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Have your ICPC packet ready to send
to Jefferson City before you enter the
referral. Make sure to send the ICPC
packet soon after entering the
referral. The ICPC Unit is alerted
when a referral is entered and will be
waiting for the packet.

Make sure 100B’s (Report on Child’s
Placement Status) are sent to the
ICPC Unit in a timely manner.

The ICPC Function is not opened until
the ICPC Unit in Jefferson City opens
the function on a child coming to
Missouri. If the request is on a
Missouri child, the local worker can
complete the ICPC Function when the
child is placed in the other state and
the ICPC 100B is sent.

More Tips:

Make sure you have checked the ICPC
box in your Office/Worker Association
screen so that you may work within
the ICPC Function.

The phone number given to contact
the ICPC Unit in Jefferson City is a
general number. You must ask to
speak with a particular ICPC Placement
Coordinator.

When contacting the ICPC Unit,
reference the child, not the placement
resource or other state.

Remember to use the same case
number for each child referred to
ICPC going from Missouri to the same
placement resource in another state.

Out of state placement providers do
not get professional parenting
payments.
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Once the information is added to the referral, the worker will be taken to the Case
Assignment Screen.
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Remember, with the exception of the ICPC 100a:

e ALL documentation sent to the ICPC unit is to be sent as three copies.
e The ICPC 100a is required to be sent as five copies.

The FACES referral process does not take the place of the ICPC packet that must
be sent to the ICPC Unit in Central Office.
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EY1 for Children coming TO Missouri

e When a referral from another state comes to the ICPC unit in Jefferson City, they assign a DCN
and call number to a child with no history in the State of Missouri.

o If the child(ren) does have a history in Missouri, they may associate them to a case humber—
oldest child if the children each have a separate case number.

e The ICPC coordinator will receive a request for a home study and placement from another state
and they will complete an ICPC “To” referral and assign it to the appropriate Circuit Manager (or
designee) in the appropriate county.

e The ICPC unit will send an e-mail to the circuit manager or designee stating that they have
entered the referral. This will also show up on the assigned person’s Worker Alert Screen.

Note: you will have a worker alert for each child on the case, but once you click on one of the
child’s alerts, all of the alerts will disappear.

e The circuit manager (or designee) will assign the home study to a field staff and they will
complete a home study per policy standards.

e Once the home study is complete, the county will enter a recommendation for placement on the
Referral Screen once the home study is completed.

e On the Case Management home page, select Referral from the right hand column.

e Enter the case number and select “View Referral Decision”. This will allow you to put in the
recommendation.

¢ Once the recommendation is added, you will then go to the Case Assignment screen and you will
assign the referral back to the ICPC Coordinator, Fred Proebsting.

e You will have to enter a recommendation for each child.

e The ICPC Coordinator will then get a worker alert that a recommendation has been entered and
will complete the Referral Decision process. They will also open the ICPC Function.

e Once approval has been obtained and the child(ren) is placed in Missouri, the worker will open
the AC Function (61) for the child(ren).



Tips for opening a 61 when children come to Missouri.

Use the case number assigned by the ICPC unit to open the 61 through Case
Intake, AC, Add Case Info.

e Legal Status is 4 and this is entered through the Legal Status screens, NOT
Court Information.

e Fund Code is 02—you have the ability to change this until the eligibility
specialist has made an eligibility determination.

e On the Title XIX date, put the child’s 18™ birthday as the end date.
Thanks to the ICPC Unit and FACES Help Desk for their assistance in

developing this newsletter. If you have further questions, contact the
FACES Help Desk or ICPC Unit.

Kansas * U.S.A.




