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Record Creation 
 

 
 

 

Eligibility records are automatically created based on specific case events. The process differs 

for Foster Care Eligibility and Adoption/Guardianship Eligibility, depending on how the Child’s 

case progresses. 

How To: Create a Separation Record to Generate an Eligibility 
Record 

1. From the Case Record, select the Separation tab. If not visible, select the More Commands 

option. 

2. From the Separations sub-grid, select + New Separation. 

 

 
Note: 

A foster care eligibility record is automatically generated when: 

• A separation detail is approved in the Child’s case record. 

• A legal status is assigned, indicating the Child is in CFSA custody. 



Eligibility Record Creation 

02.2026 
5 

 

3. Complete the Date & Time of Separation. 

4. Select the Type of Separation from the dropdown menu. 

5. Complete the remaining fields as needed. 

6. Select Save. 

7. Navigate to the Separation Details sub-grid. 

8. Select + New Separation Detail. 
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9. Complete the fields for the New Separation Detail record. 

10. Select Save. 

11. Select Add Parent. 
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12. In the Lookup Records window, select the parent. 

13. Select Add. 
 

14. The parent will populate in the Parent(s) sub-grid. 

15. Select Save & Close. 
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16. The new Separation Detail will populate in the sub-grid. 

17. Select Submit from the Action toolbar. 
 

18. Select the Approver in the Quick Create: Approval window. 

19. Select Save and Close. 
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20. The status of the Separation is now Pending Approval: 
 

 
 
 
 
 
 
 
 
 
 

 
Note: 
In the Criteria tab of Eligibility, the visibility of the “18+ Foster Care Eligibility 
Criteria” section depends on the Age at Record Start field: 
 
If Age at Record Start ≥ 18 and < 21 years, the “18+ Foster Care Eligibility 
Criteria” section will be visible. 
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How To: Approve the Separation Record 

1. From the Out of Home (OOH) SSW Dashboard, navigate to My Pending approvals. 

2. Select and open the record to approve from the To Be Approved List. 
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3. On the Approval Record, enter Approver Comments. 

4. Select Approve from the Action Toolbar. 
 

5. Navigate back to the Separation Record. The status is now Active. 

6. Select Save & Close to close the Separation record. 
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7. The new Separation Record will populate in the Separations sub-grid. 
 

 

 
Note: 

The User can also approve from the Dashboard by using the Quick Approve feature. 
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How To: Change the Legal Status of a Child 

1. From the Case Record, select the Case Persons & Households tab. 

2. Select the Child from the Family Members sub-grid to open the Case Person record. 
 

3. From the Child’s Case Person record, navigate to the Legal Status sub-grid. 

4. Select +New Legal Status. 
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5. Complete the New Legal Status. 

6. Select Save & Close. 
 

7. The new Legal Status will populate in the Legal Status sub-grid. 
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How To: Use the Rules of Summaries to Determine Eligibility 
Status 

 

1. From the Case record, select the Eligibilities tab. If not visible, select the More Commands 

option. 

 

2. Select and open the Eligibility record. 
 

 
Note: 

The Eligibility record will automatically be created based on the Separation and the change 

of the Legal status for the Child. 
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3. The User can now see the Foster Care Eligibility Type, and that the Eligibility Status is 

Pending. 
 

 

 
Note: 
In the Criteria tab of Eligibility, the visibility of the “18+ Foster Care Eligibility 
Criteria” section depends on the Age at Record Start field: 
 
If Age at Record Start ≥ 18 and < 21 years, the “18+ Foster Care Eligibility 
Criteria” section will be visible. 
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4. Select Review from the Action Toolbar. 
 

5. Select the Rules of Summaries tab once the Rules of Summaries has been completed. 

6. The Rule Summary will populate in the sub-grid. 

7. Select and open the Rules Summary record. 
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8. On the Rule Summary record, the User will see the Result Text field. 
 

9. Select the Rules Results from the Related dropdown menu to view the eligibility of the 

Child. 
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10. The Rules Results will show where the record passed and failed. Any failed areas will 

need to be addressed, to make the Child eligible. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
Important Tip: 

The Rules of Summary can be reviewed at any time. Additionally, the User can revisit the 

Rules of Summary process multiple times after items are addressed to check for any 

additional failed rules. 
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How to: Look Up People in Pending Eligibility Records 
 

When a pending Eligibility record is opened, it may be linked to either a Referral or a Case. 

If you click to look up a Person under “Person Removed From” or “Person 2 Removed From,” the 

system should only show people who are connected to that Referral or Case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

If there is only a Referral, the list of people comes from that Referral. 

If there is a Case, the list comes from the Case—even if there is also a Referral. 

(The Case takes priority.) 

This helps make sure you’re only choosing people who are part of the right situation. 
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How To: Determine IV-E Foster Care Eligibility 

1. From the Eligibility Record, select Determine from the Action Toolbar. 
 

2. Select Yes, determine in the confirmation window. 

 

 

 

 

 

 

 

 

 

 

2 
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3. The Rule Engine will begin running to determine eligibility. 
 

4. Once the Rule Engine process is completed, the status will update based on the results. 
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Adoption Eligibility 
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Eligibility Record Creation 
 

Eligibility records are automatically created based on specific case events. The process 

differs for Foster Care Eligibility and Adoption/Guardianship Eligibility, depending on how the 

Child’s case progresses. 

 

How To: Create an Adoption Eligibility Record 

1. Navigate to the Case Type field within the Case Details sub-grid. Ensure that the Case 

Type is Adoption. 

2. In the Subsidy Details sub-grid, complete the Adoption/Guardianship Finalization Date 

field. 

 

 
Note: 

An adoption eligibility record is automatically created when: 

• The Finalization Date is entered on the Adoption case record. 



Eligibility Record Creation 

02.2026 

 

24 

 

3. From the case record, select the Related tab. 

4. Select Eligibilities. 
 

5. The Eligibility Record will automatically be created based on the Adoption case type and 

the Adoption/Guardianship Finalization Date. 

6. Select the Eligibility record. 
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7. The User can now see the Adoption eligibility type, and the Eligibility Status is now 
Pending. 

 

 

 
 
 

 
Note: 

Eligibility Specialists must review and update the record to determine Title IV-E Eligibility. 

 
Important Note: 

To keep eligibility timelines accurate and compliant without manual updates: 

• Adoption eligibility records will automatically end on the youth’s 18th birthday. 

• On that date, the system will create a copy of the eligibility record, using the original as the source. 

• Set the start date to the child’s 18th birthday + 1 day, the end date to the 21st birthday, and the status to 

“Ineligible”. 

This ensures a continuous, accurate eligibility timeline with no gaps or manual work. 
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How To: Use the Rules of Summaries to Determine Eligibility 
status 

1. Select Review from the Action Toolbar. 

2. Select the Rules of Summaries tab once the Rules of Summaries has been completed. 
 

3. The Rule Summary record will populate in the sub-grid. 

4. Select the Rules Summary record. 
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5. On the Rule Summary record, the User will see the Result Text. 

 

 

6. Select the Rules Results tab from the Related dropdown menu to view the eligibility 

status of the Child. 
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7. The Rules Results will indicate which areas of the record passed or failed. Any failed 

areas will need to be addressed to make the Child eligible. 

 

 

 

 

 
 
 
 
  
 
 
 
 
 
 
  

 
Important Tip: 

The Rules of Summary can be reviewed at any time within the Rules Results Associated 

view sub-grid. Additionally, the User can revisit the Rules of Summary process multiple 

times after items are addressed to check for any additional failed rules. 
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 Eligibility Adoption Pre-Determination Checks 
 

1. Go to Eligibility-->Eligibility>>Create an Adoption Eligibility 
 

2. Navigate to the Criteria tab and the Subsidy Agreement. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

3. Click on the Documents tab to ensure the Subsidy Agreement has been uploaded. 
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4. Click the Rules Summary tab to view the Rule Status.  
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How To: Determine IV-E Adoption Eligibility 

1. From the Eligibility record, select Determine from the Action Toolbar. 
 

5. Select Yes, determine. 

 

2 
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6. The Rule Engine will begin running to determine eligibility. 
 

7. When the Rule Engine process is complete, the status will be updated based on the 

result. 
 



 

 
 

 

Guardianship 
Eligibility 
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Eligibility Record Creation 
 

Eligibility records are automatically created based on specific case events. The process 

differs for Foster Care Eligibility and Adoption/Guardianship Eligibility, depending on how the 

Child’s case progresses. 

 

How To: Create a Guardianship Eligibility Record 

1. Navigate to the Case Type field within the Case Details sub-grid. Ensure that the Case 

Type is Guardianship. 

2. In the Subsidy Details sub-grid, complete the Adoption/Guardianship Finalization Date 

field. 

 

 
Note: 

A guardianship eligibility record is automatically created when: 

• The Finalization Date is entered on the Guardianship case record. 
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3. Select Eligibilities from the Related dropdown menu. 
 

4. Select the Eligibility record. 

 

 

 

 
Note: 

The Eligibility Record will automatically be created based on the Guardianship case type 

and the Adoption/Guardianship Finalization Date. 
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5. The User can now see the Guardianship eligibility type, and the Eligibility Status is now 
Pending. 

 

 
 

 

 
 
 

 
Note: 

Eligibility Specialists must review and update the record to determine Title IV-E Eligibility. 

 
Important Note: 

To keep eligibility timelines accurate and compliant without manual updates: 

• Guardianship eligibility records will automatically end on the youth’s 18th birthday. 

• On that date, the system will create a copy of the eligibility record, using the original as the source. 

• Set the start date to the child’s 18th birthday + 1 day, the end date to the 21st birthday, and the status to 

“Ineligible”. 

This ensures a continuous, accurate eligibility timeline with no gaps or manual work. 
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How To: Use the Rules of Summaries to Determine Eligibility 
status 

1. Select Review from the Action Toolbar. 

2. Select the Rules of Summaries tab once the Rules of Summaries has been completed. 
 

3. The Rule Summary will populate in the sub grid. 

4. Select the Rules Summary record. 
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5. On the Rule Summary record, the User will see the Result Text. 
 

6. Select Rules Results to view the eligibility status of the Child. 
 



Eligibility Record Creation 

02.2026 
37 

 

7. The Rules Results will indicate which areas of the record passed or failed. Any failed 

areas will need to be addressed in order to make the Child eligible. 
 

 

 
 
 

 
Important Tip: 

The Rules of Summary can be reviewed at any time within the Rules Results Associated 

view sub-grid. Additionally, the User can revisit the Rules of Summary process multiple 

times after items are addressed to check for any additional failed rules. 
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How To: Determine IV-E Guardianship Eligibility 

1. From the Eligibility Record, select Determine from the Action Toolbar. 
 

2. Select Yes, determine. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 
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3. The Rule Engine will begin running to determine eligibility. 
 

4. When the Rule Engine process is complete, the status will be updated based on the 

result. 
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Subsidy Adoption 
 

 

How To: Manage a Subsidy Adoption Case 
 

1. The Social Worker Supervisor or designee selects +Add Adoption Case from the 

Action Toolbar.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2. The Primary Case Assignment details from the Case Team will auto-populate (from 

the neglect case). 
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3. Under the General tab, in the Case Details sub-grid, complete the following fields: 

a. Enter the Adoption/Guardianship Number. 

b. Select the Child for adoption. 

c. Enter the Adoption Petition Date. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: 
After the guardianship/adoption is established, the Case Team assignments 
will automatically transfer from foster care to the adoption case. 
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4. The Supervisor Social Worker (Subsidy) or designee assigns the Subsidy case. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Create a Subsidy Voucher (This voucher is completed by the Eligibility Specialist or 

designee). 
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6. The subsidy Social Worker will complete the Subsidy Details sub-grid.  

Parent/Guardian. 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

7. Click on the Subsidy Agreement & Voucher tab to complete the Subsidy Voucher.  

Complete the screen then save.  After saving, click the Send Voucher button on the 

ribbon, a copy is sent via Panda Doc to the Attorney and Adopted Parents thru 

email to review and sign.  Once the Attorney and Parent review and sign the 

voucher it is sent to the Administrator for the final signature.  
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8. Select the Subsidy Agreements & Vouchers tab, then click the 3 dots to select 

+New Subsidy Agreement and complete the Subsidy Agreement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

9. Click the Admin tab to locate the Subsidy Agreement Finalization Date.  
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Note: 
The supervisor approves; PM approves then the agreement is sent to the 
Adopted parent via Panda doc to review and sign. The PM approves the 
complete document and signs the agreement.  Completed copies are sent to 
all parties. 
 

9 
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10. Create the Adoption Subsidy Person by entering the Adoption Name and click Create. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note: 
The Subsidy Worker will email the Case Team Social Worker to notify them of the approval 
status. 

Alert!  
Once the adoption is finalized, the final decree is received from the court and uploaded into 
STAAND by the Case Management Team under the adoption case.  The Case Management 
Team notifies the Subsidy Team of the final decree by email. (This will automate in the 
future). 
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11. The Adoption Finalization Date is entered after the creation of the new person. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

12. Click the Adopted Parent and create the Subsidy service under Contracts/Service 

Line. 
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13. Click + New Contract/Service and enter the new Service Type and Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. Click Submit. After clicking Save, a banner will appear that states “Ask the assigned 

Social Worker to close case person or case”. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Note: 
For Contracted Agencies (NCCF and PSI) the provider Agency Type needs to 
be change to Both. 

14 
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15. Click back to the General tab and click on the Neglect case to close out the Case 

Person.  Once you submit for Approval the status will be Pending Subsidy Start. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

16. An email notification is sent to the Subsidy Supervisor and Subsidy Worker and cc the 

on-going worker assigned and supervisor of Neglect Case Closure. 
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17. Click Adoptive Parent, click the Contract/Service Line tab and complete the Approval 

for the Subsidy service. 

  

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

18. Upon approval of the Service Line, the system end dates the Case Person Closure, 

Separation, Placement, Legal Status, and Permanency Goals. (See the screenprints 

of the End Dates below.) 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: 
The End Date will automatically populate based on the child's birth date. 
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19. a. Placement End Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Legal Status End Date 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: 

• The Neglect case is end dated on a date before the Subsidy start date. 
 

• Once the child is adopted, only the Adoption Subsidy Worker will have 
access to the case; the Neglect Worker will no longer have access. 
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c. Permanency Goal History End Date. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

20. The End Date Family Member can be found in the Case Person and Household 

tab. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Note: 
Once the neglect person record is closed an email notification will be sent to OOH Social 
Worker and Supervisor also the Subsidy Worker and Supervisor. 
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Alert! If only one child is in the case and it is closed for adoption, the entire case 
will also be closed. 
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Subsidy Guardianship 
 
 

How To: Manage a Subsidy Guardianship Case 
 

To enter a request for Guardianship, follow Steps 1 – 9 of the Adoption Process.  
 

10. The Adoption Finalization Date is entered after the creation of the new person. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

11. Click the Adopted Parent/Guardian and create the Subsidy service under 
Contracts/Service Line. 
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12. Click + New Contract/Service and enter the new Service Type and Save. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 

13. Click on  submit after saving you should get a banner that states “Ask the assigned Social 
Worker to close case person or case”. 
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Note: 
For Contracted Agencies (NCCF and PSI) the provider Agency Tpye needs to be 
change to Both. 
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14. Click back to the General tab and click on the neglect case to close out the case person.  
Once you submit for Approval the status will be Pending Subsidy Start. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

15. An email notification is sent to the Subsidy Supervisor and Subsidy Worker and cc the on-
going worker assigned and supervisor of Neglect Case Closure. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

16. Click Adoptive Parent, click the Contract/Service Line tab and complete the Approval for 
the Subsidy service. 
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17. Upon approval of the Service Line, the system end dates the Case Person Closure, 
Separation, Placement, Legal Status, and Permanency Goals. (See the screenprints of 
the End Dates below.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: 
The End Date will automatically populate based on the child's birth date. 

 
Note: 

• The Neglect case is end dated on a date before the Subsidy start date. 

• Once the child is adopted, only the Adoption Subsidy Worker will have access to 
the case; the Neglect Worker will no longer have access. 
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18. a. Placement End Date 
 
 
 
 
 
 
 
 
 
 
 

 b. Legal Status End Date 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

c. Permanency Goal History End Date. 
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19. The End Date Family Member can be found in the Case Person and Household tab. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Note: 

Once the neglect person record is closed an email notification will be sent to OOH Social 
Worker and Supervisor also the Subsidy Worker and Supervisor. 

 

Alert!  
If only one child is in the case and it is closed for adoption, the entire case will 
also be closed. 
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Provider Annual Review Process 
 

1. From the Case screen, click the Adoptive Parent record. 

 

 

 

 

 

 

 

 

 

 

2. Click the Related tab and select Annual Review.  

 

 

 

 

 

 

 

 

 

 
Note: 
• Verify the Primary mail is correct. 
• End date is the same as age out date.  

 

 

 

1 

2 
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3. Click +New Annual Review. 

 

 

 

 

 

 

 

4. Click OK in the pop-up window. 

 

 

 

 

 

 

 

 

 

5. Complete the required fields in the New Annual Review screen for the adoptive child and SAVE.  

 

 

 

 

 

 

 

 

 

3 

5 

4 
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6. Change the Status Reason to Parent Pending Signature.  

7. Click SAVE. 

8. Click Send Review (to the parent). 

 

 

 

 

 

 

 

 

 

9. Annual review confirmation banner will appear then click Refresh. 

 

 

 

 

 

 

 

 

10. Click Documents tab to see a copy of the unsigned document.  

 

 

 

 

 

  

 

11. The Parent will receive an email with the Annual Review Letter to review and sign. 

8 

6 

7 

9 
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Note:  
Included in the email is the Panda doc form the Parent must complete and sign electronically. If there is more than one 
Parent provider, each Parent must sign the form. 

 
Example 1: Email to the Parent(s). 

 

 

 

 

 

 

 

 

 

 

 

 

 

Example 2: Annual Review document directions. 
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Example 3: Annual Review document payment schedule. 

 

 

 

 

 

 

 

 

Example 4: Annual Review document with signatures. 

 

 

 

 

 

 

 

 

Example 5: The Annual Review document has been signed and is complete. 
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12. The Subsidy Worker changes the Status Reason to Pending Approval and click Save. 

Note:  
There is no formal approval process for this step, only the action of changing the Status Reason to Pending Approval.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

13. Click Documents tab to verify the Annual Review document has been uploaded  
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14. Open and review the document to ensure the form has been completed and the Parent has signed the document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

15. The Subsidy Worker changes the Status Reason to Completed and click Save. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Note:  
• Once the Subsidy Worker changes the Status Reason to Complete, it is locked and SAVED.  

• A final copy will be sent to the Provider/Adoptive Parent.  

• The Provider/Adoptive Parent receives a copy of the signed Annual Review document.  
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