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CS-23 is received at Central Office.

PDS updates spreadsheet with 
reported information

PDS reviews case to determine if current CD involvement exists 
(Open A/C, FCS, CA/N), or if there is any media attention. 

yes 

 

PDS reviews case to determine if prior CD involvement exists (if 
not, no further action is taken)

PDS immediately notifies 
key central office staff of 
event. 

no

No CS-23 or Summary is 
needed, no further action 
necessary.  Local Child 
Fatality Review Team 
will review case. 

PDS schedules briefing 
with key central office 
administration, for phone 
conference with circuit to 
review case. 

Decision is made about 
need for further follow 
up or inquiry by central 
office or regional staff, 
and assignments given.  

PDS updates Spreadsheet as 
more information becomes 
available, and marks for 
forwarding to office of child 
advocate. 

Designated Clerical Staff 
reviews spreadsheet and sends 
bi-monthly report to Office of 
Child Advocate. 

PDS follows up with Regional 
Director requesting CS-23 and 
Summary if not received per 
policy. 

PDS copies CS-23 and Summary 
onto shared drive.  Shared drive 
is accessible by key central 
office administration at any time.  
PDS will assure CS-23 & Sum 
were e-mailed to 
DSS.CD.CriticalEventReport. 

Bi-Monthly meetings of key Central Office Administration 
occur (1st and 3rd Mondays at 1:00 p.m.) to periodically review 
cases with current/prior CD involvement.  Team identifies 
issues requiring follow up. 

yes

Designated Principal Assistant, or Designee, in absence of DPA, 
contacts Regional Director for field review of case, or to obtain 
additional information. 

Key fatality/critical event central office 
administration: 
 
Fred Simmens/ Celesta Hartgraves 
Bonnie Washeck/ Jim Harrison 
Deb Hendricks 
Kathryn Sapp/ Cindy Wilkinson 
Meliny Staysa/Steve Cramer 
(Randy McDermit/Stefanie Wickers: backups) 

Field CSW/Supervisor receives CA/N Fatality Incident Report; 
or non-CA/N fatality referral; or critical event report.

CSW/Supervisor completes a CS-23 (MS word form located on 
CD intranet) and e-mails immediately (within 3 hours) to: 
DSS.CD.CriticalEventReport (and copies to Circuit Mgr & 
Regional Director) on all cases with current CD involvement 
(pending CA/N, open FCS or A/C case) or any with actual or 
potential media attention; or within 24 hours for any with past 
CD involvement. 

Supervisor reviews case and determines whether case has any 
allegations of CA/N, or if there is past or present CD 
involvement (CA/N, FCS, A/C or Adoption) and/or actual or 
potential media attention.    

Designated Principal Asst/ 
Designee notifies Office of 
Child Advocate; DSS 
Communications Director; 
and Legislative Liaison of 
incident as indicated.  

Central Office Administration utilizes 
DSS.CD.CriticalEventReport e-mail address to relay information 
about and/or updates on cases.

Circuit Manager submits Fatality Review Summary to 
DSS.CD.CriticalEventReport within 72 hours with updated 
information on case.   

PDS completes a trends analysis 
study and powerpoint 
presentation for annual 
submission each April to 
Director. 

yes 

no 

Supervisor immediately notifies Regional Director/ Designee of 
incident, including status of CD involvement and/or media 
attention.

Regional Director assures that 
Central Office administration 
is notified within 3 hours of 
any  fatality with current CD 
involvement or media attn; or 
within 24 hours for any with 
past CD involvement. 

PDS receives notice of fatality report, via CS-23, daily webfocus 
report or alert from receptionist.

Receptionist provides 
completed screens checklists to 
PDS at end of each day. 
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