(R. 3/16)

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 once every calendar month for every month the child is in OOHC and that the visits are documented timely in TWIST. 
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Contact Date and Individuals—The SSW enters the contact date, and selects the child or children by clicking the appropriate check box on the “Case Individuals” screen. 
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Contact Type—Choose “Face to Face” for face to face visits with the child.

3. Contact Location—Visits should occur in the child’s home, whenever possible.  The following location types are the only values on the screen shot that are considered a home visit: 

	· Child/Youth Placement Location
	· Home/Residence
	· Jail/Detention




           Note that:

· When a child is temporarily residing in a hospital or psychiatric residential treatment facility (PRTF), the worker should use the “Child/Youth Placement Location” value for visits made to the child in that location, because this is the child’s residence at the time of the visit.  

· The “Medical/Mental Health/Treatment Facility” value should be used when the visit occurs at doctor’s office , counseling appointment, etc. 
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4. PCC/PCP Monthly Contacts—The SSW makes quarterly contact as required by SOP and documents those conacts in TWIST.  
When a contact is entered into the PCC Tracking Module and saved, it is automatically imported into the contact screensn for the TWIST case.  The SSW does not have to enter the contact from the DPP-1294.   

5. Out of State Placement---The SSW uses progress reports, collected at least every six (6) months, from a caseworker for the state agency where the placement is located or from the placement provider.  These progress reports are used to document monthly face to face contact and the child’s progress toward case plan goals, objectives and tasks.  The SSW enters details of a face to face contact into the case, only when a progress report is received from the out of state worker.

6. Finalize Contacts—The contact must be finalized in TWIST to be counted in the federal submission.  The worker will be able to finalize the contact only after all required information has been entered.  After saving, the worker will click the “FINAL” button at the bottom of the “Contacts” screen.
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7. Contact Frequency—In order to be compliant for the federal reporting period, the child must be visited by the caseworker once each calendar month.

8. 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.

9. TWIST Management Reports—The five management reports below are designed to target children that need a monthly 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.

10. AWOL Youth-The SSW documents in contacts all attempts to locate a missing child, but does not list the attempts as face to face visits if a face to face visit did not occur.  Attempts to locate a child should occur on an ongoing basis and there should be effort to locate a missing child at least monthly.   
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