Protection and Permanency Standards of Practice (SOP) Updates, Review and Clarification Process

SOP Update and Notification Process

The Division of Protection and Permanency (DPP) will use two types of correspondence to notify field staff of information or changes related to SOP.  They are:

· Protection and Permanency Memorandum (PPM) – Used to provide clarification/information about an existing SOP. A PPM is like the Division of Family Support (DFS) ELO (Each Local Office) or the Division of Child Support (DCS) Child Support Memorandum (CSM).  

· Protection and Permanency Transmittal Letter (PPTL) – Used to update an existing SOP or issue a new SOP.  A PPTL is like the DFS OMTL (Operations Manual Transmittal Letter) or the DCS CSMTL (Child Support Manual Transmittal Letter).

Each PPM and PPTL will be numbered using the last two digits of the year, followed by a dash and then numbered sequentially.  For example, the first PPM issued would be numbered PPM 03-01. The DPP Director can issue a PPM at any time.  A PPTL will be issued by the Commissioner a minimum of two weeks prior to the effective date of a new SOP or SOP update, which are to be effective on the 1st or the 15th of the month. (e.g., an SOP issued the 1st of the month would be effective the 15th of the month).

Notification of a PPM or PPTL will be sent electronically via e-mail with a link to the DPP SOP website.  A simple click on the web address provided in the e-mail will take the user to the PPM or PPTL.   The e-mail notification will be sent by DPP to:

· SRAs;

· SRAAs;

· Regional Program Specialist (as designated by the SRA); and

· Each protection and permanency FSOS (P & P FSOS). 

Each PPM or PPTL will be listed in the ”Latest Changes” section of the DPP online manual website for thirty (30) days from the date of issuance. After thirty (30) days the PPM or PPTL is moved to their respective folder on the website for future reference.

Each Regional Program Specialist will be responsible for forwarding the e-mail notification to appropriate service region staff. Each P&P FSOS will be responsible for forwarding the e-mail notification to appropriate local office staff.  Regional program specialists will be responsible for notifying DPP when there is a change of FSOS in one of their local offices so that the distribution lists may remain current.  

Draft SOP Review

Consistent with DFS and DCS, DPP will issue draft SOP material for a two-week review period to allow for staff input.  Draft material will be sent to the Regional Program Specialist, who will be responsible for forwarding the draft SOP to their service region staff for comment, assimilating the comments for the service region, and forwarding the comments to the designated DPP staff person.  

SOP Clarifications

Requests for SOP clarifications or questions related to SOPs will go from the field worker to their FSOS.  If the FSOS is unable to resolve the request or question, the FSOS will forward the issue to the regional program specialist. If the Regional Program Specialist is unable to adequately address the question, the question will be forwarded to the appropriate DPP branch manager.  It is preferable that requests for SOP clarifications or questions related to SOPs be submitted in writing via e-mail to the appropriate DPP branch manger, along with any previous information used in an attempt to address the issue (e.g., response from the FSOS and regional program specialist). SOP clarifications or responses to questions related to SOPs will be provided via e-mail to all regional program specialists for dissemination to protection and permanency field staff.  It is suggested that Regional Program Specialists keep a hard copy of SOP responses and clarifications in a binder for future reference. Each SOP clarification will be listed in the ”Latest Changes” section of the DPP online manual website for thirty (30) days from the date of issuance. After thirty (30) days the SOP clarification is moved to it’s respective folder on the website for future reference.

Given the often emergent nature of protection and permanency issues, the SOP clarification process does not preclude telephone inquires to DPP branch specialists. If the response results in a SOP clarification, the telephonic response will be documented and forwarded to regional program specialists for dissemination to local offices.     

Frequency of Distribution of PPM, PPTL and SOP Clarifications

· Protection and Permanency Memorandum (PPM) - May be issued at any time since the PPM is used to provide clarification/information about an existing SOP. 
· Protection and Permanency Transmittal Letter (PPTL) – Every attempt will be made to limit the number of PPTLs to no more than two (2) per month (on the 1st and 15th of each month) to allow for regional training and implementation of the new/revised SOP. There may be times however (e.g., new federal mandates, amended/ new state statue/regulation) when compliance to the two (2) per month limit will not be possible. 
· SOP Clarifications - May be issued at any time since requests for SOP clarifications or questions related to SOPs are generated by regional field staff on a need to know basis.

Attached is the most recent staff listing for DPP, along with a listing of the SOP table of contents, the branch manager responsible for each SOP section and the SOP specialist assigned for each SOP section. The DPP staff listing is organized by branch and lists the job specialties of each employee within the branch.  These listings should assist regional program specialists and field staff in directing e-mail and phone inquires to the appropriate DPP branch.

Your efforts to implement the above processes as of August 1, 2003 are greatly appreciated.  Please direct any questions related to this process to Jeff Wright, at 502/564-6852 or via e-mail at jeff.wright@mail.state.ky.us. Kathy Adams, Assistant Director, is also available to assist with any questions at the above number or via e-mail kathy.adams@mail.state.ky.us.  

DP:DPP:KA:cb

Attachments (2)

SOP specialist assigned for each SOP section
DPP staff listing
The following requests for clarification related to SOP have been addressed by Quality Central staff and are being forwarded to all regions.  A complete listing of requests and clarifications will be available on the CFC Online Manuals website: http://manuals.chfs.ky.gov/dcbs_manuals/DPP/index_dpp.asp.

Request #1: A question from the field has come up on the Courtesy Supervision SOP that the SRA's did.  Does this also apply to Kinship care cases? 
Clarification #1: The SRA's would like for the courtesy supervision policy to include Kinship Care cases as well.

Request #2: There is a discrepancy between SOP 3.2 (12) which states the SRA or designee gives approval as a resource home when there is a report of abuse, neglect or Domestic Violence and SOP 3.5 (3b) requires the SRA only. 

Clarification #2: SOP 3.5 (3b) has been revised to read SRA or designee.

Request #3: Revise the Aging Out Transitional Flow Chart to link to current SOP and related links.
Clarification #3: A revised Aging Out Transitional Flow Chart is now located in the Resource section of the DPP online manuals website and is linked to SOP 7E.2.8.

Request #4: We continue to receive numerous questions in relation to the date of eligibility for kinship care questions. In looking at the SOP, page 19, and item 10 - it is the last sentence that states the date of placement is the date of eligibility for benefits.  Is there some way you can either bold, italicize or highlight that statement.  They appear to be reading right over it.   Perhaps this would help make it clearer for all staff and alleviate some of the confusion. Also, procedural instructions for form KIM-78KC are not included.  Families Support prepared procedural instructions and they are in our manuals, but as P & P staff are the ones completing the forms, it might be helpful to give them access.

Clarification #4: SOP 7E.1.7(A), bullet  #10, the statement that details eligibility, as the date of placement is now bold, Italicized & underlined. The same statement has also been included under bullet # 8 of that same SOP. A link has been added to SOP 7E.1.7(A), after reference to the KIM-78KC to the procedural instructions for completing the form as provided by the Division of Family Support. 

Request #5: The Safety Net Assessment we have was revised 04/02 and has 2002 Federal Poverty Guidelines attached.  Do you have a revision newer than this? 

Clarification #5: The DPP-1020 Safety Net Assessment has been revised as of 02/04 with the 2004 HHS Federal Poverty Guidelines. The revised form is located in the form section of the DPP online manual website and is linked to SOP 1.4.6, Safety Net. 

Request #6: We need to get on the promulgation of SOPs under the new Cabinet's name. 

Clarification #6: The Cabinets name has been revised in all areas of SOP and related resources. The only area that is still under revision is the forms. Over the next couple of weeks, forms not incorporated by regulation and will be revised accordingly.  

Request #7: The medical passport has been revised as of 10/01/03 please add it to the website.
Clarification #7: The medical passport has been added to the resource section of the DPP online manual website and linked from SOP 7E.4.2-Medical Passport.

Request #8: Please add a link to the “Tip Sheet for Keyword Search” on the search screens of the DPP website.

Clarification #8: A link to the Tip Sheet has been added to the search screen and the advanced search screen.

Request #9: SOP 7C.4, provides a link to the Quick Reference Grid for P & P Case Planning.  The grid is in Publisher and only a few individuals in our region have publisher.  Without Publisher the Grid cannot be opened. 

Clarification #9: The Quick Reference Grid has been recreated as a word document. The link from 7C.4 has been corrected accordingly and the new Quick Reference Grid in word is located in the resource section of the DPP online manual website. 
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