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SAFETY PLANNING

FUNCTIONALITY ADDRESSED:

= This guide outlines the steps to perform key tasks related to documenting a Safety Plan within
the FSFN application.

LEARNING OBJECTIVES:
Upon completion of this course, the student will demonstrate the ability to:
= Create a Safety Plan.
= Document Safety Considerations.
= Document Safety Actions.
= Associate a Provider with a needed Service.
= Create and document an Out of Home Plan.

=  Terminate an Out of Home Plan.
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

SAFETY PLANNING

= Click Create > Casework from the
Utilities menu.

The Create Casework page can also
be accessed by selecting the Create
Casework command button on the
banner.

CREATE CASEWORK PAGE OPENS

= Select Safety Plan from the
Planning icon dropdown.

= Select the appropriate Case from
the Cases group box.

= Select the Create button.

The Safety Plan is at the case level;
therefore, the Case Participants group
box will be grayed out and disabled.

If an ‘'Ongoing’ Safety Plan already
exists for the selected case, a pop-up
message will be displayed informing
the user that an ongoing plan already
exists, and if a new one is created,
the ongoing plan will become
historical. If the user selects “Yes” on
the edit message prompt, the ongoing
plan will be copied to the new plan,
which will then be user-editable.

If a ‘Pending’ Safety Plan already
exists for the selected case, a pop-up
message will be displayed informing
the user that a pending Safety Plan
already exists and must be accessed
from the desktop.

SAFETY PLAN WINDOW

<2l Safety Plan - Microsoft Internet Explorer

- ~fa £ ~ o F [ e
SAFETY CONSIDERATIONS TAB Florida Sate Families Nerwork: O © 0
Case Mame: Azzessment, Gary Casellr 10056 Effective Date: 00/00,/0000
Worker: Carn, Conn Status: Penciing
Safety Factor Description
Describe safety concerns that would pose immediste or serious harm or threats of harm. Consider factors that pertain to child vwinerabilities,
protective capacties and signs of immediate or emerging danoer.
Considerations
The parertsidegsl custodian are wiling for services to be provided and will cooperate with service providers * wes (7 Mo
The home environment is calm and stsble enoush for services to ke provided and for the service providers to be in the home & ves Mo
zafsly
Safety Actions that control all of the conditions atfecting safety can be immedistely put in place. * ves Mo
ParentiLegal custodian resides in the home. * ves (7 Mo
Ontons: 8 c- | ENETE
&) Dore & Local intranet
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

SAFETY PLAN WINDOW
SAFETY CONSIDERATIONS TAB

= Enter information in the text field,
within the Safety Factor
Description group box, with the
qualifier ‘Describe safety
concerns that would pose
immediate or serious harm or
threats of harm. Consider factors
that pertain to child vulnerabilities,
protective capacities and signs of
immediate or emerging danger.’

= Select the appropriate ‘Yes’ or
‘No’ radio button for safety
considerations.

The default tab of the Safety Plan
page is the Safety Considerations tab.

The radio buttons, within the
Considerations group box, default to
‘Yes’.

If the user answers ‘No’ to any of the
four statements in the Considerations
group box, a pop-up message will be
displayed for the user informing
him/her that the child may be unsafe
and may require additional safety
interventions including out of home
placement.

This does not prevent the user or
supervisor from approving the Safety
Plan.

SAFETY PLAN WINDOW
SAFETY ACTIONS TAB

2} Safety Plan - Microsoft Internet Explorer

Safety Plan
Describe the specific safety actions to be taken. For each sction include the person responsible for the action, when the action will occur,
duration, frequency, and person responsible for monitoring the safety plan.

= 2Ffa £33 = o F - I E

Florida Sare fanmilies Nerwork: A B )6
Caze Mame: Azzessment, Gary Caze |D: 10036 Eftective Date: 00/00/0000
Warker: Caorn, Conn Status: Pencing

and increasing protective capacities.

Describe how these specific actions provide protection from immediste danger of serious harm, for each child, thus decreasing child vulinerability

Al needed services exist.
Meeded servicesiroviders are currently available st leveltime required.

Safety Resowrces
Setvice
Category:

&+ Wes i Mo

 Yes & o

¥ | Freguency:

Service N

Type: Begin Date: 0000/0000 A
o g | e
@'] Done = \3 Local intranet

SAFETY PLAN WINDOW
SAFETY ACTIONS TAB

= Enter information in the text field,
within the Safety Plan group box,
with the qualifier ‘Describe the
specific safety actions to be taken.

The two text fields, within the Safety
Plan group box, are for the user to
justify why the child can safely remain
in the home while receiving services,
what actions are being taken, and
also which person(s) have
responsibility.
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

SAFETY PLAN WINDOW
SAFETY ACTIONS TAB (CONTINUED)

= For each action include the person
responsible for the action, when
the action will occur, duration,
frequency, and person responsible
for monitoring the Safety plan.

=  Enter information in the text field,
within the Safety Plan group box,
with the qualifier ‘Describe how
these specific actions provide
protection from immediate danger
of serious harm, for each child,
thus decreasing child vulnerability
and increasing protective
capacities’.

= Select the appropriate ‘Yes’ or ‘No’
radio buttons indicating if all
needed services exist, and if the
needed services/providers are
currently available at the level/time
required.

= Select the Insert button, within the
Safety Resources group box, to
document needed services.

= Select the Search hyperlink to
launch the Provider Search page.

= Search for and select the
associated provider.

= |f the Provider is not returned, and
does not already exist in the FSFN
database, enter the name of the
provider in the ‘Other Provider’
text field.

Please refer to the Search User
Guide.

= Once all fields have been
completed, select the Safety
Considerations tab, and select
Approval from the Options
dropdown to submit the Safety
Plan for approval to the
supervisor. (See Approval User
Guide.)

The radio buttons, for the two
statements that fall between the
Safety Plan and Safety Resources
group boxes, default to ‘Yes'.

If the user answers ‘No’ to either of
the two statements that fall between
the Safety Plan and Safety Resources
group boxes, a pop-up message will
be displayed for the user informing
him/her that the child may be unsafe
and may require additional safety
interventions including out of home
placement. However, this does not
prevent the user or supervisor from
approving the Safety Plan.

The user can select the Insert button
more than once to document multiple
needed services, with the ability to
associate a provider with each
service.

If the user inserts more rows than
needed, within the Safety Resources
group box, he/she can select the
associated Delete hyperlink to
remove the row.

The Approval process is with the
Safety Plan page. Until the Safety
Plan is approved, the Effective Date
will not be populated and the Status
will remain ‘Pending’. Once approved,
the Status will update to ‘Ongoing’. If
made historical, through the creation
of a new Safety Plan for the same
case, the Status will update to
‘Historical’.

Safety Plans cannot be terminated.

The Safety Plan template is launched
from the Safety Actions tab.
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SAFETY PLANNING - OUT OF HOME PLAN

FUNCTIONALITY ADDRESSED:

= This guide outlines the steps to perform key tasks related to documenting an Out of Home Plan
within the FSFN application.

LEARNING OBJECTIVES:
Upon completion of this course, the student will demonstrate the ability to:
= Create an Out of Home Plan
= Document Placement Considerations
= Document Special Requirements
= Associate the Provider with whom the child is or will be placed

= Document Placement Study
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

SAFETY PLANNING

= Click Create > Casework from the

Utilities menu.

The Create Casework page can also
be accessed by selecting the Create
Casework command button on the
banner.

CREATE CASEWORK PAGE OPENS

= Select Out-of-Home Plan from the

Planning icon dropdown.

= Select the appropriate Case from

the Cases group box.

=  Select the appropriate Case
Participant from the Case
Participants group box.

= Select the Create button.

The Out of Home Plan is at the
participant level; therefore, a case
participant must be selected in order
to create the Out of Home plan page.

If an ‘Ongoing’ Out of Home Plan
already exists for the selected case
participant, a pop-up message will be
displayed informing the user that an
ongoing plan already exists.

If a new Out of Home Plan is
created, the ongoing plan will
become historical. If the user selects
“Yes” on the edit message prompt,
the ongoing plan will be copied to the
new plan, which will then be user-
editable.

If a ‘Pending’ Out of Home Plan
already exists for the selected case
participant, a pop-up message will be
displayed informing the user that a
pending Out of Home Plan already
exists and must be accessed from
the desktop.

OuT OF HOME PLAN PAGE OPENS
PLACEMENT CONSIDERATIONS TAB

2l Out of Home Plan - Microsoft Internet Explorer

Special Requirements

Siblings
Iz thiz child an only child?.

Thiz placemert involves the separation of siblings?
If yes ensure that Separated Siblings Staffing occurs.

Placement Setting

I Child can function within a family setting

I Child meets specislized care criteria.

I™ RelstiveMon-Relatives are sutable and availsble

I Placement invohves ICPC.

Options: b m

= F2fa F3 o o F [ " E
Horida Sareramilies Network: (A O
Plan Information
Casze Mame:  Gary Assessment Casze | 10056 Eftective Date:
Child Mame: Gail Azsessment Worker: Corn, Conn Status: Pending

Placement Safety

& ves O g

®ves O no

[ Child can best be served by a group setting
I Chile is an American Indian child s defined by the Indian Child Welfare Act
I Tribal representstive notified

Date notified by mail

@'] Done

=] &3 Local intranet
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OuT oF HOME PLAN PAGE OPENS
PLACEMENT CONSIDERATIONS TAB

Select the appropriate ‘Yes’ or ‘No’
radio buttons indicating if the child
is an only child, and if the
placement involves the separation
of siblings.

Select the Safety Actions tab.

Select any checkboxes that apply,
regarding the Placement Setting.

Enter the Date Notified by Mall, if
the ‘Tribal Representative Notified’
checkbox is selected.

Select the Special Requirements
tab.

The default tab of the Out of Home
Plan page is the Placement
Considerations tab.

The radio buttons, within the Siblings
group box, default to ‘Yes'.

If the ‘Child is an American Indian
child as defined by the Indian Child
Welfare Act’ checkbox is selected,
the ‘Tribal Representative Notified’
checkbox will be enabled.

In addition, if the ‘Child is an
American Indian child as defined by
the Indian Child Welfare Act’
checkbox is selected, a pop-up edit
message will be displayed for the
user informing him/her to complete
the ICWA Placement Provider
options on the Special Requirements
Tab.

If the ‘Tribal Representative Notified’
checkbox is selected, the ‘Date
Notified by Mail’ date field will
become enabled and required.

OuT OF HOME PLAN WINDOW
SPECIAL REQUIREMENTS TAB

2 Out of Home Plan - Microsoft Internet Explorer

Florida Sare Famiilies Network

Plan Information
Caze Mame:  Mather Barrowes Caze ID: 10350

Chiled Marme: Baby Barrowws Worketr: Conn Corn Status: Pending

Special Requirements Placement Safety

General Information

Print S, | Audit B | SpellCheck ) Help 7

Effective Date:

Describe the action taken to determine whether
child meets the requirements of the Indian Child
Wgltare Aot

If placement is not in close proximity to the child's
home and the child has kesn remaoved from hisher
=chool district explain swhy the placement outside
the child's community was necessary

Provider hame:

Search

Provider Address:  Street: Apt:
City: State: Zip o
ICWA Placement Provider Options:
Preferred Ayailable Selected
hember of the Indian child's extended family I r I
E;ﬁ;z :iruu;n: licensed, approved or specified by Indian | r | -
Options Go Swe | Close |
&] Done D Internet
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

SPECIAL REQUIREMENTS TAB

= Enter information in the text field,
within the General Information
group box, with the qualifier
‘Describe the action taken to
determine whether child meets the
requirements of the Indian Child
Welfare Act’.

= Enter information in the text field,
within the General Information
group box, with the qualifier ‘If
placement is not in close proximity
to the child's home, and the child
has been removed from his/her
school district explain why the
placement outside the child's
community was necessary’.

= Select the Search hyperlink to
launch the Provider Search page.

= Search for and select the provider
with whom the child is or will be
placed.

= |f the Provider is not returned, and
does not already exist in the FSFN
database, this field will remain
blank.

For more information on the
Provider Search page, please
refer to the Search User Guide.

= |f the Child is an American Indian
child as defined by the Indian
Child Welfare Act, enter the
necessary information in the ICWA
Placement Provider Options group
box.

The two text fields, within the
General Information group box, are
for the user to indicate the necessary
steps have been taken to determine
whether the child meets the
requirements of the Indian Child
Welfare Act, as well as, justify why
the child was or will be placed
outside the child’s community, if the
placement is not in close proximity to
the child’s home, and the child has
been removed from his/her school
district.

Within the ICWA Placement Provider
Options group box, the user will
document the Preferred Provider for
each of the placement provider
options, the Selected Provider for
each of the placement provider
options, and if the provider is
available.

The Out of Home Plan template is
launched from the Special
Requirements tab.
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS | NOTES

OuT OF HOME PLAN WINDOW
PLACEMENT SAFETY TAB

2 Qut of Home Plan - Microsoft Internet Explorer, g@g‘
Florida Sareramilies Networkc ‘B | put B %y ) Heb 7 |
Plan Information
Caze Mame:  intake madlnm. Amy Testing Casze |D: 10236 Etffective Date:
Childd Matme: creste test Worker: Corn, Conn Status: Pending

Special Reguirements |

Placement Provider Knowledge/Skills Options A

Do the placement praviders need to acquire any special skils or knowledge to meet the needs of the child and handle the & ~
kehaviors of this child in & safe manner? Yes Mo

Describe:

Other Residents inthe Placement Setting

Di behaviors of others in the placement setting present & concarn for the child's safety?  oves @ g

= Sexually Abusive or Re-active

& & [
Aggressive Behaviors? Beheiora?
Cther Behaviors (Mental Heath, Animal Cruslty, Substance Abuse, Fire Setting, etc) o [cd
Do behaviors of this child present & concern for the satety of others inthe placement setting?  ves O o
Aguressive BehaviorsT - I Sexually Abusive or Re-active - &
Behaviors?
Cther Behaviors (Mental Health, Animal Cruety, Substance Abuse, Fire Setting, etc) [ [cd
it i b
&] Dane S Lacal intranet

PLACEMENT SAFETY TAB

= Select the Placement Safety tab.

= Select the appropriate ‘Yes/No’
radio button for the question ‘Do
the placement providers need to
acquire any special skills or
knowledge to meet the needs of
the child and handle the behaviors
of the child in a safe manner'?’

= Enter information in the ‘Describe’
text field, within the Placement
Provider Knowledge/Skills Options
group box, associated with the
guestion above.

= Select the appropriate ‘Yes/No’
radio buttons for each of the
statements/questions, within the
‘Other Residents in the Placement
Setting’ group box.

= Enter information in the text field,
within the ‘Other Residents in the
Placement Setting’ group box, with
the qualifier ‘Describe safety
concerns that would pose
immediate or serious harm or
threats of harm’.

= Enter information in the text field,
within the ‘Plan for Safety’ group
box, with the qualifier ‘Describe

The radio button for the question, ‘Do
the placement providers need to
acquire any special skills or
knowledge to meet the needs of the
child and handle the behaviors of the
child in a safe manner?’ defaults to
‘No'.

The ‘Describe’ text field becomes
required if the ‘Yes’ radio button is
selected for ‘Do the placement
providers need to acquire any special
skills or knowledge to meet the
needs of the child and handle the
behaviors of the child in a safe
manner?’

The radio buttons, for each of the
statements/questions, both primary
and subset, within the ‘Other
Residents in the Placement Setting’
group box, default to ‘No’.

If the “Yes’ radio button is selected
for the primary questions, within the
‘Other Residents in the Placement
Setting’ group box, the subset of
guestions will become enabled.

If the “Yes' radio button is selected
for any of the questions, both primary
and subset, the associated text field
with the qualifier ‘Describe safety
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FSFEN PAGE/ACTION

TASK DESCRIPTION/NAVIGATION STEPS

NOTES

PLACEMENT SAFETY TAB CONTINUED

the specific safety actions to be
taken. For each action include the
person responsible for the action,
when the action will occur,
duration, frequency, and person
responsible for monitoring the
safety plan’.

= Select any of the six checkboxes
that apply, within the ‘Plan for
Safety’ group box, which indicate
what will be provided or will occur
to ensure safety.

®=  Once all fields have been
completed, select the Placement
Considerations tab, and select
Approval from the Options
dropdown to submit the Out of
Home Plan for approval to the
supervisor.

For more information on the approval
process, please see the Approval
User Guide.

concerns that would pose immediate
or serious harm or threats of harm,’
becomes required.

The Approval process is associated
with the Out of Home Plan page.

Until the Out of Home Plan is
approved, the Effective Date will not
be populated and the Status will
remain ‘Pending’.

Once approved, the Status will
update to ‘Ongoing’.

If terminated, the Status will update
to ‘Terminated’.

If made historical, through the
creation of a new Out of Home Plan
for the same case participants, the
Status will update to ‘Historical'.
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SAFETY PLANNING: TERMINATE PLAN

FUNCTIONALITY ADDRESSED:

= This guide outlines the steps to perform key tasks related to documenting an Out of Home Plan
within the FSFN application.

LEARNING OBJECTIVES:
Upon completion of this course, the student will demonstrate the ability to:

=  Terminate an Out of Home Plan
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SAFETY PLANNING
DESKTOP MENU

= (Click ‘Cases’ Case Folder icon >
Planning icon > select the
hyperlink for the appropriate
‘Ongoing’ Out of Home Plan.

Select an Out of Home Plan that has
already been approved and has a
Status of ‘Ongoing.’

OuT OF HOME PLAN PAGE

= Select ‘Terminate Plan’ from the
Options dropdown.

The ‘Terminate Plan’ selection is only
available for the Options dropdown if
the Status of the plan is ‘Ongoing

TERMINATE PLAN PAGE

= Select the appropriate reason
why the plan is no longer
required.

= Select Approval from the Options
dropdown to submit the
termination of the Out of Home
Plan to the supervisor.

For more information on the Approval
Process, please see the Approval
User Guide.

If ‘Other’ is selected as the reason the
plan is no longer required, the ‘Other
Reason Plan is no Longer Required’
text field becomes enabled and
required.

The Approval process is associated
with the Terminate Plan page. Until
the termination of the plan is
approved, the Status will remain
‘Ongoing.” Once approved, the
Status will update to ‘Terminated.’

TERMINATE PLAN PAGE

‘A Terminate Plan -- Web Page Dialog

Florida Sare Famifies Network

print & Audt B Spe

Plan Termination
Reaszon Plan is no Longer Recuired: | ~ |
Cther Reason Plan is no Longer I
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	Safety Planning 
	Functionality Addressed: 
	 This guide outlines the steps to perform key tasks related to documenting a Safety Plan within the FSFN application.  
	Learning Objectives: 
	Upon completion of this course, the student will demonstrate the ability to:  
	 Create a Safety Plan. 
	 Document Safety Considerations. 
	 Document Safety Actions. 
	 Associate a Provider with a needed Service. 
	 Create and document an Out of Home Plan. 
	 Terminate an Out of Home Plan. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	FSFN Page/Action
	Task Description/Navigation Steps
	Notes
	Safety Planning
	 Click Create > Casework from the Utilities menu.
	The Create Casework page can also be accessed by selecting the Create Casework command button on the banner.
	Create Casework page opens
	 Select Safety Plan from the Planning icon dropdown. 
	 Select the appropriate Case from the Cases group box. 
	 Select the Create button.
	The Safety Plan is at the case level; therefore, the Case Participants group box will be grayed out and disabled. 
	If an ‘Ongoing’ Safety Plan already exists for the selected case, a pop-up message will be displayed informing the user that an ongoing plan already exists, and if a new one is created, the ongoing plan will become historical. If the user selects “Yes” on the edit message prompt, the ongoing plan will be copied to the new plan, which will then be user-editable. 
	If a ‘Pending’ Safety Plan already exists for the selected case, a pop-up message will be displayed informing the user that a pending Safety Plan already exists and must be accessed from the desktop.
	Safety Plan window 
	Safety Considerations tab 
	  
	 
	Safety Plan window 
	Safety Considerations tab
	 Enter information in the text field, within the Safety Factor Description group box, with the qualifier ‘Describe safety concerns that would pose immediate or serious harm or threats of harm. Consider factors that pertain to child vulnerabilities, protective capacities and signs of immediate or emerging danger.’ 
	 Select the appropriate ‘Yes’ or ‘No’ radio button for safety considerations.
	The default tab of the Safety Plan page is the Safety Considerations tab. 
	The radio buttons, within the Considerations group box, default to ‘Yes’. 
	If the user answers ‘No’ to any of the four statements in the Considerations group box, a pop-up message will be displayed for the user informing him/her that the child may be unsafe and may require additional safety interventions including out of home placement.  
	This does not prevent the user or supervisor from approving the Safety Plan.
	Safety Plan window 
	Safety Actions tab
	  
	Safety Plan window 
	Safety Actions tab 
	 
	 
	 
	 
	 
	 
	 
	 
	Safety Plan window 
	Safety Actions tab (continued) 
	 
	 Enter information in the text field, within the Safety Plan group box, with the qualifier ‘Describe the specific safety actions to be taken. 
	 
	 
	 
	 
	 For each action include the person responsible for the action, when the action will occur, duration, frequency, and person responsible for monitoring the Safety plan. 
	 Enter information in the text field, within the Safety Plan group box, with the qualifier ‘Describe how these specific actions provide protection from immediate danger of serious harm, for each child, thus decreasing child vulnerability and increasing protective capacities’. 
	 Select the appropriate ‘Yes’ or ‘No’ radio buttons indicating if all needed services exist, and if the needed services/providers are currently available at the level/time required. 
	 Select the Insert button, within the Safety Resources group box, to document needed services. 
	 Select the Search hyperlink to launch the Provider Search page. 
	 Search for and select the associated provider. 
	 If the Provider is not returned, and does not already exist in the FSFN database, enter the name of the provider in the ‘Other Provider’ text field. 
	Please refer to the Search User Guide. 
	 Once all fields have been completed, select the Safety Considerations tab, and select Approval from the Options dropdown to submit the Safety Plan for approval to the supervisor. (See Approval User Guide.)
	The two text fields, within the Safety Plan group box, are for the user to justify why the child can safely remain in the home while receiving services, what actions are being taken, and also which person(s) have responsibility. 
	 
	 
	The radio buttons, for the two statements that fall between the Safety Plan and Safety Resources group boxes, default to ‘Yes’. 
	If the user answers ‘No’ to either of the two statements that fall between the Safety Plan and Safety Resources group boxes, a pop-up message will be displayed for the user informing him/her that the child may be unsafe and may require additional safety interventions including out of home placement. However, this does not prevent the user or supervisor from approving the Safety Plan. 
	The user can select the Insert button more than once to document multiple needed services, with the ability to associate a provider with each service. 
	If the user inserts more rows than needed, within the Safety Resources group box, he/she can select the associated Delete hyperlink to remove the row. 
	The Approval process is with the Safety Plan page. Until the Safety Plan is approved, the Effective Date will not be populated and the Status will remain ‘Pending’. Once approved, the Status will update to ‘Ongoing’. If made historical, through the creation of a new Safety Plan for the same case, the Status will update to ‘Historical’. 
	Safety Plans cannot be terminated. 
	The Safety Plan template is launched from the Safety Actions tab. 
	 
	 
	 
	 
	 
	Safety Planning - Out of Home Plan 
	Functionality Addressed: 
	 This guide outlines the steps to perform key tasks related to documenting an Out of Home Plan within the FSFN application.  
	Learning Objectives: 
	Upon completion of this course, the student will demonstrate the ability to:  
	 Create an Out of Home Plan 
	 Document Placement Considerations 
	 Document Special Requirements  
	 Associate the Provider with whom the child is or will be placed  
	 Document Placement Study 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	FSFN Page/Action
	Task Description/Navigation Steps
	Notes
	Safety Planning
	 Click Create > Casework from the Utilities menu.
	The Create Casework page can also be accessed by selecting the Create Casework command button on the banner.
	Create Casework page opens
	 Select Out-of-Home Plan from the Planning icon dropdown. 
	 Select the appropriate Case from the Cases group box. 
	 Select the appropriate Case Participant from the Case Participants group box. 
	 Select the Create button.
	The Out of Home Plan is at the participant level; therefore, a case participant must be selected in order to create the Out of Home plan page. 
	If an ‘Ongoing’ Out of Home Plan already exists for the selected case participant, a pop-up message will be displayed informing the user that an ongoing plan already exists. 
	If a new Out of Home Plan is created, the ongoing plan will become historical. If the user selects “Yes” on the edit message prompt, the ongoing plan will be copied to the new plan, which will then be user-editable. 
	If a ‘Pending’ Out of Home Plan already exists for the selected case participant, a pop-up message will be displayed informing the user that a pending Out of Home Plan already exists and must be accessed from the desktop.
	Out of Home Plan page opens Placement Considerations tab
	 
	Out of Home Plan page opens Placement Considerations tab
	 Select the appropriate ‘Yes’ or ‘No’ radio buttons indicating if the child is an only child, and if the placement involves the separation of siblings. 
	 Select the Safety Actions tab. 
	 Select any checkboxes that apply, regarding the Placement Setting. 
	 Enter the Date Notified by Mail, if the ‘Tribal Representative Notified’ checkbox is selected. 
	 Select the Special Requirements tab.
	The default tab of the Out of Home Plan page is the Placement Considerations tab. 
	The radio buttons, within the Siblings group box, default to ‘Yes’. 
	If the ‘Child is an American Indian child as defined by the Indian Child Welfare Act’ checkbox is selected, the ‘Tribal Representative Notified’ checkbox will be enabled. 
	In addition, if the ‘Child is an American Indian child as defined by the Indian Child Welfare Act’ checkbox is selected, a pop-up edit message will be displayed for the user informing him/her to complete the ICWA Placement Provider options on the Special Requirements Tab. 
	If the ‘Tribal Representative Notified’ checkbox is selected, the ‘Date Notified by Mail’ date field will become enabled and required.
	Out of Home Plan window 
	Special Requirements tab
	  
	 
	 
	Special Requirements tab  
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Enter information in the text field, within the General Information group box, with the qualifier ‘Describe the action taken to determine whether child meets the requirements of the Indian Child Welfare Act’. 
	 Enter information in the text field, within the General Information group box, with the qualifier ‘If placement is not in close proximity to the child's home, and the child has been removed from his/her school district explain why the placement outside the child's community was necessary’. 
	 Select the Search hyperlink to launch the Provider Search page. 
	 Search for and select the provider with whom the child is or will be placed. 
	 If the Provider is not returned, and does not already exist in the FSFN database, this field will remain blank. 
	For more information on the Provider Search page, please refer to the Search User Guide. 
	 If the Child is an American Indian child as defined by the Indian Child Welfare Act, enter the necessary information in the ICWA Placement Provider Options group box.
	The two text fields, within the General Information group box, are for the user to indicate the necessary steps have been taken to determine whether the child meets the requirements of the Indian Child Welfare Act, as well as, justify why the child was or will be placed outside the child’s community, if the placement is not in close proximity to the child’s home, and the child has been removed from his/her school district. 
	Within the ICWA Placement Provider Options group box, the user will document the Preferred Provider for each of the placement provider options, the Selected Provider for each of the placement provider options, and if the provider is available. 
	The Out of Home Plan template is launched from the Special Requirements tab. 
	 
	 
	 
	 
	Out of Home Plan window 
	Placement Safety tab 
	 
	Placement Safety tab 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	Placement Safety tab continued 
	 
	 
	 
	 Select the Placement Safety tab. 
	 Select the appropriate ‘Yes/No’ radio button for the question ‘Do the placement providers need to acquire any special skills or knowledge to meet the needs of the child and handle the behaviors of the child in a safe manner’?’ 
	 Enter information in the ‘Describe’ text field, within the Placement Provider Knowledge/Skills Options group box, associated with the question above. 
	 Select the appropriate ‘Yes/No’ radio buttons for each of the statements/questions, within the ‘Other Residents in the Placement Setting’ group box. 
	 Enter information in the text field, within the ‘Other Residents in the Placement Setting’ group box, with the qualifier ‘Describe safety concerns that would pose immediate or serious harm or threats of harm’. 
	 Enter information in the text field, within the ‘Plan for Safety’ group box, with the qualifier ‘Describe the specific safety actions to be taken. For each action include the person responsible for the action, when the action will occur, duration, frequency, and person responsible for monitoring the safety plan’. 
	 Select any of the six checkboxes that apply, within the ‘Plan for Safety’ group box, which indicate what will be provided or will occur to ensure safety. 
	 Once all fields have been completed, select the Placement Considerations tab, and select Approval from the Options dropdown to submit the Out of Home Plan for approval to the supervisor. 
	For more information on the approval process, please see the Approval User Guide.
	The radio button for the question, ‘Do the placement providers need to acquire any special skills or knowledge to meet the needs of the child and handle the behaviors of the child in a safe manner?’ defaults to ‘No’. 
	The ‘Describe’ text field becomes required if the ‘Yes’ radio button is selected for ‘Do the placement providers need to acquire any special skills or knowledge to meet the needs of the child and handle the behaviors of the child in a safe manner?’ 
	The radio buttons, for each of the statements/questions, both primary and subset, within the ‘Other Residents in the Placement Setting’ group box, default to ‘No’. 
	If the ‘Yes’ radio button is selected for the primary questions, within the ‘Other Residents in the Placement Setting’ group box, the subset of questions will become enabled. 
	If the ‘Yes’ radio button is selected for any of the questions, both primary and subset, the associated text field with the qualifier ‘Describe safety concerns that would pose immediate or serious harm or threats of harm,’ becomes required. 
	The Approval process is associated with the Out of Home Plan page.  
	Until the Out of Home Plan is approved, the Effective Date will not be populated and the Status will remain ‘Pending’.  
	Once approved, the Status will update to ‘Ongoing’.  
	If terminated, the Status will update to ‘Terminated’.  
	If made historical, through the creation of a new Out of Home Plan for the same case participants, the Status will update to ‘Historical’. 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	  
	Safety Planning: Terminate Plan 
	Functionality Addressed: 
	 This guide outlines the steps to perform key tasks related to documenting an Out of Home Plan within the FSFN application.  
	Learning Objectives: 
	Upon completion of this course, the student will demonstrate the ability to:  
	 Terminate an Out of Home Plan 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 FSFN Page/Action
	Task Description/Navigation Steps
	Notes
	Safety Planning 
	Desktop menu
	 Click ‘Cases’ Case Folder icon > Planning icon > select the hyperlink for the appropriate ‘Ongoing’ Out of Home Plan.
	Select an Out of Home Plan that has already been approved and has a Status of ‘Ongoing.’
	Out of Home Plan page
	 Select ‘Terminate Plan’ from the Options dropdown.
	The ‘Terminate Plan’ selection is only available for the Options dropdown if the Status of the plan is ‘Ongoing
	Terminate Plan page
	 Select the appropriate reason why the plan is no longer required. 
	 Select Approval from the Options dropdown to submit the termination of the Out of Home Plan to the supervisor. 
	For more information on the Approval Process, please see the Approval User Guide.
	If ‘Other’ is selected as the reason the plan is no longer required, the ‘Other Reason Plan is no Longer Required’ text field becomes enabled and required. 
	The Approval process is associated with the Terminate Plan page. Until the termination of the plan is approved, the Status will remain ‘Ongoing.’  Once approved, the Status will update to ‘Terminated.’
	Terminate Plan page
	 
	 

