Case Naming Protocol TIP Sheet
1. Enter all case names under the mother’s name unless:  

· The children are in the permanent custody of another relative or other person.  This is the home that will receive services and reunification efforts as necessary.  If appropriate, the non-offending parent(s) or other relatives may be given an opportunity to serve as a placement and/or participate in case planning.  If appropriate, permanent custody may be granted to the non-offending parent(s) or other relative.
· The children are residing with the father, and the father has primary custody.  This is the home that will receive services and reunification efforts as necessary.  If appropriate, the non-offending parent or other relatives may be given an opportunity to serve as a placement and participate in case planning.  If appropriate, permanent custody may be granted to the non-offending parent(s) or other relative.
· The allegations are subject to a specialized investigation.   The referral is entered in the name of the perpetrator, and the facility should be entered into the resource screens.  (SOP 7B.8 Specialized Investigations)
· The child is an abandoned infant subject to “safe infant” case protocol.  Children subject to “safe infant” protocol will not necessarily be identifiable by a parent’s name.  The case must be entered in the child’s name:  Baby Doe or Baby Unkn.  Once the child is named, the individual screen can be updated.  If the parents are identified at some point prior to TPR, the case can be updated and the case name can be reassigned.  (SOP 7K Service Provisions for Safe Infants)
2. Regardless of the phase of the case (intake, investigative, or ongoing), avoid duplicate individuals and duplicate cases by conducting an effective search in TWIST :

· Identify all household members;

· Whenever possible, obtain the date of birth and Social Security Number for all household members;
· Use the “Individual Search/Summary” screens to search for existing cases.  These screens were created to search for individual information.  (Link to TWIST TIP #78)

· Broaden search terms as necessary.  Searching on multiple fields at once actually narrows your search results.  Search by one TWIST field at a time. 
· Consider the possibility of nicknames, alternate spellings, maiden names, and filials that may affect search results.  Modify search terms appropriately.
· Update individual information screens as necessary.  Do not add a new individual to a case unless there is actually a new individual.  (Link to TWIST TIP #70 Individual Information Screens) 

· Merge individuals as necessary.  Do not duplicate an individual even in a new case.  (Link to TWIST TIP #73 Individual Merge With Different Names)
3. New referrals are merged into the appropriate case at intake as appropriate.  Avoid creating a new case unless it is actually a new case. 
4. Merge investigative cases with previously open cases to insure that the family’s unique history is united in one case.  (Link to TWIST TIP #95 Case Merge)
5. Use the merge functions judiciously:  merged individuals and cases cannot be separated.

6. The SSW maintains awareness of historical information and documents historical case information as necessary.  By entering cases in the mother’s name, it is possible that perpetrators may be listed in multiple cases.  The SSW can quickly search for a perpetrator’s history of substantiations using the “Victim/Perpetrator Search” screens in TWIST.  The SSW can highlight and paste one row at a time into a Word table or Excel document that can be copied and pasted into a new document such as a court report or as CQA content.  (Link to TWIST TIP: Victim/Perpetrator Search)

7. The case manager is responsible for the accuracy of the case information.  Case deletes are not an appropriate strategy to cope with a failure to search for individual history in any phase of the case.  
