District II Practice Improvement Tip

Documenting Quality CPS Specialist Visits with Children, Parents and Out-of-Home (OOH) Providers
While documentation is sometimes perceived to be unimportant and taking away from the work of child protection, the quality of one’s documentation often dictates case 
decision making for years to come.  It is important for the CPS Specialist to remember that they are chronicling the story of the family’s involvement in the child welfare
system and the information is likely to be used in the future by CPS Specialists, the courts, supervisors, and the family. 
For Monthly Visits in Ongoing cases, In-Home cases, and Investigation cases open for more than 30 days, discuss and/or document the following:
	For Children
	For Parents
	For OOH Providers

	- Date, time and location of the visit

- Who was present

- Assess for safety

- Education, extracurricular activities and developmental 
  progress

- Social activities/peer relationships

- Behavior changes observed in the child

- Services available or being provided to the parents, child            

  and caregiver

- Parent and sibling visitation

- Invite and inform of up coming meetings and hearings

- Case plan goal and tasks (age 6 & over) – remember to 

  involve the child in the planning

- Information regarding relatives and other important 
  persons the child would like to have contact with
- Reasons for initial or continued placement

- Roles and responsibilities of all service team members

- Assess the child & caregiver’s adjustments to each other
- Medical, dental and mental health issues
	- Date, time and location of the visit

- Who was present

- Information on the well being and status of the child

- Reasons for initial or continued placement

- Roles and responsibilities of all service team members

- Visitation with the children

- Services available or being provided to the parents, child 

  and caregiver

- Invite and inform of up coming meetings and hearings

- Case plan goal and tasks – remember to involve the 

  parent in the planning

- Progress & barriers towards achieving permanency goals

- Significant changes in risk to the child or the family’s 

  situation

- Information regarding relatives and other important  

  persons
- Education, extracurricular activities and developmental 

  progress

- Medical & mental health issues (for the parent and child)
	- Date, time and location of the visit

- Who was present

- Assess the OOH provider’s ability to meet the child’s 

  needs

- Parent and child visitation

- OOH provider interactions with the birth family

- Services and support for the child to promote his/her well 

  being

- Needed services and supports to maintain the caregiver’s 

  ability to care for the child

- Invite and inform of up coming meetings and hearings

- Review and update the child’s placement packet

- Review case plan goal and tasks involving the child

- Assess the safety of the physical environment

- Recent medical, dental and mental health appointments 

  and issues 

- Current medications
- Education, extracurricular activities and developmental 

  progress


For Initial Visits in Investigation Cases, discuss and/or document the following:
	For Children
	For Parents

	- Date, time and location of the visit               - Who was present      - ICWA
-Who the child lives with                                -Assess for safety       -Specific allegations
-Consequences at home                                   -Rules at home           -Safety of the home
-Involve the child in service/case planning:    -Observe child’s body for

 What does your family need help with?           bruises/scratches/marks  

-Have the police been to the home?                -Drug/alcohol use in the home/by
-Is the child ever afraid at home?                     family members 

-Is the child ever home alone?                        -Has the child been sexually abused?

-Observation about child’s behavior               -Medical, dental & mental health issues    

 during interview                                             -Education
	- Date, time and location of the visit                -Drug/alcohol use

- Who was present Provide PAC518               -Mental health issues

- Inform parent of their rights including          -Support system

  the right to not speak with investigator         -Education

-Specific allegations                                        -PCP and health coverage for children
-Rules for children                                           -Employment/ Benefits
-Consequences for children                             -ICWA
-Criminal history                                              -Verify DOBs and SSNs
-DV History                                                     -Verify marriage/divorce dates
-Review, sign and provide PS045                   -Provide parent with community resource list


A quality CPS Specialist and child visit includes time alone with the child who is older than an infant.  This allows the child to speak freely with the Specialist about things s/he may not feel comfortable talking about in front of others.  Include in your documentation of the child visit if you spent time with the child alone.

Remember, it is not enough to complete thorough visits with children, parents, and out-of-home providers - you must also thoroughly document the contact.  Document the information exchanged and your observations of the child, parent, and/or out-of-home provider in behavioral terms using a professional writing style.  Make sure to leave out your personal opinions, but do include the information that is your professional judgment or fact.
