Social Services Information System (SSIS) 


Placements/Locations/Absences Folder
Placements/Locations/Absences

Over the course of a Continuous Placement, children may be placed in different settings. Placement settings are recorded within three categories in SSIS: 

· Placements, 

· Locations, and 

· Absences. 

Placements (foster home) and Absences (on run) are required to be entered in SSIS.  The entry of a Location (hospitalization) may, or may not, be required SSIS entry depending upon the length of time it continues.   Locations are typically for shorter durations where the intent is for the child to return to a Placement (foster home to camp, respite care, detention, or treatment - and return to foster home).  

The federal government defines a Placement as ‘24-hour substitute care for children placed away from their parents or guardians and for whom the local social service agency has placement and care responsibility, whether or not the placement is licensed or payments are made.’ 

Entry of Placements, Locations, and Absences assists caseworkers in tracking and monitoring children and youth in foster care. Placement stability is also tracked through entry within the Placement/Location/Absence folder.
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Hint: Specific criteria that outline the differences between a Placement, a Location, or an Absence are available within the Content Help contained on the SSIS toolbar.  Expand the Placement button within Content Help for further details.  

Permanency Folder Action Menu - New Placement/Location/Absence
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[image: image3.wmf]To enter a New Placement/Location/Absence:
1. Right-click on the Permanency folder in the Tree View and select New Placement/Location/Absence.  

2. Note that the first tab displays as <Unknown>.  This tab will change to a Placement, Location, or Absence based upon the information entered within the remaining fields on this screen.

Permanency Folder <Unknown> Tab

 Pending Placement, Location, or Absence 
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3. Select the setting for the child’s out-of-home care in the Setting field. 

4. Select the primary reason for the child’s out-of-home care in the Reason field.

5. Enter the start date of the child’s out-of-home care in the Start Date field.

6. The Entry Date field is not editable and autofills with the time and date of entry.

7. The Effective date field autofills to display the date and time of the most recent change to the information on this screen.  

8. The Workgroup field defaults to the workgroup where the out-of-home care entry is occurring.  To change the workgroup, select the applicable workgroup from the menu.

9. Click the Business organization search button next to the Bus org/ provider field.

Business Organization Search 
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10. Search for the provider related to this Placement, Location or Absence.  Searches may occur within the General tab, the License tab, or the Individual Provider tab.  Fill out the corresponding fields beneath the desired tab and click the Search button.  

11. Select the applicable provider in the Search Results grid, or within the corresponding Bus Org. Tree View.  

Tree View - Business Organization Search and Sub Folders
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Note that once a provider is selected within the grid, the Tree View displays folders with their individual provider and licensing information.  Caseworkers may expand these folders to ensure that the correct provider is being selected, and additionally to learn details about the providers that may be relevant to the child’s placement.  

In particular, it may be useful to view the providers address and telephone number, their preferences as to the clients they will provide services to, what services and/or professional collaterals are affiliated with their placement, and any existing service arrangements they have in place – which would indicate if there are other clients placed within this same setting.  

12. Click the Select button, and the provider displays in the Bus org/provider field.

13. The Location description field is a free text field where further information related to the location of the child may be entered.  Provide directions, descriptions, and even paste a link into this field. 
14. Skip the End reason, End Entry Date, and End Reason fields.  Return to complete these fields when closing the child’s out of home care setting.   
15. Select the school district that the child is attending while in out of home care in the School district attending field.  Ideally, this field will reflect the same school that is entered in the Education  folder which represents the child’s current school setting.  If the school location must change, it is the new school setting that is recorded in this field.  
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Best Practice: Work to ensure that a child entering foster care is retained within their same school setting whenever possible.  

16. If the child has been placed via ICPC (Interstate Compact Placement of Children) in another state, select that state in the ICPC receiving state menu.

17. If the provider of the placement or location does not wish to be paid for the child’s care, click the Check if no payment will be made to the provider check box.

18. Select Yes or No as is applicable to answer the Did another agency or state place this child- courtesy supervision by this county? question.  

19. Click Save.  
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Hint: Note that once the screen is saved, the <Unknown> tab at the top of the screen changes to reflect that the child’s setting is a Placement, a Location, or an Absence depending upon the data entered.  
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Hint: When a child lives with their non-custodial parent, the child is not considered to be in a ‘placement’.  Biological parents are not paid for foster care of their own children.  The agency may have case management responsibility, but does not have custody. Therefore, no Continuous Placement is entered within SSIS.  

However, if the court has directed that the child is to temporarily reside with the non-custodial parent, the agency may record this as a ‘location’ in SSIS to document the number of days the child is removed from the care of their custodial parent.  This time counts within the child’s permanency timeline. 
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Hint: When a child’s only placement is in a locked juvenile detention center, caseworkers are not required to enter that setting in SSIS.  However, many agencies choose to enter it as a Location if it occurs within a Continuous Placement where the agency has court ordered custody of the child.
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Hint: Temporary Locations such as respite care, detention, trial home visits, hospitalizations for fewer than 15 days, and youth camps are not classified as Placements. However, it is recommended that these settings be entered as Locations in SSIS for payment purposes, as well as to document changes in the child’s settings while the agency retains custody.  
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Warning:  Changes to a child’s setting which are classified as Locations occur within the same Continuous Placement.  The only time a Continuous Placement is closed is if a child returns home to the parent from whom custody was removed.  If the child moves to a different Location, but is not returning home, no changes are made to the current Continuous Placement.  
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Best Practice: For AFCARS reporting, data entry regarding a child removed for longer than 24 hours must be entered in SSIS within 30 days of the date of the child’s removal.  Similarly, placement discharges are to be entered within 60 days of the date the agency that the agency no longer has custody of the child. 

Foster Parents Tab
The Foster Parents tab is enabled when the placement setting is a foster home.  This tab is not available if “Foster Home – Corporate/Shift Staff’ is chosen as the setting. The purpose of the tab is to record the relationship between the child entering out of home care, and the individuals providing the care.  

When out-of-home care is necessitated, it is required that the agency seek the ‘least restrictive’ setting for the child.  Whenever appropriate this setting should be the child’s non-custodial parent, followed by relatives to the child such as grandparents, kin to the child such as their tribe, and finally former foster parents known to the child from a previous placement.  

Placing the child with persons unknown to them is the last option considered if other persons who are related to the child, or who have a significant relationship to the child – such as neighbors or Godparents, are available.  

Foster Parents Tab
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[image: image15.wmf]To enter new Foster Parents: 

1. Click on the Foster Parents tab.

2. The name or names of the foster parents displays.  If no name displays, note the magnifying glass that displays to the right of the field.  This button provides a search to locate the individual.  

3. In the Relationship field, select the option that most closely matches the relationship between the child and foster parent.  

4. If a second foster parents name displays, select the appropriate option in the next Relationship field.  

5. Click Save.  
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Hint: When a foster home is selected in the Bus Org. field, the foster parent’s names associated with that Bus Org. will automatically display in the Foster Parents tab.  If names for the foster parents do not display, check the business organization entry for the foster home, or check with a licensing caseworker. 
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Hint: The Relationship field on the Foster Parent tab is connected to the Setting field on the Placement tab.  If an illogical relationship is selected in comparison to the setting, such as if ‘Foster home - non-relative’ is selected as the Setting, and then ‘Aunt/Uncle’ is selected in the Relationship field, a flyover displays to indicate the error. The flyover for this example would read, “The foster parent relationship to the child must be non-relative.”  
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Best Practice: Remember that if a child is returning to care, and to the same placement provider, to reflect that in the Relationship field on the Foster Parent tab ‘Previous foster parent, non-relative’.  This demonstrates greater placement stability for the child.

Changes to a Child’s Placement or Location Tab
When a Placement or Location changes for a child, either temporarily (such as a hospitalization) or permanently (such as a move from one foster home to another) that change is recorded in SSIS within the same Continuous Placement episode. 

Ideally, the caseworker strives to provide stability in placement for the child, and tries to minimize any changes in Placement and Location other than those that serve to benefit the child (such as a week at camp).  The number of Placements or Locations for each child within the same Continuous Placement episode are tracked in SSIS to measure placement stability for children in out of home care, are reported to AFCARS.  

Changes to this Placement / Location Tab
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Warning: If the child is only changing settings, such as a placement change from one foster home to another, then a new Placement is created.  However, the child’s Continuous Placement is not ended because the child is not returning home in-between the old and new placement settings.  
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Warning: If the child is only changing settings, such as a Location change from their current foster home to respite care – and it is intended that the child will return to their current foster home – then a new Location may be created (depending upon the length of time and any payment arrangements made between providers).  However, the child’s Continuous Placement is not ended because the child is not returning home between the changes in Locations.  

[image: image22.wmf]To enter a new change to a child’s Placement or Location:
1. Click on the Changes to this placement/location tab.

2. Click on the Action button to access the Action menu.

3. Select New Placement/Location/Absence.

4. Complete the applicable fields on both preceding tabs.

In some instances, changes occur to a child’s Placement or Location that have nothing to do with a change in provider or setting for the child.  It is important to document these changes correctly so that data regarding placement stability and reunification is correctly reflected.  

There are three scenarios in SSIS when changes to a child’s Placement or Location occur – but the Placement or Location setting is no different for the child, and is not ended in SSIS.  

· The child’s foster care parents intend to adopt the child, thereby changing their status from ‘foster care’ to ‘pre-adoptive’, 

· The child remains in care with the same foster parents, but the family’s location changes – such as their address due to a move – OR – the child remains in care at the same facility, but changes occur to that facility’s business organization or location – such as new facility licensure, or the child being moved from one building location to another supervised by the same facility.  

· The child’s workgroup type changes that contains the child’s current Placement/Location/Absence information.  

Creating these changes cannot be completed from the Changes to this placement/location tab.  Rather, these changes are accessible from the Action menu associated with the Placements/Locations/Absences folder.  

Placements/Locations/Absences Folder – Action Menu
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For each of the above changes, specific instructions display when they are selected from the specific Placements/Locations/Absences folder’s Action menu.  This is the only location where these changes can be documented.  

Change Foster Care to Pre-Adoptive

These steps are taken when a child will remain in the same setting, under the care of the same people, but those persons are changing in status from ‘foster parents’ to ‘pre-adoptive parents’, and have signed the Adoption Placement Agreement accordingly.  

[image: image24.wmf]To change a child’s foster care parent’s status to pre-adoptive parent:                  

1. Expand the Permanency folder.

2. Expand the Placements/Locations/Absences folder.  

3. Right-click on the current Placement to access the Action menu. 

4. Select Change foster care to pre-adoptive.

Change Location Box
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1. The Change location box displays.

2. Note the When is this change appropriate? section for further clarification.

3. Enter the date this change occurs in the Effective date field.

4. The new setting of Pre-adoptive home auto-fills in the Setting field.

5. Click the OK button.

The entry in the Setting field in the Placement/Location/Absence folder reflects the changes made above.  The effective date as entered in the Change location screen now displays in the Effective date field and in the grid. 
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Hint: When changing a child’s placement status from Foster Care to Pre-Adoptive, remember to create an Adoptive Placement Verification for the Child Ward folder, and to create a new Out-of-Home Placement Plan specific to Awaiting Adoption.  
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Warning: The status change from Foster Care to Pre-Adoptive can only be made by accessing the Action menu from the particular placement that is changing from foster care to pre-adoptive.  Once completed, the change will display on the Changes to this Placement/Location tab, but the change cannot be completed from that tab.

Change Business Organization or Location Description

These steps are taken when a child remains under the care of the same foster parents, but their physical location has changed – such as a move to a new home.  These steps are also taken if the child remains under the supervision of the same facility, but their location on that facility’s campus has changed, or, a change has occurred to that facility’s license.  

[image: image28.wmf]To change the placement provider’s Business Organization or Location:
1. Expand the Permanency folder.

2. Expand the Placements/Locations/Absences folder.  

3. Right-click on the current Placement to access the Action menu.

4. Select Change bus. Org/location description.

5. The Change location box displays.

Change Location Box
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1. Note the When is this change appropriate? section for further clarification.

2. Enter the date this change occurred in the Effective date field.

3. Click the Business organization search button next to the Bus org/ provider field to search for the provider. 

4. Enter any applicable additional information related to this change in the text box.

5. Click OK.

The entry in the Setting field in the Placement/Location/Absence section displays to reflect the changes.  The effective date now displays in the Effective date field and in the grid.  
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Hint: If this change is made due to a change in the address of a foster home, check with licensing staff or staff responsible for entering providers to ensure that the new address has been entered and/or to ensure that the correct vendor number has been selected for the new business organization site.
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Warning: This particular change can only be made by accessing the Action menu from the particular placement that experienced the business or location change.  Once completed, the change will display on the Changes to this Placement/Location tab, but the change cannot be completed from that tab.

Change Placement Workgroup

These steps are taken only when primary responsibility for the child’s placement transfers to another workgroup.  

Change Location Box
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[image: image33.wmf]To change the child’s workgroup containing the current placement:
1. Expand the Permanency folder.

2. Expand the Placements/Locations/Absences folder.  

3. Right-click on the current Placement to access the Action menu.

4. Select Change placement workgroup.

5. The Change location box displays.

6. Note the When is this change appropriate? section for further clarification.

7. Enter the date this change is effective in the Effective date field.

8. Select the new workgroup in the Workgroup field.

9. Click OK.

Entries in the Workgroup field in the Placements/Locations/Absences section displays to reflect the changes.  The effective date as entered in the Change location screen now displays in the Effective date field and in the grid. 
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Hint: As an example, this change would be appropriate if the associated workgroup was Child Protection Case Management, and the status of the case changed necessitating a workgroup change to Adoption Case Management.  This process is used to indicate that change in the status of case management and the type of case management being provided status.  
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Warning: This particular change can only be made by accessing the Action menu from the particular placement that needs relocation to a new workgroup.  Once completed, the change will display on the Changes to this Placement/Location tab, but the change cannot be completed from that tab.
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Hint: Review DHS Bulletin #11-68-02 County Responsibilities for Children Under Tribal Jurisdiction dated 03-04-2011 for children whose placement supervision changes venue from County to Tribe.

Deleting Changes to a Placement or Location Entered in Error
If a change is made to a child’s Placement or Location that is later determined to be erroneous, the change may be deleted and the Placement or Location returned to its former status.  

Action Menu – Delete Change to Placement/Location
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[image: image38.wmf]To Delete Placement/Location changes entered in error:

1. From the Changes to this Placement/Location tab, select the change to delete.

2. Access the Action menu.

3. Select Delete change to placement/location.

4. Select Yes in the dialogue box.

Deleting a Placement or Location 
If an entry is made within the Placements/Locations/Absences folder in error, it may be deleted within SSIS.  

[image: image39.wmf]To Delete a Placement/Location/Absence created in error: 

1. Select the desired Placement/Location/Absence in the Tree View or in the grid. 

2. Access the Action menu and select Delete.  

3. Select Yes in the dialogue box.

There is an option in SSIS to copy placement entries between siblings.  See the Copying Placements Between Siblings Job Aid for further information. 
Closing the Placement, Location, or Absence
A child’s Placement or Location setting (and their status as Absent) may be closed to indicate that their time in this particular care setting has ended.  

A child’s Placement or Location may close when moving between settings, or when returning home.  The Continuous Placement is closed simultaneously with the Placement or Location if the child is reunified with the custodial parent.  It is not closed if the child is just changing settings between a Placement or a Location.  

A child’s Absence may close if the court relieves the agency of responsibility towards the child. 

The Reasons under which a Placement, Location, or Absence may close are listed in the drop-down menu shown below:

P/L/A Folder – P/L/A Tab – End Reason Field 
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[image: image41.wmf]To close a Placement, Location, or Absence: 

1. Expand the Permanency folder and expand the Placements/Locations/Absences folder.  

2. In the Tree View, click on the Placement/Location/Absence you wish to close.

P/L/A Folder – P/L/A Tab – End Reason Field 
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3. From the Placement or Location or Absence tab (depending upon which is reflected), select the reason for closing in the End reason field.

4. Enter the date for closing in the End date field.  

5. The End Entry Date auto-fills with the date and time the discharge date was saved in SSIS.

6. Click Save to complete closing the Placement, Location, or Absence.  
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Hint: Data entered for one child in both the Continuous Placements folder and the Placements/Locations/Absences folder can be copied to that child’s sibling.  See the Copying Placements Between Siblings Job Aid for further information.  (The Removal and Adoptions History folder does not copy between siblings.)  
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