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Northstar Kinship 
For children and families in which a Transfer of Permanent Legal and Physical Custody 
(TPLPC) for a child is the identified permanency outcome, SSIS will provide additional tools to 
record information about this process. These changes are due to Northstar Care for Children 
and include: screens for identifying the kinship child, the current legal parents, all siblings, the 
prospective relative custodians, and for completing the Northstar Kinship Assistance Eligibility 
Determination. Additional information about Northstar Kinship Assistance can be found in the 
Northstar Care for Children Practice Guide. 
 
Typically, a child will reside with the prospective relative custodians as they move towards 
completing the Transfer of Permanent Legal and Physical Custody to the relatives. In some 
circumstances may not be in a pre-kinship placement setting with the prospective relative 
custodians at the time the Kinship Placement Agreement is signed; i.e., the child is in a 
treatment facility, but the prospective relative custodian intends to accept a TPLPC. You must 
still notify DHS of the prospective relative custodian’s intention to accept a TPLPC.  The Kinship 
Eligibility must be approved and the Kinship Benefit Agreement signed before the TPLPC is 
finalized in court.  
 
In preparation for creating the Kinship folder, make sure you have entered the following: 

• Citizenship for the child and the relative custodians  
• Race 
• Relationships (add the birth father detail, if known) 
• All child clients, known legal parents (either biological or adoptive), prospective relative 

custodians and all siblings must be cleared to SWNDX to begin the Kinship verifications.  
• Completed Continuous Placement  
• Completed Pre-kinship Placement (when appropriate), with Foster Parent relationships 

defined  
• The Business Organization record with the prospective relative custodians identified as 

the individual providers 
 

In preparation for creating the Kinship Eligibility Determination, make sure you have entered the 
following: 

• Completed Court Action with Best Interests recorded (only required for initially Court 
Ordered Placements) 

• A MAPCY Assessment.  
 
Security Functions 
• Create kinship (allows user to create, view, edit, and delete kinship records) 
• View kinship (allows users to view kinship records only) 
• Access kinship reports (this is not tied to any reports currently) 

 

Warning: Kinship folder and Kinship Verifications must be completed prior to completing 
Kinship Eligibility. 
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References: 
• For additional information on Placement, see the Placement module. 
• For additional information on Kinship Folder and Kinship Verification, see the Kinship 

Folder and Kinships Verification Job Aid. 
  

Change Placement Setting 
Placements/Locations/Absences screen - Setting must be Pre-kinship home- relative if the child 
is in a pre-kinship placement and the prospective relative custodians have signed a Kinship 
Placement Agreement. 
 
Placement>Change Placement Setting (Child with Same Family) 
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Placement>Change Placement Setting (Child with Same Family)>Change Location 

 
 

To Change Placement Setting to Pre-kinship home- relative: 
  

1. Access the Placements/Locations/Absences or Placement Action menu and select 
Change Placement Setting (Child with Same family). 

2. Select Pre-kinship home-relative from the Change Setting To field. 
3. Select the effective date. 
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Kinship Folder and Kinship Verifications 
 
The Kinship folder is created for a child in an open continuous placement when Transfer of 
Permanent Legal and Physical Custody is the identified permanency outcome for the child.  
There are verifications needed under the Kinship folder for the worker to submit information 
about the Kinship occurrence. You must create the Kinship folder first and then the Parent 
Verifications and Sibling Verifications (in any order). Only then can you create the Relative 
Custodian Verification – Initial. All of these screens are required before sending data to DHS.  
 
You can also update the relative custodian verifications, which will be a way to keep DHS 
workers notified of things like: 

• Changes to the family structure - Add or remove a prospective relative custodian or 
Relative custodian, i.e., the prospective relative custodians divorce. 

• Temporary Absences - Changes in the child’s living situation, i.e., the child was in 
placement with the family at the time the KPA was signed, but have moved temporarily 
to residential treatment; or the child was not living with the family at the time the KPA 
was signed, but is now in placement with the family.  

 
Security Administration Functions: 

• Create kinship 
• View kinship  
• Access kinship reports 

 

Warnings: You cannot create Kinship Eligibility Determination without a creating the 
Kinship folder and RCV-Initial verifications. 
 

References: 
• For additional information on Placement, see the Placement module. 
• For additional information on Kinship, see the Northstar Kinship job aid. 
• For additional information on Kinship Assistance Eligibility Determination, see the 

Kinship Eligibility job aid. 
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Kinship Folder 

 
The Kinship folder is used to establish a kinship child in both the agency and DHS. It displays 
the child’s status at DHS and is created under the child’s Permanency Folder. 
 

Warnings: 
• If the Kinship Node is created in error, but never had a verified Relative Custodian 

Verification – Initial record, then the user can delete the Kinship Node.   
• Once the Relative Custodian Verification – Initial is verified, the only option for a Kinship 

folder created in error is to create a New RCV – Close with a closed reason of Kinship 
Folder created in Error 

 

Permanency>New Kinship 

 
 
The Status at DHS field updates automatically based on the current status of the verification. 
This field defaults ‘Agency initial setup’ once the initial Kinship is saved. The status then 
changes based on various factors; i.e., Successful submission to DHS, Active at DHS, TPLPC 
finalized, KPA disrupted, Child turned 18, Kinship folder created in error, Death of child, 
Alternative permanency plan – adoption, Tribal decision to take financial responsibility. 
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To Create a New Kinship: 
 

1. From the Permanency folder, access the Action menu and select New Kinship. 
2. Select the workgroup from the Workgroup field. 
3. Select the worker from the Primary Contact drop-down menu. 
4. The open Continuous Placement defaults into the Continuous Placement field.  
5. Select the Legally Responsible Agency from the Legally Responsible Agency drop-

down menu. 
6. Click Save. 

 

Parent Verifications 
You must verify all current legal parental relationships for the Kinship child, including clients with 
adoptive or birth parent(s). Stepparents should not be included because they have no legal 
parental relationship.  
 

Warning: You cannot delete the Parent Verification once it has been saved, verified with 
a date, and the Kinship Status at DHS is no longer ‘Agency Initial set up’. 
 

Kinship>Parent Verifications 

 
 

To Verify Legal Parents: 
 

1. From the Kinship folder, access the Action menu and select New Parent Verifications. 
2. Check or uncheck the box next to the parent’s name to select or de-select that person. 
3. Select the date verified from the Verification date field. 
4. Click Save. 
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Sibling Verifications 
You must verify all known sibling relationships for the Kinship child, including half-siblings, step-
sibling and former step-sibling. All siblings must be cleared to SWNDX prior to verification.  
 
Sibling verification is required even when there are no sibling relationships. This is to verify 
there are no identified sibling relationships at the time of verification. You have the ability to 
enter additional verifications if you later identify a sibling relationship for the Kinship child. 
 

Warning: You cannot delete the Sibling Verification once it has been saved, verified with 
a date, and the Kinship Status at DHS is no longer ‘Agency Initial set up’. 
 
Kinship>Sibling Verifications 

 
 

To Verify Siblings: 
 

1. From the Kinship folder, access the Action menu and select New Sibling Verifications. 
2. Check or uncheck the box next to the sibling’s name to select or de-select that person. 
3. Select the date verified from the Verification date field. 
4. Click Save. 

 

Relative Custodian Verifications: RCV Initial 
You must enter information about the Relative Custodian(s) who have stated their intention to 
accept a Transfer of Permanent Legal and Physical Custody (TPLPC) for the child. 
 
When the RCV – Initial is saved with a verified date, this triggers the Kinship information for this 
child to be sent to DHS. 
 
You cannot create this verification until the parent and sibling verifications are completed. 
Otherwise, you will get an error message. 
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RCV-Initial Error Message 

  
 
Only one Relative Custodian Verification – Initial is allowed per Kinship folder. The menu item is 
disabled when the Relative Custodian Verification – Initial is created, whether verified or not. 
 

Warning: You cannot delete the Relative Custodian Verification - initial once it is saved 
and verified with a date. 
 
Kinship> RCV-Initial 
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To Complete the RCV -Initial: 
 

1. From the Kinship folder, access the Action menu and select New RCV-Initial. 
2. Select the date of the signed KPA from the Initial Kinship Placement Agreement Date 

field. 
3. If the Kinship child is in placement with the relative custodian, select the placement from 

the Placement drop-down menu. 
 
Or 
 
If the Kinship child is not currently in placement with the relative custodian, select the 
placement business organization from the Business Organization field, and select the 
mailing address of the placement business organization from the Primary Mailing 
Address field. 

4. Select the relationship between the prospective relative custodian(s) and the Kinship 
child from the business organization drop-down menu. 

5. Select Yes or No from the Ever been a foster parent to this child field. 
6. Select the date verified from the Verification date field. 
7. Click Save. 

 

Relative Custodian Verifications: RCV Update 
Use this option to update information about the prospective relative custodian(s), the child’s 
living situation, the initial KPA date or other information if it was unknown or entered incorrectly 
on the RCV-Initial verification. At least one relative custodian must be the same as the Relative 
Custodians initially verified. You must have a verified Relative Custodian Verification – Initial 
record to enter an update.  
 
Entry of additional Relative Custodian Verification – Update records is allowed. 
 

 Warnings:  
• This option is only used to report updates that are not a disruption to the intention of the 

relative custodians to accept the TPLPC.  
• Some reported changes require the signing of a new KPA. 
• The Relative Custodian Verification - Update cannot be deleted once it is saved with a 

verified date. 
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Kinship>RCV-Update 

 
 

To Complete the RCV -Update: 
 

1. From the Kinship folder, access the Action menu and select New RCV-Update. 
2. Select the reason for the update from the Update Reason field and update the 

additional changes. Fields that you do not changed, will autofill with information from the 
initial Relative Custodian Verification. 

3. Select the date verified from the Verification date field. 
4. Click Save. 

 

Relative Custodian Verifications: RCV-Close 
Use this option to close the Kinship. Once saved, the closing information is sent to DHS. Valid 
closing reasons are: 

• TPLPC finalized 
• KPA disrupted 
• Child turned 18 
• Death of child 
• Kinship folder created in error 
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• Alternative permanency plan - same relatives decided to adopt 
• Tribal decision to take financial responsibility 

To close, you must have a verified RCV – Initial record.  
 
Only one RCV – Close record is allowed per Kinship. The menu item is disabled when the 
Relative Custodian Verification – Close is created (whether verified or not).  The menu item 
must be enabled if the RCV – Close is deleted before saving with a verified date. 
 

 Warnings:  
• Some reported changes require the signing of a new KPA. 
• The RCV - Update cannot be deleted once it is saved with a verified date. 

 
Kinship>RCV-Close 

 
 

To Complete the RCV-Close: 
 

1. From the Kinship folder access the Action menu and select New RCV-Close. 
2. Select the close reason from the Close Reason field. Some fields enable, disable or 

become required based on your reason for closing. 
3. Update the remaining fields.  
4. Select the date verified from the Verification date field. 
5. Click Save. 
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Northstar Kinship Placement Agreement (KPA) 
 
The KPA is the agreement between the Prospective Relative Custodian(s) and the county/tribal 
social service agency that has legal authority for the placement of kinship child in foster care. 
The KPA must be attached to the petition to transfer permanent legal and physical custody of 
the child to the prospective relative custodian(s) and submitted to the court with jurisdiction in 
this matter.  
 
The KPA documents the following:  

• Reunification and adoption are not appropriate permanency options  
• A strong attachment between the child and the prospective custodian and the 

prospective custodian has a strong commitment to caring permanently for the child  
• The prospective relative custodian’s understanding of the legal and financial difference 

between adoption and transfer of permanent legal and physical custody  
• A child, age 14 or older, was consulted about the permanency options. 

 
This is a person document and is located beneath the client’s node in the Tree View. Person 
documents remain with the client no matter which future workgroup(s) the client becomes 
associated with.  
 
Thus, the KPA must be created per child. You must answer all questions on the 
Documents>Setup tab, as appropriate. The correct KPA (Kinship Placement Agreement- Indian 
Child- under age 14, Kinship Placement Agreement-Indian Child- age 14 and over, Kinship 
Placement Agreement-non-Indian Child-under age 14, or Kinship Placement Agreement-non-
Indian Child- age 14 and over) will generate based on the selections made. 
 

Warning:  
• You must click the blue E from the Document tab to edit the KPA. 
• Proof your document prior to finalizing to ensure it reads as intended. 
• You should add data to the database first in order to have the option of selecting it from 

the Setup tab to merge into the document. No data typed directly into the document will 
backfill into the application. 

• Person documents are not located in Chronology. 
 

 References: 
• For additional information on Placement, see the Placement module. 
• For additional information on Kinship Folder and Kinship Verification, see the Kinship 

Folder and Kinships Verification Job Aid. 
• For additional information on Kinship Eligibility, see the Kinship Eligibility Job Aid.  
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Particpants Folder>Client Node>Documents 
Folder

 
 

To Access the Northstar Kinship Placement Agreement: 
1. Expand the Participants folder and double-click on the child’s participant’s node. 
2. Right-click on the Documents folder and select New Document. 
3. Click the search icon in the Document template field. 
4. Highlight Northstar Kinship Placement Agreement and click Select. 
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Client Node>Documents>Northstar Kinship Placement Agreement 

 

To Complete the Northstar Kinship Placement Agreement: 
  

1. From the Document Setup tab, complete all applicable fields. 
2. Click the Document tab and click the Blue E, editor button. 
3. Complete the document, as appropriate.  

Note: Click the Select an item field to choose the appropriate response from the drop-
down menu and click the checkmark to save your selection. 
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4. Click Save.  

Northstar Kinship Assistance Eligibility Determination  
 
Kinship Assistance Eligibility Determination is used to determine a child’s eligibility for Northstar 
Kinship Assistance and Title IV-E. The agency with financial responsibility shall complete a 
Kinship Eligibility Determination and Income Offsets, if applicable, and submit electronically to 
the State for approval. 
 
To complete a Northstar Kinship Assistance Eligibility Determination, a child must be (1) in 
placement with a relative for the purpose of transfer of permanent legal and physical custody; 
and (2) a determination has been made that a transfer of permanent legal and physical custody 
is in the child's best interest, in accordance with Minnesota Statutes, 260C.212, Subd.2, or the 
equivalent under tribal code. 
 
Minnesota statute permits the Department of Human Services (“the department”) to approve an 
exemption to two specific eligibility criteria for Northstar Kinship Assistance. If an exemption is 
granted, and all other eligibility criteria are met, the child is eligible for Non-Title IV-E Northstar 
Kinship Assistance. If the worker wishes to request an exemption, that process is part of the 
Northstar Kinship Assistance Eligibility Determination.  There are no additional steps or actions 
required to request an exemption. 
 
When the Northstar Kinship Assistance Eligibility Determination is completed, DHS reviews the 
Northstar Kinship Assistance Eligibility Determination and approves, denies, requests additional 
information/documentation or requests corrections. After approval of the Northstar Kinship 
Assistance Eligibility Determination, the financially responsible agency or tribal worker will be 
notified that they may proceed with completing the Northstar Kinship Assistance Benefit 
Agreement. The Northstar Kinship Assistance Benefit Agreement is a person document and 
remains beneath the client’s Person node no matter which workgroup(s) the client is associated 
with. 
 
Security Rights:  

• View Kinship 
• Create Kinship 

 

Warning: You must enter the Relative Custodian Verification, RCV-Initial, in order to 
create a Kinship Assistance Eligibility Determination. 
 

References: 
• For additional information on Placement, see the Placement module. 
• For additional information on Kinship Folder and Kinship Verification, see the Kinship 

Folder and Kinships Verification Job Aid. 
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• For additional information on Kinship Assistance Benefit Agreement, see the Kinship 
Assistance Benefit Agreement Job Aid.
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Permanency Folder>Kinship Folder>Kinship Assistance 

 
 
 

To Create a New Kinship Eligibility:  
1. From the Kinship Assistance Folder access the Action menu 
2. Select New Kinship Eligibility. 

 
The Kinship Eligibility Determination includes a series of screens with questions that must be 
answered to determine both eligibility for the program and the funding source (Title IV-E or Non-
Title IV-E funds). The series of questions varies depending on how each preceding question is 
answered.  
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Kinship Assistance Setup Tab 
 

Kinship Eligibility Screen 

 
 

Hint: The Document template field autofills to Kinship Assistance Eligibility 
Determination. 
 
Setup tab>Participant Section>Citizenship status field and Refresh Button 
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Setup tab>Kinship verification section>Removal from home field, Best interest statement 
field and Refresh Buttons 
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In the Participant and Kinship verification sections, watch for blank fields in the following fields: 
• Citizenship status 
• Removal from home 
• Best interest statement  

 
To prevent a false not eligible Kinship Eligibility result, you must go to the appropriate section of 
the Tree View to enter the information, return to the Kinship Eligibility Setup tab and click the 
refresh button(s) to have the information autofill into the previously blank fields. 
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Setup Tab> Kinship verification section> Worker Section 

 
 
In the Worker section, you should enter person whom DHS should contact regarding Eligibility; 
i.e., this may be the Financial Assistance Eligibility worker. It does not need to be the same 
person as the Primary worker. 

To Complete the Kinship Assistance Setup Tab:  
1. The Document template field autofills with Kinship Assistance Eligibility 

Determination. 
2. Complete the Setup tab.  
3. Click the Document tab. 
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Document Tab 

 
 
Kinship Eligibility Determination Document will guide the user through a serious of questions 
based on how the previous question was answered.  As the questions are answered a list of 
required supporting documents is being compiled.  The user will need to review the Required 
Documents Tab to view the list. 
 
Based on how the questions are answered, the Eligibility Determination Document will calculate 
the child’s eligibility for Title IV-E or Non- Title IV-E Kinship Assistance. 
 

Warning: On the Document Title Page, If you select ‘No’ to the question, Does the 
relative custodian(s) for this child wish to apply for Northstar kinship Assistance benefits?,  you 
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must have a signed ‘Statement to decline’ document to confirm the relative custodian(s) 
understanding of the denial. 
 

To Complete the Document Tab:  
1. Review the fields on the Title Page and ensure the data that merged in from the Tree 

View folders is accurate. 
2. The Complete checkbox auto checks to ensure this screen prints on the document.   
3. Click on each Navigation bar (or advance the screens by clicking the double-arrows at 

the bottom right of the screen) and answer the questions as listed.   
4. Click Save. 

 

Discussions Tab 
Use the Discussion tab to communicate (i.e. Instead of sending an email) between the Agency 
and DHS. This allows you to retain communications specific to a person. 
 
Discussions Tab 

 

To Use the Discussion Tab:  
1. Click on the Discussions tab and access the Action menu. 
2. Complete entry based on selection.  

• New Discussion-To begin a new communication with DHS. 
• Print Grid-To print your screen 
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• Show Discussion Details-To view detail communications between the Agency 
and the State. 

• Save- to save the communication. 
• Cancel- To exit without saving. 
• Copy Preview to Clipboard-To copy your entry to your clipboard. 
• Add Comment- To add a comment to an existing discussion. 

3. Click Save. 
 

Required Documents 
There are several required documents to submit to the State. Use the Required Documents tab 
to select the specific document your Agency is submitting to the DHS. DHS will verify receipt 
and accuracy of document(s) 
 

Hint: You must first click on to the page for the Requirement Met By drop-down menus to 
display. Use the drop-down menus to identify the appropriate documents to satisfy this 
requirement.  
 
Required Documents Tab 
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To Complete the Required Documents Tab:  
1. Click on the Required Documents tab. 
2. Select the required document from the Requirement Met By field drop-down menu. 
3. Select the submission method from the Submission method drop-down menu. 
4. Enter comment in the Comment field as applicable. 
5. Repeat steps 2-4 for each required document listed on the screen. 
6. Click Save. 

 

Income Offsets Tab 
You are required to enter Income Offsets if you are requesting an Exemption or if determination 
is Child is Eligible for Title IV-E or Title Non- IV-E Kinship Assistance.  
 

Hints:  
• The Income Offsets tab displays on the Kinship Eligibility screen once an Income Offset 

screen is selected from the Action menu. 
• The Total Income Offsets is the combined amounts entered for RSDI (Social Security), 

Veteran's Benefits, Railroad Retirement Benefits and Black Lung Benefits fields.  
• The Supplemental Security Income (SSI) can be adjusted because of Kinship 

Assistance, but not vice-versa. 
 
Income Offsets Screen 
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To Complete the Income Offsets:  
1. From the Kinship Eligibility screen, access the Action menu and select Income Offsets. 
2. Complete the screen as applicable. 
3. Click Save. 

 
The State must confirm all deteminations and requests, even when the relative custodian is not 
eligbile for Kinship Assistance. 
 

Hint: When DHS sends back to the Agency for a correction, the Agency will need to 
complete the request and re-send for DHS approval. 
 
Eligibility Determination Action Menu 
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To Send for DHS Approval: 
1. From the Kinship Eligibility screen, access the Action menu. 
2. Select Send for DHS Approval. 
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Northstar Kinship Assistance Benefit Agreement  
After DHS approval of the Kinship Assistance Eligibility Determination, the financially 
responsible agency worker will be notified to proceed with completing the Northstar Kinship 
Assistance Benefit Agreement.  
 
This is an agreement between the commissioner of the Minnesota Department of Human 
Services, relative custodian(s), and, the legally and financially responsible agency, for the 
purpose of facilitating the transfer of permanent legal and physical custody of kinship child, and 
to aid relative custodian(s) in providing proper care for the child. 
 
The Northstar Kinship Benefit Agreement is a person document and is located beneath the 
client’s node in the Tree View. Person documents remain with the client no matter which future 
workgroup(s) the client becomes associated with.  
 

Warning:  
• You must click the blue E from the Document tab to edit the document. 
• Proof your document prior to finalizing to ensure it reads as intended. 
• You should add data to the database first in order to have the option of selecting it from 

the Setup tab to merge into the document. No data typed directly into the document will 
backfill into the application. 

• Person documents are not located in Chronology. 
 

 References: 
• For additional information on Placement, see the Placement module. 
• For additional information on Kinship Folder and Kinship Verification, see the Kinship 

Folder and Kinships Verification Job Aid. 
• For additional information on Kinship Assistance Eligibility Determination, see the 

Kinship Assistance Eligibility Determination Job Aid.  
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Social Services Information System  

Particpants Folder>Client Node>Documents 
Folder

 
 

To Access the Northstar Kinship Assistance Benefit Agreement: 
1. Expand the Participants folder and double-click on the child’s participant’s node. 
2. Right-click on the Documents folder and select New Document. 
3. Click the search icon in the Document template field. 
4. Highlight Northstar Kinship Benefit Agreement and click Select. 
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Social Services Information System  

 
Client Node>Documents>Northstar Kinship Assistance Benefit Agreement 

 

 

To Create the Northstar Kinship Assistance Benefit Agreement: 
1. From the Document Setup tab, complete all applicable fields. 
2. Click the Document tab and click the Blue E, editor button. 
3. Click Save. 
4. Click Print to print a copy for signatures.  
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