
     Investigation to Closure/Transfer to In-Home or Ongoing Process       
START OF THE PROCESS (TRANSFER TO IN-HOME CASE MANAGEMENT) = NOTIFICATION SENT TO IN-HOME THE SAME DAY AS DECISION ● IN-HOME SPECIALIST IDENTIFIED WITHIN 1 BUSINESS DAY ● IN-HOME SPECIALIST ASSIGNED PRIMARY WITHIN 2 BUSINESS DAYS OF RECEIVING RECORDS ● PROCESS = 3 BUSINESS DAYS FROM DECISION FOR IN-HOME
START OF THE PROCESS (TRANSFER TO ONGOING) = CHILD(REN) IN TEMPORARY CUSTODY  ●  UP TO 72 HOURS TO FILE A PETITION (3 DAYS IF CUSTODY NOT OBTAINED THROUGH DEPENDENCY PROCESS)  ●  5-7 DAYS TO CONDUCT THE HEARING  ●  PROCESS = 12 CALENDAR DAYS FROM TCN TO TRANSFER
START OF THE PROCESS (TRANSFER TO ONGOING) = IMPENDING DANGER WITH SUFFICIENT TIME FOR DEPENDENCY PETITION FILED ● PROCESS = 12 CALENDAR DAYS FROM FILING TO TRANSFER
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START

Report 
dispositioned to 

unit directory 
review criteria, 

priority, and unit 
assignment

Assign to an 
Investigator

Create or 
reopen 

CHILDS case

Add 
information 
to paper file

If needed – request 
soft copy file from 
Distribution Center

If not assigned to 
OCWI, call OCWI 
regarding Joint 

Investigation Protocol

Contact source

Identify location of 
victim child(ren)

Complete or review 
paper file 

information, contact 
school/daycare. 

Request medical, 
education and court 

order documents
(as applicable)

Go to victim 
child(ren)’s 
probable 
location

Request updated 
school/medical 

information, and 
court orders

Conduct 
interview w/child 

and adults

Contact Law 
Enforcement 

(as applicable)

Safety Discussion 
with Supervisor 

to confirm 
Present Danger 

Decision

Notified of removal 
and scheduled 

TDM via Transfer 
Board

Contact Rapid 
Response Team

Schedule and 
Monitor First Visit 
for Out-of-Home 

Cases

 Preliminary 
Protective Hearing 

Court Report, submit 
to Supervisor

PPH Hearing held 
In-Home/

Ongoing Option 
to Attend

Completed file handed 
off to Ongoing or In-
Home on, or before, 

the hearing date

Notified of TDM 
outcome via 

Transfer Board

After TDM, review case 
information with 

Specialist

Review and Approve 
Court Report

Complete Service 
Referrals for Court 

Involved Cases

Send Custody 
Orders to Receiving 

Unit 

Review Custody 
Order

Is this
 a criminal 

conduct 
case?

No

Approve Safety 
Plan and Notify 

Ongoing 
Designee to 

Identify Unit On 
Same Day

Disclose Court 
Report and 

attachments 
when approved

Determine if 
there are other 
participants in 

the home 
requiring 

attention and 
complete

Region Specific Form

Transfer to 
Ongoing Process

Complete CSRA, 
and Hard File, 

Submit to 
Supervisor

Process Adherence:

Have all new reports been assigned to 
an investigator on time?

Process Adherence: 

Was a safety decision completed and  documented for 
all alleged victim children in CHILDS within 48hrs of 

assessment?

Was the safety decision for all alleged victim children 
completed and documented within response time?

Process Adherence:

Was there an in-person attempt at the 
child(ren)’s probable location or in-person 

contact with the victim child(ren) within the 
required time period? 

Process Adherence: 

Out of Home: cases transferred to ongoing within 12 calendar days of the TCN being served
In-Home: Cases will be assigned to a support worker within 1 business day of Notification, and primary within 2 days 

of the hard file being received

Quality issues to be addressed outside of the process through tiered connectivity and accountability

Conduct assessment 
of background 

information including 
prior history and DPS 
(see support function) 

CSO-1367A Hard File 
Organization Guidelines

Revised 6/30/2020

CSO-1048A Request for Release 
of Education Records,

CSO-1049A Request for Release 
of Medical Records

CT012 Protective Hearing/Initial 
Dependency Hearing Report to 

Juvenile Court

CSO-1038A Authorization to 
Disclose Health InformationDCS-1118A Records Reference 

Request

Enter Safety Decision in CSRA

Complete Removal Screens

Document Child Contact in 
Case Notes

Assign Ongoing 
Specialist As 

Primary in CHILDS 
within 2 business 

days

School/ADE 
checks

Police records – 
pull data

Daycare checks

Activity 
in 

CHILDS

Requires 
Staffing with 
Supervisor

Process or 
Activity Start/

End Point

Swim 
Lane 
Task

Conduct Supervisory 
Progress Review 

(Investigation) CT09400

CSRA Documentation and 
Field Guide

CSO-1005A DCS Notice of 
Duty to Inform

CSO-1010A Guide to DCS

CSO-1021A Request for 
Interview at School

Present 
Danger exists?

Yes

CSO-1048A Request for 
Release of Education 

Records

CSO-1049A Request for 
Release of Medical 

Records

Present 
Danger exists?

Yes

No

Impending 
Danger exists?

No

Yes

Present Danger 
Assessment and Planning 

Guide

Safety Discussion with Supervisor to 
confirm Impending Danger Decision

Interview Process
(repeat as necessary at additional 

locations or with additional persons)

Contact Law 
Enforcement to 
coordinate Joint 

Investigation 
Response

Update Transfer 
Board Owner

Transfer Dialogue 
(as needed)

Document 
child(ren) Present 
Danger Decision

Yes Complete 
Administrative 

Review of 
Investigation and 

Close Case

End 
Investigations 

Process

Send Notification 
Letter and scan 

into CHILDS

Administrative Case Record 
Review - Investigations

CSO-1022A Notice of 
Unsubstantiated Child 

Safety Report

CSO-1024A Notice of 
Proposed Substantiation 

of Child Safety Report

CSO-1025A Notice of 
Substantiation of Child 

Safety Report

Assign support worker 
and update Transfer 

Board Owner within 1 
business day

Notified of assignment 
of case with option to 

attend TDM

Review case 
and begin 

Ongoing FFA 
Stage 1 and 2

Update Transfer 
Board

NOTE: OCWI required to document within 24 hours. OCWI to document 
Section 2 interviews as a case note and reference note in Section 2a-6.

Yes

No Send Notification 
Letter and scan 

into CHILDS

CSO-1022A Notice of 
Unsubstantiated Child 

Safety Report

CSO-1024A Notice of 
Proposed Substantiation 

of Child Safety Report

CSO-1025A Notice of 
Substantiation of Child 

Safety Report

FFA at Investigations Decision Making Guide

Provide Notice to 
Family

CSO-1029A Notice Requesting 
In-home Intervention

CSO-1031 In-Home 
Dependency Notice 

If SEN discuss 
Safe Sleep and 
Develop Infant 
Care Plan with 
caretaker and 

show video

Safe Sleep Flyer

DCS-1262 Infant Care Plan

Develop and 
Implement 

Present Danger 
Plan

CSO-1034B Safety Plan 
and Signature Page

Develop and 
Implement Safety 

Plan
CSO-1034A Present 

Danger Plan and Signature 
Page

 Notify In-Home 
Designee to 

Identify Unit On 
Same Day

In-Home Transfer 
Notification

CSO-1349 Aftercare Plan

Develop 
Aftercare Plan 

with the Family

In-Home 
Oversight 
Required?

No

Complete CSRA, 
submit for 

approval, and 
enter findings 

statement

In-Home 
Safety Plan?

No

Within 1 Business 
Day Identify 

Specialist and 
Determine if Transfer 
Dialogue is Required

Within 1  Business 
Day Conduct In-
Home Transfer 

Dialogue if Required

In-Home Transfer Dialogue

Assign Specialist to 
Receive As 

Support

Yes

CSO-1034B Safety Plan 
and Signature Page

 Implement 
Safety Plan Same 
day as Decision

TDM 
Required?

Complete CSRA, 
submit for 

approval, and 
enter findings 

statement

No

Within 2 Days of 
Notification Complete 

Administrative 
Review of 

Investigation and 
Send File to In-Home

Send Notification 
Letter and scan 

into CHILDS

Administrative Case Record 
Review - Investigations

CSO-1022A Notice of 
Unsubstantiated Child 

Safety Report

CSO-1024A Notice of 
Proposed Substantiation 

of Child Safety Report

CSO-1025A Notice of 
Substantiation of Child 

Safety Report

TDM
Outcome is
 In-Home?

Conduct TDM 
(Option for In-

Home/Ongoing to 
Attend

Yes

Yes

Ensure All 
Documentation is 

Up to Date within 2 
Business Days from 

Notification

Yes

Family Will 
Receive In-Home 

Oversight

TDM Outcome 
is In-Home Court 

Involvement?

TDM Outcome 
Voluntary 

Placement?

No

No

No

Submit Dependency 
Petition Worksheet 

to AG

CT009 Dependency Petition 
Packet

Attach TDM Summary

Call Court for 
hearing date

Yes

Complete Administrative 
Review of Investigation 

and Send File to In-Home

Administrative Case Record Review - 
Investigations

Assign Specialist to 
Receive As Primary 
Within 2 Business 

Days

Update CSRA, 
and Hard File, 

Submit to 
Supervisor

CSO-1367A Hard File 
Organization Guidelines

Complete Administrative 
Review of Investigation 

and Send File to 
Receiving Unit (Note that 

for Criminal Conduct 
Cases the CSRA may 

remain open until 
Criminal Investigation is 

complete)
Administrative Case Record Review - 

Investigations

Coordinate with 
Support Function on 

Services and 
Parenting Time

Notified of 
assignment of 

case with option 
to attend TDM

Determine Plan 
for Oversight of 

Safety 
Management

First Contact with the 
Family (Option for Joint 

Initial Contact) Joint Initial 
Contact is mandatory if 

requested

In-Home Initial Contact

Staff Case to 
determine 

Service Level

In-Home Initial Contact

In-Person 
Discussion of 

Service Level with 
Family

No

Ensure All 
Documentation is 
Updated within 2 

Business Days 
including:

Enter Safety 
Decision in CSRA

Document Child 
Contact in Case 

Notes

 Approve Safety 
Plan and Notify 

In-Home 
Designee to 

Identify Unit On 
Same Day

In-Home Transfer 
Notification

End 
Investigations 
Process, Begin 

In-Home 

Send Notification 
Letter and scan 

into CHILDS

CSO-1022A Notice of 
Unsubstantiated Child 

Safety Report

CSO-1024A Notice of 
Proposed Substantiation 

of Child Safety Report

CSO-1025A Notice of 
Substantiation of Child 

Safety Report

End 
Investigations 
Process, Begin 

In-Home 

In-Home?

Yes

Family Functioning Assessment – 
Investigation

(extent of maltreatment, surrounding 
circumstances, child functioning, adult 

functioning, parenting – general 
observations, and parenting – discipline 

observations)

Parent 
Protective 
Capacities 
Analysis

Impending 
Danger Threat 
Determination

Gather 
Information 

on 
Six Domains

If Present Danger 
and DCS has Legal 

Custody
hold a TDM

Required Safe Cases for 
In-Home Oversight

Assess Opening 
an In-Home Case

Return to 
Investigation 

Process at In-Home 
Case Results in 

OOH

Transfer to 
Ongoing Process
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