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PROTECTION AND PERMANENCY TRANSMITTAL MEMORANDUM, 15-10

TO: 		Service Region Administrators
		Service Region Administrator Associates
		Service Region Clinical Associates
		Regional Program Specialists
		Family Services Office Supervisors

FROM:  	Tina Webb, Assistant Director
		Division of Protection and Permanency

[bookmark: _GoBack]DATE:   	July 2, 2015

SUBJECT:	Timely Initiation of Reports and Initiation and Documentation of 2nd Incidents

The purpose of this memorandum is to clarify two recurring issues regarding input of reports in TWIST and to inform staff of updates to SOP regarding initiation and documentation of 2nd incidents.   

1. Timeframe for initiation of reports:  
a. When a report is received by the centralized intake (CI) team, the initiation timeframe begins upon submission of the intake by the intake SSW.  

b. For reports received after business hours, CI data entry should reflect the on call dates, times and decision making.  The only exception is in situations where CI decides to accept a report that the on call supervisor did not.  If this occurs, the timeframe will begin when the intake worker submits the intake for approval.     

The following SOP sections have been revised to reflect this clarification: 
· 2.10 Initiating the Report;
· 20.1 Introduction to APS Investigation and Assessment; and 
· 27.3 Assessment, Documentation and Timeframes.

c. Receiving current information on intake pages:  When CI receives a report, all of the steps in the process are updated in real time.  This means that when the intake is submitted by the CI worker and then approved by the CI FSOS, the information is updated in TWIST immediately.  

Once the CI FSOS approves the intake, the report also populates to the investigative FSOS’s i-twist Home page, under the “My Pending Approvals” column, in real time.  The investigative FSOS receives an “Alert,” on their home page, indicating that they have received a new assignment.  
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It is important to note that if the FSOS is already on their Home page when the “Alert” is received, the information will not populate/update until the screen is refreshed using the refresh button as shown here: 

 [image: ]

2. Initiation and documentation of 2nd incidents: The following SOP sections have been updated to include content regarding initiation timeframes for 2nd incidents, as well as, where to document the details of these reports: 
· 2.10 Initiating the Report; and
· 20.1 Introduction to APS Investigation and Assessment.







If you questions regarding this memorandum, please contact: 

Lucie Estill, Child Protection Branch 
Lucie.estill@ky.gov
(502) 564-2136, ext. 3568
         
OR

Steve Fisher, Adult Protection Branch Manager
Steven.fisher@ky.gov
(502) 564-7043, ext. 3570
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