Placement window, tracks required actions in Activities (WMS case opened, CIN assigned, Activities track opened & placement verified) 

[bookmark: _Hlk17461700]Clicks Navigate link to record entry into placement (M910), transfer (M981 or M982) or return from an absence or trial discharge to a new location (M960 or M980) & saves.


[image: ]* All initial placement requests must be done by the district. VAs may initiate later transfers & steps-downs if local business processes permit.
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