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11.010/28.010 STATUTORY AUTHORITY
The Kentucky Revised Statutes (KRSs) are accessible from the Kentucky Legislature Website at www.lrc.state.ky.us/krs/titles.htm.

The following statutes apply to the location process:  KRS chapters 205, 405, and 407.
11.020/28.020 FEDERAL REGULATIONS

The Code of Federal Regulations (CFR) is accessible from the Office of Federal Register, National Archives and Records Administration, on the United States Government Printing Office Website at http://www.access.gpo.gov/nara/cfr/.

The following federal regulations apply to the State Parent Locator Section (SPLS):  45 CFR Section (§) 302.35, 303.2, 303.3, 303.7, 303.15,303.69, and 303.70.

11.030/28.030 KENTUCKY ADMINISTRATIVE REGULATIONS
The Kentucky Administrative Regulations (KARs) are accessible on the Internet from the Kentucky Legislature Website at www.lrc.state.ky.us/kar/TITLES.HTM.

The following regulations apply to the location process:  921 KAR 1:001, 1:020, 1:380, and 2:006. 

11.040/28.040 RESPONSIBILITIES OF THE STATE PARENT LOCATOR SECTION
Relates to:  45 CFR § 302.35, 303.2, 303.7, KRS 205.730, 921 KAR 1:001 and 1:380. 

SPLS is responsible for providing services to child support staff (regional office caseworkers and contracting official caseworkers) when location is necessary.  Local locate by child support staff is optional, as local locate is no longer a requirement.  SPLS also provides location services to private attorneys, authorized agents of the court, and to other states’ child support programs.

SPLS locates a noncustodial parent or obligor for the purposes of establishing paternity, if appropriate; setting support; enforcing or collecting support obligations; terminating parental rights; and providing locate only services.  SPLS also locates custodial parents in putative father cases so that paternity can be established.  SPLS is part of the Program Services Branch within the Division of Child Support (DCS). 

SPLS workers are responsible for the following activities:

· reviewing referrals to determine the most appropriate location method;

· initiating, processing and completing referrals for complete location services;

· using all appropriate resources within 75 calendar days of the date the case was referred for location services pursuant to 45 CFR § 303.3(b)(3); 

· continuing location efforts for IV-D cases referred by child support staff;

· furnishing locate only services for non-IV-D location requests and for parental kidnapping cases;

· locating custodial parents for the establishment of paternity when requested for putative father cases;

· locating custodial parents and noncustodial parents or obligors for termination of their parental rights, per the Adoption and Safe Families Act of 1997;

· locating custodial parents for release of holds;

· adhering to confidentiality of information rules;

· providing location services to other states within 75 days of receipt of the other state’s request as required by 45 CFR § 303.7(c)(4);

· requesting location services from other states, as needed;

· referring cases to the Federal Parent Locator Service (FPLS), as needed;

· using state resources, credit bureau records and the Electronic Parent Locator Network (EPLN), as needed;

· conducting quarterly location attempts for cases in which previous attempts to locate noncustodial parents or sources of income and/or assets have been unsuccessful but sufficient identifying information exists to reattempt location, as required by 45 CFR § 303.3 (b)(5)

· repeating location attempts as soon as new information is received;

· updating the Kentucky Automated Support and Enforcement System (KASES) during location process and after completing location activity;

· recording and providing statistical data for the completion of federal reports; and

· notifying the person or agency requesting location services of the results of location efforts.

11.050/28.050 GOOD ADDRESS
SPLS accesses local, state, and federal resources to obtain a current address for the noncustodial parent or obligor.  The address must be a current and complete residential address for location to be considered successful.  In some circumstances, an employer’s address may be used if the noncustodial parent’s or obligor’s residential address is unknown. For example, if the noncustodial parent or obligor does not have a permanent address and their employer does not mind for them to receive mail there, an employer’s address may be added as a mail address. There may also be situations that a Post Office Box address would be acceptable.  For example, a Post Office Box address may be the only address available if the town is very small and does not have residential addresses.

11.060/28.060 INITIATING ACTIONS TAKEN BY SPLS WORKERS

An SPLS worker completes the following actions in order to obtain a noncustodial parent’s or obligor’s address or employer.

· Reviews the electronic referral for location leads.  It is very important for child support staff to input information about the noncustodial parent or obligor as SPLS has no hard copy records.  

· Accesses Case Inquiry (Option 02), AP Address Maintenance (Option 03), AP Supplemental Update (Option 04), Employment History Maintenance (Option 08), and AP Master Participant Index (MPI) Data Update (Option 09) screens on the SPLS Functions Menu.  SPLS functions are available only to SPLS workers.  Different option numbers appear on the screens accessed by child support staff. 

· Uses one or more of the location resources described in Manual Subsection 28.100 to locate a current residential address, employer, or other information about the noncustodial parent or obligor.  This includes referring a case to another state or to FPLS, if necessary.

· Records all location activity on the noncustodial parent’s MPI Event Maintenance screen.  Most events will require NOTES.  NOTES are viewed by using PF5 and updated by using PF9.  

11.070/28.070 CONFIDENTIAL INFORMATION

Relates to: 45 CFR § 303.15, 302.35, KRS 205.175 and 921 KAR 1:020

It is imperative that SPLS workers observe all guidelines for safeguarding information during every phase of the location process. Handbook Section 9.000 or Manual Section 2.000, Confidentiality of Records, outlines what types of information may be released and to whom the information may be released. .  Handbook Subsection 9.060 and Manual Subsection 2.060 lists the penalties for failure to safeguard information. 

The SPLS worker should have basic knowledge of the entire child support program.  The SPLS worker may answer questions about the services and policies of the child support program, but specific information about IV-D cases and individuals cannot be released.  SPLS workers do not reveal the name or address of a custodial parent or child.  For example, when attempting to locate an alleged father for a paternity case, the SPLS worker does not disclose the name or address of the custodial parent.  The worker advises the alleged father that the details of the complaint will be explained through a legal summons and that due process of law will also be afforded to him.  

Agencies that receive tax return information through FPLS are required by the Internal Revenue Service (IRS) to protect the confidentiality of that information (See Safeguarding Tax Information Handbook Section 9.130 or Manual Section 2.140).  SPLS can provide address information obtained from the IRS, although IRS cannot be listed as the source of the information.  SPLS stores all IRS information in a locked file cabinet and observes all other security requirements that are outlined in Handbook Subsection 9.110 and Manual Subsection 2.120.

11.080/28.080 STATE PARENT LOCATOR SECTION REFERRALS

Relates to:  KAR 1:380.

SPLS receives location requests from the following sources:

· area IV-D offices and contracting officials,

· private attorneys whose clients request location services only,

· directly from other states (Quick Locate),

· the Interstate Central Registry (ICR) when the noncustodial parent or obligor was last known to be in Kentucky, and

· the Division of Protection and Permanency when parental rights are being terminated.

Location services are available to all recipients of IV-D services.  Child support staff have the option to initiate local locate action when a case is classified as high priority or workable and there is not a current residence or employer address for the noncustodial parent or obligor.  Local locate action is taken by checking the following programs on IMS inquiry prior to referring to SPLS:

· Unemployment Insurance Benefits (4B), 

· Kentucky Automated Management and Eligibility (KAMES),

· State Data Exchange (Supplemental Security Income or SSI), and

· Other State Resources.

When child support staff choose to take local locate action, it is completed prior to referring the case to SPLS.  Events and notes are to be created on the noncustodial parent’s or obligor’s MPI event screen.  A listing of resources checked, addresses attempted, or employers written to in the local locate process should be included to avoid duplication of efforts.  If local locate is unsuccessful and there is at least one location lead, the case is be referred to SPLS. Location leads are listed in Handbook Section 11.090 or Manual Subsection 28.090.  

The process of referring a case to SPLS sets up an open disposition for location, beginning the count for time frames and successful location.  Time frames for location are used in the completion of federal reports.  If federal reporting does not show the final disposition of closure through location, the location activity remains open and DCS’s performance and time frames are incorrect, which results in an audit exception.  (See Handbook Subsection 11.180, or Manual Subsection 28.180, Actions to Close Location Activity and Avoid an Audit Exception, page 21.)

If the mail address on KASES is no longer a good address, child support staff will change the MAIL address type to OLD on Address Maintenance.  The reason why this address is no longer good is added to the NOTES screen for that address. 

NOTE:  An address on KASES cannot be deleted by child support staff. However, that address can be changed to another type of address.  For example, if a “mail” address is no longer a good address, it is changed to an “old  or other address.”  SPLS workers are the only workers that are able to delete addresses from Address Maintenance.  

Child support staff refer cases to SPLS by confirming the locate (LOCT) case process status which is automatically assigned by KASES when no mail address is present for a noncustodial parent or obligor. By confirming the LOCT process status, the case appears on an SPLS worker’s worklist unless the noncustodial parent or obligor has another case that is already in a LOCT status.  

All cases with the same MPI number are assigned a locate status but KASES does not allow another SPLS referral.  The functional units of the additional cases do not change but will remain as initially assigned KASES.  If other location information is required and there is a mail address for the noncustodial parent or obligor, child support staff must override the suggested process status assigned by KASES and enter LOCT as the process status and enter SPLS as the functional unit.

In situations where a good mailing address is present for the noncustodial parent or obligor and other location information is needed, child support staff must inform SPLS of the specific information that is required.  Child support staff must send a mail message to the appropriate SPLS worker explaining what additional information is necessary.  For example, a good mailing address is present for the noncustodial parent or obligor, but an employer is needed to complete an Order/Notice to Withhold Income for Child Support (Form CS-89) or a Wage Information Request (Form CS-130).

Good Cause Cases
A good cause case exists when one or more of the following exist:

· cooperation would result in physical or emotional harm to the child,

· cooperation would result in physical or emotional harm to the custodial parent which is so serious it reduces his or her ability to care for the child,

· the child was born as a result of forcible rape or incest,

· court proceedings are pending for adoption of the child, or

· the custodial parent is working with an agency to decide whether to place the child for adoption.

If the Good Cause indicator on the Case Inquiry screen (02) is set to “Y,” indicating good cause, SPLS does not initiate location of the noncustodial parent or obligor.  The case is referred back as “NREQ”-Location no longer required.  If a case becomes a good cause case after it has been referred for location, a mail message must be sent to the current SPLS worker advising him or her of the change in status.

11.090/28.090 LEAD INFORMATION
Releates to:  45 CFR § 303.2 and 303.3.

SPLS workers can initiate or continue location action when a noncustodial parent’s or obligor’s address is not current and complete.  One of the following location leads is necessary in order to initiate or continue location action:  

· social security number;

· date of birth;

· last known complete address;

· last known employer; or 

· the name and address of a parent, another relative, or a friend.

If the complete date of birth is unknown for the noncustodial parent or obligor, his or her month and/or year of birth or age and another location lead must be provided. 

When attempting to locate a noncustodial parent or obligor, SPLS workers must review information that has been provided about the noncustodial parent or obligor in order to determine which location leads are available.  SPLS workers do not have access to hard copies; all information is taken from what the child support staff has entered on KASES.  Once the case is referred to SPLS, workers find the case listed on their worklists and access the SPLS Functions Menu.  From this menu, SPLS workers access the following options to check for possible location leads:

· Option 03 - AP Address Maintenance,

· Option 04 – AP Supplemental Update,

· Option 08 – Employment History Maintenance, and 

· Option 09 – AP MPI Data Update.

Only Location Lead No Longer Good
If a case has only one location lead and during location efforts it is learned that this lead is no longer good and cannot be pursued, the case is no longer considered to have a location lead.  For example, if the only location lead is the name and address of a relative and mail sent to the relative’s address is returned marked “no such street address,” this location lead is no longer considered good and SPLS sends the case back as Unable to Locate (ULOC).  A mail message is also sent to the appropriate child support staff explaining why the case was sent back as ULOC.  If an additional location lead is obtained, a case can be referred back to SPLS.  

SPLS closes location activity by entering an unsuccessful locate case disposition code.  The system generates an event on the noncustodial parent’s or obligor’s MPI events for the case.  If a noncustodial parent or obligor has more than one case, each responsible worker will receive a FLOW worklist item and each case receives an event in the event history.  

Location Attempt Unsuccessful – Good Location Leads
If SPLS is unable to locate the noncustodial parent or obligor and  there is at least one good location lead, the SPLS Reinquiry (REIN) code is entered.  The SPLS worker sends the custodial parent a Payee Notification of Prioritization Action (Form CS-31) and KASES automatically generates a worklist item with a 90-day tickler to remind the responsible SPLS worker to reinquire on the location of the noncustodial parent or obligor.  The SPLS worker reviews the case every 90 days for a three year period. 

Location Attempts Unsuccessful After Three Years
If the noncustodial parent or obligor is not located at the end of the three year period, the SPLS worker selects the Close SPLS Activity screen (Option 07) from the SPLS Functions Menu to record that location action is unsuccessful.  The SPLS worker enters the Unable to Locate (ULOC) status code.  When ULOC is entered, it appears as an event code on the SPLS Event Maintenance screen (Option 05).  The SPLS worker attaches a note to the event explaining that SPLS was unable to obtain enough information to locate the noncustodial parent or obligor.  When location is closed unsuccessfully, the system automatically suggests that the case be referred to the previous child support staff and process status.

Once SPLS has exhausted all leads and is unable to locate the noncustodial parent or obligor, the case must be referred back to the previous responsible child support staff.  The child support staff must place the case in an unworkable status.  This is accomplished by 

accessing the Case Management Menu (Option 03) from the KASES Main Menu.

From the Case Management Submenu, the worker selects the Update Case/Participant Data screen (Option 06).  From this screen, the worker proceeds to the Update Case screen and changes the workable status of the case to unworkable by entering the Unworkable, No Address (UADD) status code.  The action is confirmed by pressing the PF9-Update Case.  The Refer Case screen displays and suggests that the case be referred to location and assigned to the SPLS unit as there is no mail address.  The responsible worker must press PF3 to back out of the refer case screen.  If the PF2-complete case is entered, the case refers back to SPLS in error.  

The responsible child support staff then generates a Custodial Parent Notice of Intent to Discontinue IV-D Services (Form CS-137).  The CS-137 notifies the custodial parent of the intent to close the case in 60 days.  The system automatically generates an event item for the event history and a worklist item with a 60-day tickler.  

At the end of 60 days if the custodial parent has not provided the Cabinet for Families and Children (CFC) with information necessary to take action, the responsible worker closes the case by entering CLSD (Closed) in the case status field and CULO (Noncustodial parent cannot be located) in the closed status field on the Update Case screen.  If the client responds within the 60-day period with information that allows CFC to proceed with action, the case is left open and worked. 

11.100/28.100 STATE PARENT LOCATOR SECTION RESOURCES

Relates to 45 CFR § 302.35, 303.3. 303.70, KRS 205.735, 205.7685, 405.435 and 407.5310.
SPLS workers use the telephone, IMS inquiry, KY-NET inquiry, correspondence, FPLS, EPLN, credit bureau records, other state IV-D agencies, and the Internet to locate a noncustodial parent or obligor.  Depending on the location leads available, SPLS workers choose the method that may be successful in the shortest time.  More than one location method may be pursued at the same time.  Pursuant to 45 CFR § 303.3(b)(3), all appropriate resources must be accessed within 75 calendar days of determining that location is necessary.  

Kentucky Information Management System (KY-IMS) Inquiry 

SPLS workers use automated state resources to locate noncustodial parents or obligors.  KY-IMS contains records for participants of the various programs administered by the state.  The KY-IMS programs available to SPLS workers are listed below.


CS – CHILD SUPPORT



48 – WAGE RECORDS


CT – CHILD SUP LOCATE


66 – NEW DOT CROSS-REV


E7 – BIRTH CRT INQUIRE


67 - ORION


4B – UI BENEFITS



91 – ICS REGISTER


42 – DES-UI CONTRIBUTION


92 – ICS MASTER

Information obtained from IMS programs is entered on the appropriate SPLS Functions submenu screens.  The following examples show how and where the information is entered.  

Example 1:  If an address for the noncustodial parent or obligor is obtained from an IMS program, the address is entered on the AP Address Maintenance screen (Option 03).  The date, the IMS program(s) from which the mailing address was obtained, and the SPLS worker’s name or worker’s number are entered on the notes screen of the AP Address Maintenance screen (Option 03). 

Example 2:  If supplemental information about a noncustodial parent or obligor is obtained from an IMS program, the supplemental information is entered on the AP Supplemental Update screen (Option 04).  The date, the IMS program(s) from which the information was obtained, and the SPLS worker’s name or worker’s number are entered on the notes screen of the AP Supplemental Update screen (Option 04). 

Kentucky Automated Management Eligibility System (KAMES)

KAMES is the computer system that oversees the Food Stamp Program and the Kentucky Transitional Assistance Program (K-TAP).  Information concerning whether a noncustodial parent or obligor is receiving, or has received assistance in the past, is found here.  KAMES is accessed from the Kentucky Network Inquiry (KY-NET) menu. 

SDX Benefits

SDX provides information concerning whether a noncustodial parent or obligor is receiving disability payments and if so, their current address.  SDX is accessed from the KY-NET menu.
Correspondence
SPLS uses the Employer/Military Location Request (Form CS-46A), the Other Location Request (Form CS-46B), and the Postal Check (Form CS-47) for making inquiries to determine the whereabouts of a noncustodial parent or obligor.  SPLS uses the Locate Data Sheet (Form CS-138) to request location information or services from IV-D agencies in other states.  

The CS-46A and CS-46B are used to obtain an address or lead for the noncustodial parent or obligor.  A CS-46A is sent to the noncustodial parent’s or obligor’s employer(s) or branch of uniformed service.  A CS-46B is sent to the noncustodial parent’s or obligor’s relatives, 

friends, or to anyone else who may be able to provide information about the noncustodial parent or obligor.

Prior to sending a request for information to an employer, the SPLS worker reviews the Employment History Maintenance screen (Option 08) and the SPLS Event Maintenance screen (Option 05) plus any notes attached to these screens.  This determines whether a particular employer has been contacted and if so, the results of the contact.  SPLS workers are able to generate a CS-46A to a noncustodial parent’s or obligor’s employer if the employer has been added to the Employer/Agency Maintenance file on KASES.  If the employer has not been added to the Employer/Agency Maintenance file, the CS-46A is sent manually. 

If the SPLS worker decides that a CS-46A needs to be sent to the employer, the SPLS worker selects the Generate Documents screen (Option 06) from the SPLS Functions menu.  This screen allows the SPLS worker to request the generation of the following SPLS documents:

· CS-46A – Employer/Military Location Request,

· CS-46B – Other Location Request 

· CS-47  - Postal Check,

· CS-31  - Payee Notification of Prioritization Action,



and 

· CS-138 – Locate Data Sheet.

To generate a CS-46A to an employer or to the military, the SPLS worker selects Option 01.  Selection of Option 01 causes a screen to be displayed that requires the SPLS worker to select PF9 to confirm/print.  The SPLS worker enters the employer’s name or the employer/agency’s employer tax identification number.  The employer’s Kentucky Employer Identification Number (KEIN) is entered for an 

in-state employer.  The employer’s Federal Employer Identification Number (FEIN) is entered for an out-of-state employer.  Once the employer’s name or the employer/agency’s identification number has been entered, SPLS workers may generate a CS-46A to the employer.

When a CS-46A is generated on KASES, an event item showing that a CS-46A was generated automatically appears on the SPLS Event Maintenance 

screen (Option 05).  The SPLS worker must enter a note identifying to whom the CS-46A was sent on the SPLS Event Maintenance notes screen. KASES automatically sets up a system-assigned tickler for this action to reappear on the SPLS worker’s worklist.  

SPLS staff are not the only ones who can add employment to the noncustodial parent’s or obligor’s history.  Child support staff must add an employer to a noncustodial parent’s or obligor’s employment history if the worker learns that the noncustodial parent or obligor is or was employed by the employer and the employer’s KEIN or FEIN number is obtained but the employer is not included on the Employment History Maintenance screen.  The work start date and status (part time, full time, etc.) are required fields for this screen.  

To add an employer to KASES, child support staff access the Employer/Agency maintenance screen and enters “empl” on the top line, and then enters the KEIN, FEIN, or an employer name in the remaining spaces.  The next screen displays all of the employers alphabetically with the employer’s exact name.  By choosing PF6 from this screen, child support staff can enter a new employer if it was not on the previous screen.  Once the required information has been entered, PF 5 is selected to add notes and PF9 to confirm all of the information that has been entered.

The CS-47 is sent to the United States Postal Service and is used to verify an address.  The Post Office may include an address correction, a forwarding address, or a boxholder’s residential address when the CS-47 is returned to SPLS.

SPLS workers may generate a CS-47 to the postmaster who provided mail service to any address the noncustodial parent or obligor has listed on address Maintenance.  To generate a CS-47 to a postmaster, the SPLS worker selects Option 04 on the Generate SPLS Documents screen.  Selection of Option 04 displays a screen that requires the SPLS worker to confirm the print request.  Once the print request has been confirmed, the next screen requires the worker to enter the line number of the noncustodial parent’s or obligor’s address.  The system prints a CS-47 addressed to “Postmaster” and enters the city, state, and ZIP Code of the noncustodial parent’s or obligor’s address.  A business reply envelope is enclosed with the CS-47.  An event is created and a worklist item with a 30-day tickler date.  

SPLS workers generate a CS-31 to the custodial parent when the case initially is placed in a quarterly review or reinvestigation status of low priority cases.  To generate a CS-31 to a custodial parent, the SPLS worker selects option 05 on the Generate SPLS Documents screen.  A child support pamphlet, entitled “Children First” accompanies the CS-31, providing the custodial parent with the Interactive Voice Response (IVR) telephone number.  The CS-31 creates an event on case events, and SPLS workers input the name and address of the custodial parent on the notes screen under the CS-31 event.  

Federal Parent Locate Section 
FPLS is operated by the Federal Office of Child Support Enforcement 

(OCSE).  It provides address employment, asset, and social security number information on persons to assist in locating noncustodial parents and putative fathers.  The data sources that may be searched are:  

· Internal Revenue Service (IRS),

· Social Security Administration (SSA), 

· Department of Defense (DOD),

· Department of Veterans Affairs (VA), 

· Federal Bureau of Investigation (FBI), and 

· National Directory of New Hires (NDNH)

In many cases FPLS can provide a noncustodial parent’s or obligor’s social security number.  In order to provide the social security number of a noncustodial parent or obligor, workers need the noncustodial parent’s or obligor’s date of birth, place of birth, and mother’s name (including maiden name).  If the noncustodial parent’s or obligor’s father’s name is known, it can also be included.

FPLS also may provide the social security number of the noncustodial parent or obligor, if the noncustodial parent or obligor and the child’s mother or father have been separated or divorced for three years or less.  For this type of case, the custodial parent must be the child’s parent.  FPLS cross-references the noncustodial parent’s or obligor’s name with the name and social security number of his or her spouse in order to obtain the noncustodial parent’s or obligor’s social security number.

Electronic Parent Locator Network (EPLN)
EPLN provides SPLS with electronic access to data provided by participating states, which may include:

· driver’s license,

· wages,

· unemployment insurance,

· corrections or food stamps, and 

· new hire claims.

Credit Bureau Records
SPLS has access to credit bureau records.  The noncustodial parent’s or obligor’s name, social security number, or telephone number (including area code) is used to find the noncustodial parent’s or obligor’s last known address.  Additionally, a last known address may be used to find a more recent address for the noncustodial parent or obligor.

To avoid duplication of services, contracting officials who have access to credit bureau records must inform SPLS if they have accessed them in their location attempts.  When this occurs, SPLS will not use the credit bureau records as a location resource.  Full credit inquiries are done only by SPLS supervisors and require that the noncustodial parent or obligor be notified through certified mail ten days prior to a full report being done.

Internet
The Internet provides SPLS workers with many different websites that contain valuable information to aid in the location process.  For example, the site www.ancestry.com/search/rectype/vital/ssdi/main.htm provides information from the Social Security Administration regarding deceased individuals.  More states are allowing online access to their Department of Correction records, thus eliminating the need for SPLS to send formal correspondence to obtain an address for a noncustodial parent or obligor.

New Hire Listing

Each day SPLS receives a new hire listing via the Report Management Distribution System (RMDS).  This report provides an employer (either a KEIN or FEIN number) for a noncustodial parent or obligor.  SPLS workers may send a CS-46A to the employer listed to obtain current employment information, as well as a current residential address.

11.110/28.110 CHILD SUPPORT ENFORCEMENT NETWORK (CSENet) and QUICK LOCATE 
CSENet is a nationwide communication network that links state child support enforcement agencies.  Many states are currently using CSENet.  The remaining states are in the process of coming on-line with CSENet.  SPLS workers submit CSENet requests, using the disposition code of CSENet Quick Locate Requested (CQLR).  To check whether a particular state has communications with Kentucky, child support staff choose Interstate options from the Case Management menu, then select 04 – CSENet options.  From that menu, staff enter 04 – CSENet Exchange Table Maintenance.  On this screen, staff may enter the abbreviation for a particular state to see if that state has established connections with Kentucky.  Once a response has been provided by the requested state, the response appears as an event titled CSENet Quick Locate Provided (CQLP).  

Quick locate requests occur when another state sends a request directly to SPLS without using the Child Support Enforcement Transmittal #1 – Initial Request, as they are not currently participating in CSENet.  The initiating state can use the Locate Data Sheet to provide information to the responding state.  A facsimile of the Locate Data Sheet may be used if it contains the same information.  The facsimile is annotated as “Quick Locate.”  In Kentucky, SPLS uses the Locate Data Sheet (Form CS-138) for its request.  SPLS does not use the Child Support Enforcement Transmittal #1 – Initial Request (Form CS-103) when requesting quick locate as the CS-103 is part of an official interstate request.  

When a state has reason to believe that one of their noncustodial parents or obligors is in one of several states, a request is sent for “quick locate” to SPLS in each state.  If a state intends to use a long-arm statute to establish or enforce an order, a request for “quick locate” can be sent to confirm the noncustodial parent’s or obligor’s location.  The “quick locate” method is not used when a state is relatively sure that the noncustodial parent or obligor is in a specific state.  In this instance, the initiating state uses the Child Support Enforcement Transmittal #1 – Initial Request to refer the case as an official interstate case to the responding state’s central registry.  

When a state sends a locate request directly to another state’s SPLS, the request must be made and responses received within the required time frames of 45 CFR § 303.3(b).  The initiating state is responsible for case processing time frames in these instances because the case is not transmitted officially as an interstate case. The receiving state responds with information obtained by accessing appropriate automated sources.  

11.120/28.120 NON-IV-D LOCATION SERVICES ONLY
Non-IV-D location cases must go directly to SPLS.  A non-IV-D location case is one in which the custodial parent applies for location only services and takes other action through a private attorney. The attorney or officer of the court has to send a request for locate only services in writing to the SPLS Supervisor.  

11.130/28.130 PARENTAL KIDNAPPING CASES

Relates to:  KRS 205.730.

A parental kidnapping case exists when a child is illegally taken from the custodial parent by the noncustodial parent or obligor.  Child support staff do not process requests for location pertaining to parental kidnapping cases.  Instead, custodial parents are directed to SPLS for information.  SPLS provides the Non-K-TAP Application (Form CS-33) and writes “Parental Kidnapping Request” across the top of the form.  A copy of the order stating that the custodial parent has custody of the child(ren) is required to initiate location of the noncustodial parent or obligor and the child(ren).  

SPLS uses FPLS as the only resource when processing a parental kidnapping request.  FPLS attempts to obtain the address or last known employer of the missing parent.  Parental kidnapping cases are never loaded onto KASES, and any records pertaining to these cases are destroyed after one year.  

11.140/28.140 TERMINATION OF PARENTAL RIGHTS (TPR)
A Termination of Parental Rights (TPR) case exists in relation to SPLS when a child (ren) has been placed in Foster Care.  SPLS attempts to locate either the mother or father or both parents in order for termination of parental rights to occur.  This is done to expedite adoption of the child (ren). 

If the case already exists on KASES, child support staff refers the case to SPLS as with any other case and also sends a mail message explaining that this is a TPR case.  If there is not a case on KASES, a copy of the Title IV-E and Child Support Referral (Form DSS-1260) and a written request specifying which parent to locate is forwarded to the SPLS Supervisor.  All resources are used to locate the mother or father or both in order to terminate their parental rights.

11.150/28.150 LOCATION OF CUSTODIAL PARENTS FOR PUTATIVE FATHER CASES
Relates to:  45 CFR § 302.33 and KRS 205.730.

KRS 205.730 requires that "upon request of a putative father, the cabinet shall attempt to locate custodial parents for the purpose of establishing paternity when the cabinet finds the attempt to be in the best interest of the child."  This includes interstate requests to locate custodial parents for cases in which a putative father has requested IV-D services.

Attempts to locate a custodial parent must be made unless it would not be in the child's best interest to establish paternity.  If it is not in the child's best interest to establish paternity, a determination that good cause exists (see Handbook Subsection 11.080 or Manual Subsection 28.080) is made.

If a current address for the custodial parent is not provided at the time of application, child support staff must attempt local locate prior to adding a putative father case to KASES.

When establishing a custodial parent’s participant record on KASES, an address for the custodial parent is required; otherwise, an error message occurs.  If location efforts are successful, this will enable the custodial parent’s current address to be entered when adding the case to the system.

Child support staff are responsible for location activity for putative father cases when the custodial parent’s address is either unknown or is not a complete address.  Many of the same location resources (i.e., programs on IMS Inquiry, KAMES-IM Inquiry, and SDX Inquiry) that are available to SPLS workers are also available to child support staff.  These sources and any other leads available in the case must be investigated and the results documented by the child support staff who is responsible for the case.

Every resource available may be used to provide the putative father the same services afforded the custodial parent.  A case in which the custodial parent's address is unknown cannot be closed until all locate sources are used or the case meets some other case closure criterion.  If the custodial parent is not located after three years, the case is closed.  Information about the custodial parent must be kept confidential because the person applying for services is the alleged father.  Also, if there is good cause not to pursue paternity action because of danger to the mother or child, DCS can use good cause as a reason for case closure. 
Due to confidentiality requirements, putative fathers are to be advised that they will not be provided with the address of the custodial parent and child.

When a putative father applies for IV-D services and the custodial parent's address is either unknown or not current, the following procedures are followed.  

Local Locate
If a putative father is unable to provide an address for the custodial parent when he applies for services or if the custodial parent's address is not a complete address, child support staff must attempt to locate the custodial parent using the local locate sources listed on the next page and investigating leads provided in the case.  Child support staff are required to do local locate only for putative father cases.

In most instances, only after the case has been referred for judicial action will it be learned that the custodial parent's address is not good.  If this occurs, contracting officials’ staff must attempt to locate the custodial parent by using local locate resources.

Local locate resources include the following:

· using the telephone to make local and long distance calls in attempt to locate the custodial parent;

· accessing available programs on KY-IMS Inquiry, KAMES-IM Inquiry, SDX Inquiry; and

· sending written correspondence to the custodial parent, relatives, friends, or employers who cannot be contacted by telephone.

Local Locate - Successful
If local locate is successful, child support staff enter the custodial parent's address on the Create Participant Address screen along with the date the address was verified.  Child support staff identify the successful location source by entering the appropriate code in the “Where Obtained” field on the Create/Update Participant Address screen for Address Maintenance.

Child support staff must create an event associated with the custodial parent's Master Participant Index (MPI) number to document that local locate was successful and to record local locate resources.  This is done by entering Located by Regional Worker (LREG) as the event type on the Create/Update Event Record screen.  This causes the event description field to automatically read LREG. Child support staff record on the Create Event Notes screen all local locate sources contacted or IMS programs accessed and the results, whether negative or positive.

Local Locate - Unsuccessful
If the putative father is unable to provide the custodial parent's current address but an old address is available, child support staff enter the custodial parent's old address into the system if local locate was unsuccessful.

KASES automatically identifies the address initially input on the Create Participant Entry screen as a MAIL type address.  Once the case has been initiated on KASES, child support staff must change the address type from MAIL to OLD if the address is not current.  To change the address type from MAIL to OLD, option 04, Address Maintenance, is selected from the Case Management Menu.  The custodial parent's MPI number is entered.  The line number for the mailing address is selected and enter is pressed to access the Update Participate Address screen.  The address type is changed from MAIL to OLD and PF9 is pressed to confirm.  If the custodial parent's address is unknown and an old address is not available, child support staff must enter the following pseudo address on the Create Participant Entry screen so a participant record for the custodial parent can be established.

123 Pseudo Street

Pseudo, Kentucky 12345

This address appears in the system as a MAIL type address.  Once entered, child support staff must change the pseudo address to an OLD type address.  On the NOTES screen associated with the Update Participant Address screen, child support staff explain that this is a putative father case and the custodial parent's address is unknown.  They state that a pseudo address has been entered to allow the creation of a participant record on KASES for the custodial parent.

If local locate is unsuccessful, child support staff create an event associated with the custodial parent’s MPI number to document that local locate was unsuccessful and to record the negative location sources.  This is done by entering SELF as the event type and “LL Unsuccessful” as the event description on the Create Event Record screen.  Child support staff must record the negative location sources on the event NOTES screen.

Also, if local locate is unsuccessful, contracting officials’ staff must send a letter to the putative father.  They advise the putative father that the case has been placed in an unworkable status because DCS has been unable to obtain a good address for the custodial parent.  A Payee Notification of Prioritization Action (Form CS-31) is not sent because the wording of this form is inappropriate. In most instances, only after the case has been referred for judicial action will it be learned that the custodial parent's address is not good.  

The case must remain in a workable status.  Placing the case in an unworkable status causes KASES to automatically generate a CS-31 every 180 days.  Leaving the case in a workable status prevents the automatic generation of a CS-31 every 180 days.  The CS-31 cannot be generated correctly for a putative father case because the custodial parent is listed as the client.  As a result, KASES would automatically generate a CS-31 to the custodial parent whose address is not current in the system.  Also, the language in the form is not

appropriate because the CS-31 asks the custodial parent to provide information about the putative father who is listed as the absent parent.

Once the case has been established on KASES, child support staff must create SELF events at the MPI level to document all unsuccessful local locate efforts.

Child support staff must also create a SELF event to document that a letter was sent to the putative father advising that the case is presently unworkable because DCS has been unable to locate the custodial parent.

Local Locate Unsuccessful - Location Lead Available
If local locate is unsuccessful and there is at least one location lead, as listed in Handbook Subsection 11.090 or Manual Subsection 28.090, Lead Information, child support staff must refer the case to SPLS for location.  Currently, KASES only accepts referrals on noncustodial parents and not custodial parents.  When location is needed on a custodial parent, child support staff refer the case just as if it were a noncustodial parent or obligor case.  A mail message must be sent to the responsible SPLS worker advising him or her that location is being requested for the custodial parent

Local Locate Unsuccessful - No Leads Available
If local locate is unsuccessful and there are no location leads,  child support staff must create a SELF worklist item so a semiannual review of the case can be done.  When creating the SELF worklist item, they change the due date to 180 days from the current date.  Because no leads are available, programs on IMS Inquiry cannot be accessed.  Instead, child support staff must send a letter to the putative father to see if he can provide any new or additional information to aid in locating the custodial parent.  

Child support staff create a SELF event to document that a letter was sent to the putative father.  Also, they create a SELF worklist item to send the putative father another letter in 180 days.  A letter is sent to the putative father every 180 days until either a good address for the custodial parent is obtained or the case meets a case closure criterion.

Case Meets Case Closure Criteria
If three years have elapsed and location efforts have been unsuccessful, the case meets a case closure criterion.  At that time, child support staff will stop location activity.

Contracting official staff are responsible for notifying the putative father by letter of DCS's intent to close the case.  This letter must be an original letter written by the contracting official as the CS-137 is not appropriate for putative father cases.

Contracting official staff create a SELF event on the Create Event Record screen to document that a notice of intent to close case was sent to the putative father.

Contracting official staff also create a SELF worklist item for 60 days from the date of the letter.  If the putative father does not respond within this 60 day period with a good address for the custodial parent or new location leads, appropriate action is taken by the contracting official to close the case.  This includes advising the putative father by letter that his case has been closed and giving the reason for closure.

Contracting official also creates a SELF event to document that a letter was sent to the putative father advising that the case has been closed.  The case status is changed from OPEN to CLSD and the case closure reason code is entered on the Update Case Screen (ASEC8C).  KASES Handbook Section 5.060, Update Case/Participant Data, provides a list of case closure reason codes.

11.160/28.160 INTERSTATE REQUESTS
Relates to:  45 CFR § 303.3, 303.7, KRS 205.712, 205.730, 407.5310 and 921 KAR 1:001.

The same locate resources are used for out-of-state cases as are used for in-state cases except for FPLS.  If SPLS cannot locate a noncustodial parent or obligor using state and local resources, the initiating state must submit an FPLS request.  

An official interstate case is one in which an initiating state prepares a request on a Child Support Enforcement Transmittal #1 – Initial Request and forwards it to a responding state’s central registry.  The Locate Data Sheet is attached to the Child Support Transmittal and is used to request information about the noncustodial parent or obligor and to assist in location.  States are encouraged

to process all requests through a quick locate, instead of using full location services.  Full locate requires that a child support case be maintained for three years. 

Kentucky’s Central Registry (CR) receives all cases from other states except “quick locate” cases.  45 CFR § 303.7(a)(1) defines a central registry as being responsible for receiving, distributing, and responding to inquiries on all incoming interstate IV-D cases.

Only Location Requested
When a case from another state is received by CR and the only service requested is location, CR child support staff send the request to SPLS within ten working days of receipt of the request.  CR child support staff are responsible for forwarding location requests to SPLS for cases received from other states.  45 CFR § 303.7(c)(5) states that within ten working days of locating the noncustodial parent or obligor in a different jurisdiction within the state, the IV-D agency must forward the location form and documentation to the appropriate jurisdiction and notify the initiating state and central registry of its action.

45 CFR § 303.7a(6) requires that within ten working days of locating the noncustodial parent in a different state, the IV-D agency must return the request and documentation, including the new location to the initiating state.  If directed by the initiating state, the form and documentation are forwarded to the central registry in the state where the noncustodial parent or obligor has been located and the central registry where the case has been sent is notified.  

SPLS uses all available state and local resources, except for FPLS and EPLN, as described in Handbook Subsection 11.100 or Manual Subsection 28.100, SPLS Resources, to obtain positive location results. 

11.170/28.170 VERIFICATION

Addresses and social security numbers obtained through location efforts are verified by SPLS workers.  As social security numbers are used for many purposes in child support, it is vital that the SPLS worker verifies that a social security number belongs to the correct noncustodial parent or obligor.  For example, social security numbers are essential for federal and state tax refund intercept and also for Unemployment Insurance intercept.  

11.180/28.180 ACTIONS TO CLOSE LOCATION ACTIVITY AND AVOID AN AUDIT EXCEPTION

CASES MUST NOT BE RETRIEVED FROM THE LOCATE PROCESS.  SPLS MUST CLOSE LOCATION CASES SO THAT FEDERAL REPORTING STATISTICS CAN BE MAINTAINED.

If the SPLS worker is the responsible worker and child support staff obtains a good address for a noncustodial parent or obligor, child support staff or official take the following actions to avoid an audit exception.

· Enters the noncustodial parent’s or obligor’s mail address into KASES through AP Address Maintenance.  Enters the source of the address information on the Address Maintenance NOTES screen.

· Notifies SPLS by sending a MAIL message to the responsible SPLS worker explaining that location needs to be closed.  Includes why the case no longer needs location action so that the SPLS worker can close location with the appropriate closed locate disposition code. 

· Creates a SELF event stating that SPLS has been notified to close location activity.  Records the reason why location is no longer required and the source of the address information on the Update Event Notes screen.

Once the SPLS worker enters a valid closed locate disposition code to close location, KASES will automatically suggest that the case be referred to the previous worker and process status. 
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