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CPS TIPSHEET FOR a Substantiated INVESTIGATION or a FINSA where services are needed

I.   Maltreatment / Presenting Problem/Statement of Need
For Investigation/FINSA Assessment, Answer the following points:

· State original allegation

· What is extent of current maltreatment/presenting issue for each victim?  

· Who is responsible? 

· Collateral/witness description of maltreatment/presenting issue.

This is the legal evidence section and should read like a petition.  This is "what" was found, not how it happened. This includes conditions found in the home that may not have been in the original allegation(s).
Example:

State the allegation and the findings of the investigation/assessment.  (Identify the collaterals and their relationship to the child.)   

The referral stated that Sherry Jones was hit in the face by her step-father, Jerry Doe. Physical Abuse was found for Sherry Jones [B/F, age 5].  Per XXX Hospital ER report, the child was seen for a black eye on xx/xx/xx. The bruise was purple and blue in color and extended about 1 inch beneath her bottom left eyelid.  See photo in case record. Sherry stated that her “daddy” hit her and Jerry Jones admitted that he hit her, but stated he did not mean to cause a bruise.  Mrs. Whitaker, Sherry’s kindergarten teacher, indicated on xx/xx/xxxx, she saw bruising around Sherry’s eye.  She reported when she asked the child what happened, Sherry stated she could not tell.

II.  UNDERLYING CAUSES
· How and why did the maltreatment/presenting issue occur?

· According to victims, siblings, household members, non-offending caretaker, perpetrator, and collateral.

This is the "HOW" and “WHY” of the story.  It captures everyone's version of how the maltreatment occurred.  What was happening in the family in the hours or days prior to the incident? 

Document how each of the following persons described the event?

· Complainant

· Alleged victim

· Children/siblings/household members

· Non-offending adults/parent

· Perpetrator

· Collaterals/ Alleged witnesses

Example: The incident (black eye) occurred when the child refused to do her chores and her dad lost his temper and struck her. The father had just lost his job and his use of alcohol had escalated. He was caring for the child while the mother was working two jobs to support the family and was not home when the incident occurred. 

A petition was filed and heard in family court on 1-22-01.  Temporary custody was given to the maternal grandmother, Anne Smith, 555-1212.  The father was ordered to JADAC for a chemical dependency assessment and to Anger Management classes.  A no contact order was entered for the father.  

II. Family Developmental Stages and Tasks

The strengths/risk factors you checked will appear in this heading. If all “strengths” appear, you do not have to elaborate, unless you need to support the selected rating. If risk factors do appear, you must elaborate to support the selected rating. 

Describe and rate each adult in this section.  If parents do not live in the home, document where they are living and their involvement with the family related to development factors.

Example: The mother and the oldest child suffer from severe asthma and use inhalers daily.  Both of them have required treatment in the ER within the last six months for this condition.  No other family members report significant health conditions, including seizures.  The frequent doctor’s visits and ER visits have put a financial strain on the family.  As a result, mother acknowledges not seeking treatment as often as suggested by her doctor.  Dad is not in the home, but resides in the same city.  He visits the child twice a month and does take the child on occasion to medical appointments.  He is paying child support monthly, but does not have health insurance for his children.  

IV.  Family Choice of Discipline
The strengths/risk factors you checked will appear in this heading. If all “strengths” appear, you do not have to elaborate, unless you need to support the selected rating. If risk factors do appear, you must elaborate to support the selected rating. 

Describe and rate each adult in this section.  If parents do not live in the home, document where they are living and their involvement with the family related to development factors.
V.  Individual Adult Patterns of Behavior
The strengths/risk factors you checked will appear in this heading. If all “strengths” appear, you do not have to elaborate, unless you need to support the selected rating. If risk factors do appear, you must elaborate to support the selected rating. 

Describe and rate each adult in this section.  If parents do not live in the home, document where they are living and their involvement with the family related to development factors.
In this section, you must also indicate that AOC, RUMBA, LINK, and APS and CPS records were checked.  If any adult has a record in any category, this must be discussed in the text.  

VI.  Child/Youth Development

The strengths/risk factors you checked will appear in this heading. If all “strengths” appear, you do not have to elaborate, unless you need to support the selected rating. If risk factors do appear, you must elaborate to support the selected rating.

______________________________________________________________
Rate EACH CHILD separately in this section.   Address every child in the home.   Be sure to include collateral’s perception.

Children who have been placed in the permanent custody of other adults or who have turned 18 and have not extended commitment should have been placed in "inactive" status by the worker and will not be assessed. 

VII.  Family Support 

The strengths/risk factors you checked will appear in this heading. If all “strengths” appear, you do not have to elaborate, unless you need to support the selected rating. If risk factors do appear, you must elaborate to support the selected rating.

___________________________________________________________
Describe and rate each adult in this section.  If parents do not live in the home, document where they are living and their involvement with the family related to development factors.

Referral Results Summary/Conclusions

For FINSA/ CPS Investigative Services:

Part One of this section captures everyone's version of how the maltreatment did or did not occur while providing a comprehensive assessment of the family overall. This section also serves as a way to document the referral process from beginning to end.  Part Two of this section documents the findings in regards to all allegations made on the initial #115, or any findings made on any abuse/neglect/dependency found during the course of the FINSA/Investigation.

Note:  For initial investigations, documentation is in the Referral Results Summary Screen.  As a tip, it might be helpful to type your various contacts as you go in a Microsoft Word file and then cut and paste that information into this screen.

PART ONE: SUMMARY OF INVESTIGATION
The date and time of the initiation of the FINSA/Investigation is documented here, as well as, any legitimate attempts to initiate if the victim and other family members cannot be located.  Document that the DPP-155 was given to the alleged perpetrator during the initial face-to-face contact and that verbal notification of the allegations were also given to the alleged perpetrator.

Then, document interviews in the order in which they occurred with each of the following persons and how each described the events in the allegation or any other pertinent information they provided regarding the family. The name of the individual, address, date and time of those interviewed and relationship should be documented.   Assessment is also made of the family when interviewing each person in regards to domestic violence, substance abuse, mental health concerns or any learning problems.

· Complainant

· Alleged victim

· Children/siblings/household members

· Non-offending adults/parent

· Perpetrator

· Collaterals/ Alleged witnesses

      
Other information included in this section:

· Dates of any services provided during the assessment period including, Prevention or Aftercare Plans, referrals to community partners such as FPP, etc.

· Dates of consultation with an FSOS or others that occurs during the course of the FINSA/Investigation or any extensions granted.

· Date reviewed and a brief summary of any hard copy information reviewed such as medical reports etc.

NOTE: Any children in the home who are non-verbal or who are too young to be interviewed, should be seen face to face, and documentation of the worker’s observations of that child should be recorded here.  Collaterals such as a pediatrician, school personnel, or child care provider should be interviewed as they can provide information on those children who cannot speak for themselves.

PART TWO: REFERRAL CONCLUSIONS

· The finding and who the perpetrator(s) is/are, based on the assessment, is documented here and briefly what information caused you to make this conclusion. Briefly describe what actions were taken to protect the child (what services were put in place, such as a kinship care placement, petitions filed, foster care, etc.)
· Document the date that the 72-hr. notice was sent to law enforcement.

· Be sure to document the date that the letter notifying the family of the findings and the recommendations for case activity was mailed.  

· Document the date the DPP#152 & DPP #155 were sent or given to the alleged perpetrator. For Specialized Investigations, document the date the DPP-152B is sent to the superintendent of a school system and the Education Professional Standards Board.

· If the child is NOT living at the parent's address listed on the DCBS 115, document the name, relationship, address and phone number of the child's placement.

If the case is recommended to be open, this additional information is included:
· Provide your professional opinion regarding the current problems and the anticipated length of time for resolution in this case (either a short term or long term case). Indicate what behavior(s) the individual(s)/perpetrator(s) will need to work on for risk to be reduced. 

· Indicate what the family needs to work on for risk to be reduced, and any community partners connected to family tasks. Recommendation is then made for the types of services that might benefit the family (e.g., FPP, Child Care, referral for a certain type of assessment, etc.)

· Provide the required legal steps you have taken in this case, etc. Document all court activity, including dates and court orders.

· If a prevention plan was completed, document the date it was completed with the family’s participation, the elements of the plan, and the date a copy was given to them.

If closing the referral, add this after the finding statement: 

· Statement as to why a case was not opened.

· If a prevention plan was done at the beginning of the referral, make a notation that this is no longer in effect. (Any tasks that need to remain in place from this plan needs to be included in the aftercare plan).

· Be sure to document aftercare planning that was developed with the family.

· Document the date the Aftercare Plan was given to the family.

· Put a copy of the Aftercare Plan in the file.  
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