COMPLETING ICPC SCREENS

CREATION DATE: May 1, 2006

Section 1 of 2: Completing the ICPC 100A Form

Pointers to Remember:

1. The Interstate Compact on the Placement of Children (ICPC) is a uniform law that was

5.

enacted by all fifty states and the District of Columbia to coordinate the movement of a child across
state lines for the purpose of placement in foster care, adoptive homes, or residential treatment
facilities. The ICPC includes referrals on parents, relatives, foster parents, adoptive parents, and
residential treatment facilities.

The ICPC 100A screen should be completed prior to entering an entry date on the Placement
Enter screen

The ICPC 100A Sent form allows the District to seek permission from another state agency to
place a child in the state’s jurisdiction.

The ICPC 100A Received form allows another state to request from the District to place a child
within our jurisdiction.

The ICPC icons (100A and 100B) are accessible through the Placement module.

Steps Include:

Step 1: Once a case is in focus, place your mouse over the Case module at the top of the screen.

Step 2: Place your mouse over Placement.

Step 3: Click on List of Clients to choose the client for which the ICPC is to be completed.
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Note:
a - If navigating directly to the ICPC menu, please keep in mind that the subsequent menu that flies-
out from ICPC may be grayed-out if no client is in focus. If the menu is grayed-out, proceed to the
List of Clients screen to put a client in focus.
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Step 4: Highlight the client for which the ICPC is to be completed.

Step 5: Click Show.

Step 6: Using the drop-down menu as opposed to the breadcrumbs, place your mouse over Case.
Step 7: Place your mouse over Placement.

Step 8: Place your mouse over ICPC.

Step 9: Click on List of ICPC100A to view the list of sent and received ICPCs that have already been
recorded in the system

Note:
a - The ICPC menu has two options: List of ICPC100A and List of ICPC100B. The ICPC 100A is
used when the District of Columbia is requesting approval to either place a child in a different state
agency or receive a child placed from a state agency.
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Step 10: Click on the New ICPC button to start a new 100A form.
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Step 11: Enter the ICPC Date.
Step 12: Select the 100A Sent or the 100A Received radio button.

Step 13: Select the applicable State in the From State and To State fields.

Note:
The 100A Sent form allows the District to seek permission from another state agency to place a
child in that state’s jurisdiction. When the 100A Sent radio button is selected, choose District of
Columbia in the From State field and select the state where the child will be placed in the To
State field.
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The 100A Received form allows another state to request, from the District, the authorization to
place a child within our jurisdiction. When the 100A Received radio button is selected, choose the
client’s previous state in the From State field and select the District of Columbia in the To State
field.
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The ICPC 100A screen contains five tabs. The completion of the following four tabs is mandatory before
requesting supervisory approval: Identifying Data, Placement Information, Service Request and
Enclosure Checklist. The ICPC 100A requires a two-tiered approval; therefore, once your supervisor
makes the approval, a second request will be routed to the ICPC unit.
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Figure 6

Identifying Data Tab

[ Enclosure Checklist [ Placement Decision ™,

Step 1: Select the Type in the Planning box. (If Consortium is selected, the Agency field becomes
mandatory)
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Step 2: Click on the Find button to search for the social worker’s name.
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Step 3: Search for the social worker’s name by entering/selecting data in any of the following boxes:
Program Area, Status, Name, EmployeelD, Unit, and/or Position.

Step 4: Click on Search.
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Step 5: Highlight the worker name in the Search Results box. Look at both the Staff Details and
Location/Worker Details tabs for the worker currently highlighted. If the current highlighted
worker is correct, then proceed to step 6. If the current worker highlighted is incorrect, then repeat

step 5.

Step 6: Click on the OK button.
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Step 7: Select the Type in the Financial Planning box. (If Consortium is selected, the Agency field

becomes mandatory)
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Placement Information Tab

Step 1: Click on the Placement Information tab.

Step 2: Click on the Find button to populate the Provider Name and/or Agency Information.
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There are several paths to conduct a Provider Search:

Enter the the Provider Last Name or Agency within the Name Search box.
Click on the Open Date and/or Close Date checkbox and enter the date.

Click on the Available, Unavailable, or All radio buttons within the Availability box.
Click on the Provider ID checkbox and enter the Provider 1D in the highlighted field.

Enter the Contract Number of the Provider.

Step 3: Choose from the Provider Search options above and click on the Search button.

Step 4: Highlight the Provider in the Search Results box.

Step 5: Click on the Select button.

If you have additional questions please call the Help Desk at (202) 434-0009
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af Note: If the provider is not listed in FACES, contact the Resource Development Unit or the Office of
Clinical Practice.
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Note:
a - Selecting the Type of Care and Legal Status are not mantatory. However, if Other or Relative
(Non Parent) is selected in the Type of Care field, the Specify box will become a mandatory field.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 8
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Additionally, when the Other values are chosen in the Legal Status field, the Specify field
becomes mandatory.

Service Request Tab

Step 1. Select the Service Request tab.

Step 2: If the ICPC 100A’s purpose is to select a Home Study, click on the Inital Report (Home Study)
picklist and select Adoptive, Foster Parent, or Relative Home Study.

Step 3: Click on the Supervisory Report Frequecy picklist and select the frequency options. If Other is
selected, the Specify box will be mandatory.

Step 4: Click on the Supervisory Service picklist and select the service options.

Step 5: Enter the Name and Address of the Receiving Agency. Click the Select button to enter an address.
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Enclosure Checklist tab

The Enclosure Checklist tab documents elements, such as court orders, the child’s social history, and
medical evaluations included in the ICPC packet that will be considered by either the District or another
state agency.

Step 1: Select the Enclosure Checklist tab

Step 2: Click on the desired checkboxes

Step 3: Complete Date fields corresponding to the checkboxes.
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corresponding
Date fields.

Step 4: Click the Approval button to request approval from your supervisor.
Step 5: Click on the Request checkbox to send ICPC request to your supervisor.

Step 6: Click on the OK button.

Note:
Once the worker’s supervisor approves this request, an automatic request is sent to the ICPC unit
for a second tier approval.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 10
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Note:
a - Please note that if changes are made to any of the screens after an approval has been submitted,
another request for approval will be required.
Placement Decision Tab
Step 1. Select the Placement Decision tab
This tab documents the decision made regarding ICPC requests and is completed by the ICPC Unit.

Social workers are able to view the Placement Decision as well as the approval, withdrawal of the ICPC, or
reason for terminiation; however, only ICPC staff members enter data into this tab.
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Section 2 of 2: Completing The ICPC 100B Form
\’iﬁx\ Pointers to Remember:

0
3 @; 1. The ICPC 100B Form is used after the placement is authorized to notify the receiving state’s ICPC
office of the following information pertaining to the child’s placement: (a) the date of placement,
(b) if the child is moving from one provider to a new provider in the same state, or (c) if the child
exits the interstate or if the ICPC request is withdrawn.

Q
=

e}
)]

~

Steps Include:

Step 1: Once a case is in focus, place your mouse over the Case module at the top of the screen.
Step 2: Place your mouse over Placement.

Step 3: Click on List of Clients to choose the client for which the ICPC is to be completed.
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Figure 18

Note:
a - If navigating directly to the ICPC menu, please keep in mind that the subsequent menu that flies-
out from ICPC may be grayed-out if no client is in focus. If the menu is grayed-out, proceed to the
List of Clients screen to put a client in focus.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 12
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Figure 19
Step 4: Highlight the client for which the ICPC is to be completed.
Step 5: Click Show.
Step 6: Using the drop-down menu as opposed to the breadcrumbs, place your mouse over Case.
Step 7: Place your mouse over Placement.
Step 8: Place your mouse over ICPC.

Step 9: Click on List of ICPC100B to view the list of sent and received ICPCs that have already been
recorded in the system

Note:

a - The ICPC menu has two options: List of ICPC100A and List of ICPC100B. The ICPC 100B is
used to notify the receiving state’s ICPC office of the following information pertaining to the child’s
placement: (a) the date of placement, (b) if the child is moving from one provider to a new provider
in the same state, or (c) if the child exits the interstate or if the ICPC request is withdrawn.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 13
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Figure 20

Step 10: Click on the New ICPC button to begin a new ICPC 100B form.
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Figure 21
Step 11: Enter the Date that the ICPC 100B is being completed.
Step 12: Select data from the From State and the To State fields.
Step 13:Select the 100B Sent or 100B Received radio button.
Step 14: Select the Placement Status
Pointers to Remember:
1. Select Initial if notifying the date of placement in the receiving state.

2. Select Change if the child is moving from one provider to a new provider in the same state.
3. Select Termination if the child exits the interstate or the ICPC request is withdrawn.

Step 15: Enter the Date of Placement.

Step 16:Click on the Find Provider button.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 14
Last Updated: 07/14/2006
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Tmm

J Referral | Client AJ Provider ‘J Admin iLase vi i o 12- SeleCt the
11 Entel’ the ICPC - Listof ICPC100A | Listof ICPC100B | 100A | 1008 | From State
Select ICPC 1008 ndT
Date eD:nDtas Fequired Fizlds  ** Denotes Ha\f-Mandm)ACARs Fields a d 0
I Ie\: State
ADHIN TRAINER information.
EnERTL Py |D5?f$:zuus ~| \Fgowsr:ni:ant::mlumﬁ]a v r;asr::d ~| @ 1008 S%nt\OlUUB Recsived
15: Select i
the Placemma'ls\‘ 13. CIICk on
Placement e || BT | either the
Date Firstggame: Middle Mame: Last Name: 1OOB Sent
|¥ | [ | [ | | Find Provider | or 1008
ﬂl/gv T \ Received
— radio
Address: Type of care: Specify:
14: Select il i
the
Placement
Status Termination Reason: Drate: .
3 I 16: Click
|Narrve: Relationship: Specify: On Find
' F‘ Provider.

20: Click Save.

| Preview | | cancel |

Figure 22

| save |

a' Note:

Selecting the Type of Care, and Termination Reason are not mandatory. However, if Other or
Relative (Non Parent) is selected in the Type of Care field, the Specify box will become a
mandatory field. Additionally, when legal custody or guardianship values are chosen in the
Termination Reason field, the Name and Relationship fields become mandatory. When Other
is chosen as a Termination Reason, the Specify box becomes mandatory

There are several paths to conduct a Provider Search:

Enter the the Provider Last Name or Agency within the Name Search box.

Click on the Open Date and/or Close Date checkbox and enter the date.

Click on the Available, Unavailable, or All radio buttons within the Availability box.
Click on the Provider ID checkbox and enter the Provider 1D in the highlighted field.
Enter the Contract Number of the Provider.

Step 17: Choose from the Provider Search options above and click on the Search button.
Step 18: Highlight the Provider in the Search Results box.

Step 19: Click on the Select button.

If you have additional questions please call the Help Desk at (202) 434-0009
Last Updated: 07/14/2006
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17a:
Enter
Search
Criteria.

18: Select
a Provider.

19:
Click
Select.

17b: Click
Search.

Search Criteria

Provider Type
@al Ocrsa O community

Provider Categaory

Name
O sound O starts with O Contains

Last Narne
banks

Agency

[CJopen bate [ close bate
Frarm Ta Frarm Ta

- - ~

Availability

Contract Humber
® available O Unavailable O all

earch Results

Services

Select

Oprovider 1n
D

Provider ID |Agencnyrovider Name

IFirst Name ILast Name

|RANKING \

[+ [1oo13s30 [

[mary [Banks

E \

I 4 0

boM

Results 1 - 1of1

’—rSEarch Select Clear Cancel

Figure 23

Note:
a - If the provider is not listed in FACES, contact the Resource Development Unit or the Office of
Clinical Practice.

Step 20: Click on the Save button to save your record (Figure 22).

Pointers to Remember:

1. Prior to supervisory approval, the ICPC 100B must be saved to the file cabinet first.
2. An approval cannot be requested until the ICPC 100B form has been saved to the file cabinet for
the child. The message in Figure 24 will appear if the worker has not saved the ICPC in the file

cabinet

3. Only the assigned Worker can save the ICPC 100B to the file cabinet. The file cabinet access is
based on the assignment to the family or child case.

@ before approwval.

Figure 24

Saving to the File Cabinet

Step 1:

Step 2:

Preview

Preview

the 100B report

Name the document and save it to a specified path (i.e. Desktop).

If you have additional questions please call the Help Desk at (202) 434-0009
Last Updated: 07/14/2006

The ICPC 100B must be saved to the file cabinet

Page 16



o ICPC100B[1] - Microsoft Word

2d: Save the file.

:| File | Edit Wew Insert Formab  Tools Table ‘Window Help Type a questi
Save As... SR I | SR Ed_q Marmnal - TimesMewRoman - 12 ~ B 7 O | S|
. Page Setup... R R B T - R L S R S - S PR SN R SR - A
2a: Save the e e e e e e s 2
|3 Print Preview
document' =4 Print... Ctr+P
- IHTERSTATE COMPACT REFORT OH CHILD'S PLACEMEHT STATUS
8.f
- TO: (Name and hddress of FROM: {Nauwe and Address of Reporting ICPC
el Compact Administrator) Adwin)
- Department of Human Services
Interstate Compact Unit
- 400 6th Street SW
Washington. D.C. 20024
3 SECTIOH I - IDENTIFYIHG INFORMATION
- Child’s Hame: Birth Date:
~
. Hother’ s Hame: Father’s Hame:
o SECTIOH IT - PLACEMEHT STATUS
R Initial Placement of child in Receivimg State Date Child placed in
0 Hame : Receiving State:
m
: Rddress:
T Type of Care:
- Placement Change: Effective Date of Change:
& Hame :
Address:
R Type of Care
ok SECTION ITI - COMPACT PLACEMEHT TERMIHATIOH
[T hdoption Finalized [ In Sending State [0 In Receiving State [0 Court Order
i . A Attached
_ [ child Reached Majority/Legally Emancipated
[JLegal Custody Ret d to P t:
: PR LRGSR O Court Order Attached
N [JLegal Custody Given to Relatives [0 Court Order Attached
B [ ER MNal ~dinnnhin.
Figure 25
2b: Save the e g
Save in: ¥} Deskiop v| @-m |Q X T B3 < Tools -
document to a T p—
. v Documents
SpeCIfled path ':JMndmputer
My Recent | &3y Netwark Places
Documents @BP Mngt, Rpts
= (CMisc
[ IC3IPIP Dac
Desktop (L Training Issues
My Docurnents
My Computer
2c: Name the file. &
1 File: pame? |ICPCIDDB.Female.Dackson v | [ Save
Iy Metwork —
Places Save as type: |R\ch Text Format v| Cancel

Step 3:
Step 4:

Step 5:

Figure 26

Place your mouse over File Cabinet.

Click on File Cabinet.

Navigate to the File Cabinet of the Case by placing your mouse over Admin.

If you have additional questions please call the Help Desk at (202) 434-0009

Last Updated: 07/14/2006
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J

Client ‘J Frovider

I

Crganizer YL

i > File cabinet B

Histary

Staff
— In Focus Training
User Mame: Fin Admin
ADMIN TRAIMER
Alerts
Entity Type: File Cabinet

Case
Entity Narne:
JACKSON7S
Entity 10+
192630

Audit Trail

Ciligent Search

workload

Systern Adrministration

Workload Transfer

Managernent Repaorts
Fecord Management

Approval Designer

bl w [w] w

N
£

LICT O

Step 6:

Figure 27

folder of the client whose ICPC 100B needs to be imported.

Step 7:

Step 8:

Highlight the ICPC folder.

Click on Import to save it to the file cabinet.

Referral ‘J Case ‘J

Client ‘J Provider ‘J Admin

File Cabinet B

File Cabinet

Expand the directory tree (by clicking the plus sign, which then turns into minus sign) to the

Case

- Admin & - File cabinet & -
|

| Organizer YECET=TER Histary

@ In Focus

Uszer Marme:
ADMIM TRAIMNER

Entity Type:
Case

Entity Narne:
JACKSONTS
Entity ID:
192630

7: Highlight the
ICPC folder.

8: Click Import.

Step 9:

File Cabinet

* Denotes Required Fields

** panotes Half-Mandatary Fields

¥Denotes AFCARS Fialds

El @ FileCabinet
i) B c-:-
| (Wl 14.CKSONTS: 192630

G Transfer Surmmary

| (] clients
=

HANTE JACKSOMNTS: 245957

AL WILLTAMSTS: 845958
FEMALE SCOTTFS: 8459339

] epe

] court Ordar

i other

B RODNEY SCOTT7S: 845960

(| KEYSHAWN JACKSONTS: 845961
(B REYSHAWN JACKSONTS: 845962
LB TANISHA HOLMES75: 845063

B LATONYA HOLMESTS: 845564
(B LAKELSHA JACKSONTS: 845985
15 MALTREATER UNKNOWNTS: 45966
] Form3na

] citizen/alienage

] Farnily Casa Plan

] child ©3ze Plan

) Adrin Review Surnmary

[ Disposition Court Report

[ Permanency/Review Court Repart
J Interirm Court Report

BEHEBEEHEEHE

A

|*

£

N
open | | Import | | Details | [ Cancel |

Figure 28

Enter the Document Name™*.

Step 10:  Attach the file by clicking the Browse... button under File Name*. Find the path to which you
saved the ICPC document (i.e.: desktop).

Step 11:

Step 12: Click OK.

Enter a Document Description*.

If you have additional questions please call the Help Desk at (202) 434-0009

Last Updated: 07/14/2006
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TbocumentDetais il 9: Name the document.

Date Docurnent Type® Documnent Mame®

11: Enter the document’s e e |
At User* File Name*
descrlptlon |ASII;BBI:11N TRAINER | |(é:e\DnaZ:nents and Sett\ngs\cunhnsnn” Browsze

| Find |

Documnent Description®

'CPC 1008 for Female 10: Attach the
saved document.

12: Click OK. | fbar e

Figure 29

a' Note:
- The following message should appear, confirming that the document was indeed saved to the file
cabinet.

Docurment has been stored in file cabinet

@ successfully

(oK

Figure 30

Iﬁ Note:
- The imported document will now appear under the ICPC folder for the specified client.
Highlighting the document and chosing Open will open the document any time in the future.

F Referral ‘J Case ‘J Client ‘J Provider ‘J Admin | Case v Go
Admin 3 - File Cabinet B - File Cabinet i
[ Crganizer LEIEEL History File Cabinet
@& In Focus * Denctes Required Fields  ** Denotes Half-Mandatory Fields  $Denotes AFCARE Fields
User Name: o .
ADMIN TRAINER Bl | FileCabinet s
Entite T : El . Cases
c:;e'f' cBSS =] i JACKSON?S: 192630
Entity Mame: [j Transfer Surmmary
JACKSONTS El ¢ clients
Entity IC: 3
192630 H g
H i
=1
[ qj Court Order
ﬂj Gther
B ] e
Imported ICPC document. £5 1CPC 1008 7/14/2006 10:57:08 AM
{8 KEvSHAWN JACKSONTS: 845961
REVEHAWHN JACKSONTS: 845962
' TAMISHA HOLMES7ZS: 245963
i LATOMNYA HOLMES?S: 245964
LAKEISHA JACKSOMTS: 845965
MALTREATER UMKMOWHNTS, 845966
CJ Form3oa
Citizen/Alienage
d 3
ﬂj Farmily Case Plan
H ﬂj Child Case Plan
The Open bUtton IS ﬂj Adrmin Review Surrary e
used to view |mported ﬂj Disposition Court Report
d ﬂj Permanency/Review Court Repaort
Ocuments' [j Interirm Court Report w
|
| open | | Import | | Details | | Cancel |
Figure 31
If you have additional questions please call the Help Desk at (202) 434-0009 Page 19
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Requesting Approval

Steps Include:

Step 1: Follow steps 1 — 9 in Section 2 of 2: Completing The ICPC 100B Form to get back to the the
appropriate screen for requesting approval for the ICPC 100B.

Step 2: Click on the Approval button to request approval from your supervisor.

ice m

DISTRICT CO
CHILD AND FAMILY SERV

i Referral ‘J Case ‘J Client AJ Provider ‘J Admin Case v =
=] 1 = - Listof ICPCL00A | Listof ICRC100B | 1004 | 1008 |
Organizer Histary Select ICPC 1008
= * Denctes Required Fizlds  ** Denotes Half-Mandatory Fizlds  #Denctes AFCARS Fizlds
User Hame: ICPC
ADMIN TRAINER
Ertity T Date: From State: To State:
ntf e
FRE [s/arzo0s =] [District of Columbis %] |Maryland v @ 1008 sert O 1008 Racsived
Entity Marne:
JACKSON?S
Entity 1D: :
S Placement Details
—— Placement Status: Date:
e [ nitial v [5/4/2006 s
Entity N g : -
F;h‘d;LEa;nnEDTITS First Name: Middle Mame: Last Mame:
Entity ID: [mary | [ | [BANKS | | Find Provider |
£45059
Agency:
| | | Clear |
Address: Type of care: Specify:
7657 Monroe Street SW | select | v
Washington, District of Columbia R
Termination Reason: Drate:
| ~]
Mame: Relationship: Specify:
\_.
| save | [ approval | | Preview | | Cancel |

Figure 32
Step 3: Click on the Request checkbox to send ICPC request to your supervisor and the ICPC Unit.

Step 4: Click on the OK button.

Approval
I IRequesting Worker |Request Date ApprovingfDenying Worker ApprovefDeny Date
3: Click on
the
Request
CheCkbOX Requesting Worker: |ADMIN TRAINER | Requesting D ate: |Thursday, May 04, 2006 |
Approving Worker: |TRAINER , ADMIM - Training ADP V| Approving Date: | |
DREuuest Deny DADWUVE Send Back Reason:
comments:
4: Click on
the OK o
bUtton 0K | | Cancel |
Figure 33
If you have additional questions please call the Help Desk at (202) 434-0009 Page 20
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Note:

a - An approval cannot be requested until the ICPC 100B form has been saved to the file cabinet for
the child. The message in Figure 24 will appear if the worker has not saved the ICPC in the file
cabinet.

To save the ICPC to the file cabinet, first Preview

_ _ _ Freview | the report; save it to a specified path;
and then import to the file cabinet.

If you have additional questions please call the Help Desk at (202) 434-0009 Page 21
Last Updated: 07/14/2006



