 (R.2/09)


DOCUMENTING MONTHLY CASEWORKER VISITS WITH

CHILDREN IN OUT OF HOME CARE

TIP SHEET

Caseworkers insure that visits with children in out of home care occur each and every calendar month the child is in OOHC and that the visits are documented timely in TWIST. 

1. Contact Type—Must be entered as either: 

· Face to Face initiated by the client, or

· Face to Face intiated by the worker.
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2.  Contact Location—Visits should occur in the child’s home, whenever possible.  The following location types are considered a home visit:

· Adoptive Home

· Detention Center

· Foster Home

· Group Home

· Home

· Hospital

· Independent Living

· Jail

· Other Agency

· Private Child Care Facility

· Relative (if a relative placement)

· Resource

· Shelter

· Treatment Facility
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3. Contact Individual—The SSW selects the child or children as part of the contact in the “Individual” field.

4. PCC/PCP Monthly Contacts—The SSW makes quarterly contact as required by SOP and documents those conacts in TWIST.  The SSW also enters PCC/PCP personnel monthly contacts with children in PCC/PCP placement as reported on the DPP-1294.  The SSW notes in the “comments” screen that: 

“Face to face contact with the child occurred as reported on the DPP—1294.”

5. Finalize Contacts—The contact must be finalized in TWIST to be counted in the federal submission.  After saving, the worker will click the “FINAL” button at the bottom of the “Contacts” screen.

6. Contact Frequency—In order to be compliant for the federal reporting period, the child must be visited by the caseworker every single calendar month.  To miss even one month, places the child out of compliance for the entire year.
7. Data Entry—Reports to monitor visits are run on the 15th of each month.  In order for a contact to be included in the report, it must be entered into TWIST contact screens following the above outlined steps by the 15th of the next month.

8. TWIST Management Reports—Three new management reports are being designed to target children that need a montly visit.

a. The “Caseworker Visits Anticipatory Report”:  A weekly report that identifies children needing a face to face visit in the current calendar month to assist staff in planning their monthly visits.  

b. TWS—W932S:  A weekly management report indicating the percentage of children who have had a face to face contact with their worker, identifiable by FSOS and SSW.

c. TWS—W932:  A weekly management report identifying all of the children who have been in OOHC for the FULL calendar month.  The report will indicate whether or not a face to face contact was documented in TWIST for that month.

d. TWS—M280S:  A monthly management report indicating the percentage of children who have had a face to face contact with their worker, identifiable by FSOS and SSW.  It reports face to face contacts cumulatively over a 12 month period.

e. TWS—M280:  A monthly management report identifying all of the children who have been in OOHC for the full calendar month.  The report will indicate whether or not a face to face contact was documented in TWIST for that month.  It reports face to face contacts cumulatively over a 12 month period.




select the child or multiple children to be included in the contact








see list above








Face to Face—Initiated by…








