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10. Application Process

10.1 Beginning Date of Aid (BDOA) for Foster Care

10.1.1 Beginning Date of Aid

If a child is determined to be eligible, the beginning date of aid for AFDC-FC shall be the date of 
application if the child meets all eligibility conditions on that date, or the date on which the child 
meets all eligibility conditions, whichever is later.

10.1.2 Date of Application

The date on which the County receives the signed and dated “Application for Cash Aid, Food Stamps 
and Medi-Cal Assistance” (SAWS 1) is the date of application.

Note: 

For purposes of determining the beginning date of aid for AFDC-FC, the “Date of Application” is 
the date on which a county employee completes, signs and dates an application on behalf of a 
child, or the date on which the county receives a signed and dated application from the child's 
parent or a person other than a county employee.

10.1.3 Date All Eligibility Conditions Are Met 
[EAS 45-201, 45-202, 45-203, 45-300]

The date on which all applicable eligibility conditions are met is the date on which the following 
conditions EXIST even though verification or documentation of the condition is received at a later 
date.

10.1.4 Linking and Non-Linking Factors

All linking and non-linking factors of eligibility are met including:

• Deprivation of parental support or care.
• Age.
• Citizenship or alienage status.
• Residence.
• Property.
• Income eligibility.
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10.1.5 Other Applicable Conditions

The following conditions of eligibility must be met:

• Authority for placement (an appropriate court order, relinquishment or voluntary placement 
agreement)

• Placement in an eligible facility

10.1.6 Technical Conditions

The following technical conditions of eligibility must be met:

• Application for a Social Security Number
• Application for unconditional available income
• Child Support Referral

10.1.7 Date Technical Conditions Are Met

Technical conditions of eligibility are considered to be met on the date of application as long as the 
conditions are completed by the date of authorization.

Note: 

Intake EWs must send the “Social Security Information Request and Referral” (CA 810) or 
“Veterans’ Benefits Verification and Referral” (CA 5) to determine availability of unconditional 
income before payment is initiated.

10.1.8 Examples

The following case examples may assist EWs with the understanding of the beginning date of aid 
changes.

Example:

On the morning of the 5th, a child is removed from his/her home and placed in an eligible facility. 
Later that day, a detention hearing is held and the social worker (SW) completes an application 
on behalf of the child. The detention order meets all requirements of a proper authority for 
placement. On the 7th, the eligibility worker (EW) determines that the child met all eligibility 
conditions on the 5th, including authority for placement and eligible facility requirements. The 
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EW authorizes payment on the 7th. The date of application is the 5th, the date all eligibility 
conditions are met is the 5th, and the date of authorizing action is the 7th. The beginning date of 
aid is the 5th.

Note: 

Since Foster Care is paid after the fact, eligibility is approved prior to the initial payment.

Example:

On the 25th, a child is placed in an eligible facility. A detention hearing is held on the 26th and 
the detention order meets all requirements of a proper authority for placement. All conditions of 
eligibility are met on the 26th. The SW completes an application for the child on the 28th. The 
EW approves eligibility on the 3rd of the following month. The date of application is the 28th, the 
date all eligibility conditions are met is the 26th, and the date eligibility is approved is the 3rd of 
the following month. The beginning date of aid is the 28th. Although the date technical 
conditions are met is the 26th the beginning date of aid can never be prior to the application 
date.

10.2 Application for Foster Care

Foster Care applications are made on behalf of children who are in need of placement outside their 
own homes. Child Welfare laws give the Social Services Agency (SSA) and/or the Juvenile 
Probation Department (JPD) legal authority to place children and/or provide services or benefits for 
any of the following circumstances:

• The child is a dependent (court order).
• The child is living with a legal guardian
• The child’s parent or guardian has signed a voluntary placement agreement.
• The child has been relinquished for adoption, or a petition to terminate parental rights has been 

granted.

The child’s Social Worker (SW) or Probation Officer (PO) is usually the applicant on behalf of a child. 
While the SW/PO usually completes the “statement of facts” form, it is the Intake EW’s responsibility 
to document the evidence of eligibility factors, even though the forms were completed by county 
employees. The “County Use Only” sections of all forms must be completed before they are 
scanned.

An application for Foster Care is initiated by the completion of one or more of the following forms:

• “Application for Cash Aid, Food Stamps, and/or Medi-Cal/State CMSP” 
(SAWS 1), and/or
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• “Emergency Assistance Application for Child Welfare Services” (EA 1), and/or 

• “Application and Statement of Fact for Child Not Living with a Parent or Relative and for whom a 
Public Agency is Assuming Some Financial Responsibility” 
(MC 250).

• The MC 250 is both an “application and statement of facts form” for Medi-Cal only.
• An MC 250 must be completed for the month(s) prior to Foster Care approval to cover the 

child’s medical expenses. For example, when the child is in the Children’s Shelter, “a public 
agency is assuming some financial responsibility” and Medi-Cal is required.

10.3 Documentation Requirements

10.3.1 Case Comments and “Contact-Action Summary”  
(SC 163) Guidelines

In Foster Care it is critical to be able to follow the child’s case history. The Payment Authorization 
Control (PAC) EW initiates the case documentation by completing a case summary on the 
“Contact-Action Summary” (SC 163). The intake EW must document information in the Maintain 
Case Comments window and update the data in CalWIN.

• Critical documentation which must be included is what forms, documents and any other sources 
of information were used to make the determination of federal/ state status. This “Determination of 
Federal AFDC-FC Eligibility” (FC 3) and “AFDC-FG/U Worksheet” (FC 3A) forms must be 
completed, however additional information should be documented in the Maintain Case 
Comments window.

• Record all phone/written contacts with child's SW or PO. Document all information which is 
received and decisions made based on this information. Include the date of contact, who 
called/wrote or who the EW called/wrote, regarding which child, the message, any action to be 
taken and EW signature.

• Record all interviews/contacts with other county personnel, foster parents, natural parents, 
relatives and anyone else. (Content should be same as above.)

• Record changes, such as changes in placements. Although some information is in CalWIN Data 
Collection, a brief chronology of events or changes may make it easier for you and other staff to 
determine the child’s case history.

• Include justification for unusual or special action taken. For instance, why a different amount is 
being paid for a FC placement than the amount requested by the SW.
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• Add any additional or clarifying information that would be helpful to anyone looking at the case, 
such as “a non-needy relative statement was obtained”, or “Foster Care Caretaker Relative 
Documentation Chart” form (SCD 1383-FC) was used to document relationship of caretaker.”

Note: 

The client may view the SC 163 or Case Comments in CalWIN as part of the case record. This 
EW should only state factual information and actions taken or proposed.

10.3.2 Documentation on Statement of Facts Forms 
[EAS 40-181.1(c)]

“Statement of Facts Supporting Eligibility for AFDC-Foster Care” form (FC 2)

The SW or PO usually completes this form. 

“Statement of Facts for Cash Aid, Food Stamps and Medi-Cal/34 County Medical 
Services Program (CMSP) (SAWS 2)

If the parent(s) or legal guardian is available and cooperating, they will complete the SAWS 2 at the 
time of application.

Note: 

When a FC child is voluntarily placed by their parents, the parents apply on behalf of the child. 
The parent must complete the SAWS 2 for the initial application.

The EW must complete all “County Use Only” sections of the FC 2 or SAWS 2, before these 
documents are scanned, when IDM is implemented.

• If a section is not applicable, write “N/A”.
• Check all boxes as appropriate boxes. 
• Copies of evidence obtained must be filed in the case record and documented on the FC 2 or 

SAWS 2.

10.3.3 Voluntary Placements [EAS 45-202.412 EAS 45-203.63]

When Foster Care children are placed voluntarily by their parents, rather than by court action, the 
parents apply on behalf of the child. The parent must complete the SAWS 2 for the initial application. 
A “Voluntary Placement Agreement” (SOC 155) and “Emergency Assistance Application for Child 
Welfare Services” (EA 1) is completed and retained in the service case with a copy to the EW case 
file.
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10.3.4 Non-Related Legal Guardians Without Dependency

Non-related legal guardians, where the child is not a dependent of the court, have the same 
interview requirements as parents, and a SAWS 2 is required at initial application.

10.3.5 The “Determination of Federal AFDC-FC Eligibility”  
(FC 3) and “AFDC-FG/U Linkage Worksheet” (FC 3A)

The FC 3/FC 3A must be completed at the time of application. It is used to determine federal or state 
eligibility. In order for the linkage determination to be made, each box of the FC 3/FC 3A must be 
completed, either yes or no. “N/A” is not appropriate for the “yes/no” boxes on this form. The 
“verification” section of the FC 3 must be completed.

AFDC - FG/U linkage information is entered in the Collect Foster Care AFDC Eligibility Detail 
window. Each tab contains a “worksheet” to be completed and printed for the case folder. They are 
used for the federal eligibility determination only, and the information is not saved in the system. 
Retain them in the case folder until IDM is implemented for Foster Care and documents are 
scanned.

[Refer to “Federal Eligibility Determination,” page 4-1]

10.3.6 Early Periodic Screening for Diagnosis and Treatment (EPSDT) (also 
known as CHDP)

The Child Health and Disability Prevention (CHDP) Program is a community based program for early 
identification and referral for treatment of persons under 21 years of age. A CHDP referral is 
mandatory for Foster Care children at initial application and redetermination (RRR). EPSDT must be 
coded as accepted for dental and medical services for every Foster Care child.

10.4 Application for a Social Security Number 
[EAS 40-105.2]

An application for a Social Security number requires an original birth certificate. [Refer to “Requests 
for Birth Certificates,” page 5-3]

10.4.1 Rules [EAS 44-318]

Providing a Social Security Number (SSN), or filing an application to obtain an SSN, is a condition of 
eligibility which must be met BEFORE a Foster Care payment is authorized.
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• A Foster Care payment must not be made until this condition is met.

• SSN requirements must be met within 30 days of the date of application if aid is to begin on the 
date of application.

• In the Foster Care Program, the EW applies for a SSN or a duplicate SSN card for a child.

• If a legal guardian is applying for a non-dependent child, or the authority for placement is 
voluntary placement, the guardian or parent shall make the SSN application.

10.4.2 Verification of the SSN

Acceptable Verifications

The child's Social Security Number may be verified by any one of the following:

• Viewing the original Social Security card and making a photocopy.

• Verifying the child's SSN from an SSA Award Letter.

• A copy of a MEDS screen with SSN Verification Code “J”.

• Sending an “Application for a Social Security Card” (SS-5) to verify an SSN which is already in the 
case record. Keep a copy of the SS-5 in the file.

Documentation Needed to Apply for an SSN

If SSN verification is NOT on file, then the EW must apply for an SSN on behalf of the Foster Care 
child. Social Security rules require verification of the child’s age, identity and citizenship/alien status 
before an SSN can be issued.

• All documents submitted must be either originals or copies certified by the issuing agency. 
Photocopies or notarized copies of documents cannot be accepted.  
[Refer to “Requests for Birth Certificates,” page 5-3]

Exception:Exception:

A photocopy of the first page of the petition order which lists the “Juvenile Dependency” (JD) # 
is accepted as verification of identity for Foster Care children.

• Social Security must see at least 2 separate documents; however, one document can be used for 
two purposes. For example, a U.S. birth certificate can be proof of citizenship and age.
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• Verification of “identity” for a foster care child is the first page of the petition order which lists the 
“Juvenile Dependency” (JD) # to the SS-5. The first page of the petition order with the JD number 
serves as verification of “identity” for the child and shows that the county has jurisdiction of the 
child.

Acceptable documentation includes the following:

Verification Required for: Acceptable documents are one of the following:

Citizenship • U.S. birth certificate 
• U.S. consular report of birth
• U.S. passport
• Certificate of Naturalization, or
• Certificate of Citizenship

Non-Citizen Immigration Status • Form I-551 (includes machine-readable immigrant visa with 
unexpired foreign passport)

• I-94 with unexpired passport, or
• Work permit card from the Department of Homeland Security 

(I-766 or I-688B)

Age • Birth certificate
• Passport
• Other documents may be accepted

Identity • The first page of the petition order which lists the “Juvenile 
Dependency” (JD) # for identity and proof that the county has 
jurisdiction of the child.

 

 

Verification for an Undocumented Child/PRUCOL

The Social Security Administration states that undocumented children who receive non-federal 
Foster Care benefits or restricted Medi-Cal are ineligible for an SSN. However, regulations require 
that an application for an SSN be filed, regardless of fed/non-fed status. Therefore, the SS-5 must be 
completed and mailed, although the application will be denied.

“Permanently Residing Under Color of Law” (PRUCOL) Child(ren)

When completing a SS-5 request for children with PRUCOL status the EW must:

• Attach a copy of the first page of the petition order to the SS-5,
• Identify on the SS-5 this is a PRUCOL child,
• Check box on #3 “Other” and notate “PRUCOL.”

[Refer to “Insufficient Identifying Information,” page 10-10]]
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10.4.3 Procedure, Overview

EWs shall follow these procedures to request an SSN on behalf of a Foster Care child:

STEP ACTION

1.  If there is no SSN on record, the PAC EW completes an “SSA Referral Notice” (MC 194). The 
MC 194 is filed in the case.

2. The EW requests the child's birth certificate. [Refer to “Requests for Birth Certificates,” 
page 5-3]

Note:
The Social Security Administration (SSA) requires an original birth certificate. A copy is 
not allowed.

3. • When the birth certificate is received, the EW completes the “Application for a Social Security 
Card” (SS-5) but must NOT sign it on behalf of the child. Leave the “(FOR SSA USE ONLY)” 
section blank. It is for Social Security Administration use only. [Refer to “Completion of 
SSN Application, SS-5,” page 10-11].]

• Attach the child’s birth certificate and the first page of the petition order which lists the “Juvenile 
Dependency” (JD) number to the SS-5. The first page of the petition order with the JD number 
serves as verification of “identity” for the child and shows that the county has jurisdiction of the 
child.

Exception:

A birth certificate is not required when requesting a duplicate SSN card or for verification 
of an SSN that is already in the case record.

4. Place MC-194’s/SS-5’s in the clerical basket for delivery to Social Security. Retain a copy in the 
eligibility case folder.

Designated clerical staff must sign the SSN applications and take them to the downtown SSA 
office weekly.  
 
Social Security Administration 
280 South First Street, Rm. 244 
San Jose, CA 95113.

5. Once Social Security has viewed the original verification documents (birth certificates, INS 
documents, etc., they are returned to clerical staff. 

• Clerical shall return all original documents to the EW.

• The EW shall make a copy of the birth certificate for the eligibility case and forward the original 
documents to the Social Worker.

6. Set a CalWIN alert for a 60 day follow-up on receipt of the SSN.
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10.4.4 Insufficient Identifying Information

If there is insufficient identifying information to apply for a SSN and the child's parent, relative or legal 
guardian is unavailable or not cooperating, the PAC EW or the EW must follow these procedures:

7. When the original SSN card is received, the EW shall:

• File a copy of the card in the permanent verification section of the eligibility case (until IDM has 
been implemented and it will be scanned).

• Document on the copy “Viewed original (date) and forwarded to SW/PO”. Include EW number 
and initials.

• Send the original SSN card to SW/PO.

• Advise the EA EW in PAC of the Social Security Number once received.

The SW/PO can release the original SSN card, as appropriate, to the:

• Caretaker relative or foster parent.
• Parents if the child is returned home.
• Child, when the child is old enough to need it for work.
• Child, when the case closes.

STEP ACTION

1. Document in the Maintain Case Comments window, the reason that the attempt to 
apply for an SSN was unsuccessful, such as:

• Attempting to obtain child’s birth certificate/other necessary information.
• Child abandoned, required information is not currently available.
• Facts unknown, insufficient information to complete SS-5, ready to pay aid, etc.

2. PAC completes a “Social Security Administration Referral” (MC 194) if needed. In 
these situations, the MC 194 is not sent to Social Security. It is filed in the eligibility 
case.

Completion of the MC194 is documentation that the SSN application is pending when 
there is insufficient information to complete the “Application for a Social Security 
Number” (SS-5); or when the SS-5 is rejected by Social Security due to their 
determination that there is insufficient information.

3. EWs shall document the date of the attempt in the Maintain Case Comments 
window.

Note:
The Social Worker is a valuable resource in obtaining needed information.

STEP ACTION
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At RV, the EW must review the case to ensure that the SSN verification is on file.

10.4.5 Completion of SSN Application, SS-5

The minimum requirements include:

• Print (or type) entries in the BLACK or BLUE ink.
• Full name of applicant (child).

Note: 

Occasionally the birth certificate for a newborn does not include the child's first name. If the 
child's full name cannot be determined from another source, the SS-5 can be submitted with 
only the child's last name and an SSN will be issued. The SSN card can be reissued later when 
the child's full name is known.

IF there: THEN the EW must:

Is no SSN verification on file because there was 
insufficient identifying information previously,

Determine if there has been any change in available 
information that would now make an application 
possible.

Are no changes and there is still insufficient information 
to apply for a SSN,

Document “No new information” and the date of the 
review on the Maintain Case Comments window.

Is sufficient information is on file now, Apply for an SSN for the child.
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Form Completion:

“SSA Use” Section, SS-5

This section must remain blank. This section is used only be Social Security Administration.

Important:

Do not use program aid codes or other in-house terms when completing the SS-5. Social 
Security staff are not familiar with our terms and the application may be rejected.

QUESTION ACTION

1. Enter the child’s full name as indicated on the birth certificate

2. Enter the following information:

• Agency Address:  
373 W. Julian Street, San Jose, CA 95110-2335

• EW # and Case Number

3. Check the “U.S. Citizen” or “Other” box

4. Enter sex/gender of the child

5. Optional 

6. Enter Date of Birth (MANDATORY)

7. Enter Place of Birth (CITY AND COUNTRY MUST BE LISTED)

8. 8a). Enter Mother’s Maiden Name 
8b). Enter Mother’s Social Security Number (MANDATORY if child does NOT have 
an SSN)

9. 9a.) Enter Father’s Name, if known 
9b.) Enter Father’s Social Security Number, if known

10. Check the box “DON’T KNOW” if the EW is not sure the child has applied previously 
for a SSN#

11. Enter previous SSN#, if child has one

12. Enter name as listed on most recent SSN card

13. Enter previous date of birth, if known

14. Enter current date

15. Enter current EW telephone number

16. EW signature

17. Check box entitled “Other” and list job title
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10.5 Other Verifications/Forms Required at Application

10.5.1 Property

The property of the child and the property of the parent/relative from whom the child was removed is 
required at application. [Refer to “Property,” page 8-1]

10.5.2 Income

• Income must be verified for the determination of federal eligibility and the income of the child must 
be verified prior to approval. [Refer to “Income,” page 7-1]

• The “Foster Care Cash Aid and Lump Sum Income” (SC 836) notice must be given to relatives 
and legal guardians at application.[Refer to “Lump Sum Income,” page 7-7]

10.5.3 Residence/Citizenship/Alienage/PRUCOL 
[EAS 42-400]

A child’s residence, citizenship and/or alien status must be verified at application for Foster Care, 
and at other intervals as required. [Refer to “PRUCOL for FC Children,” page 6-14]

10.5.4 Child Support Referrals

All parents are required by law to contribute to the support of their children. This requirement 
continues if the child is placed outside of the home, either voluntarily or by court order. An informing 
notice “Important Information About Your Financial Responsibility To Support Your Child” (SC 38) 
must be sent to the child’s parents at application.

10.5.5 Parent Information

The notice “Information Regarding Foster Care Eligibility” (SC 1533) must be sent to the child’s 
parents or relative from whom removed at application if information is needed for the child’s foster 
care case or for the federal eligibility determination. [Refer to “Federal Eligibility Determination,” page 
4-1]
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10.6 Service Requirements

The Social Worker (SW)/Probation Officer (PO) must cooperate in the application process by:

• Sending the EW a memo giving information such as a parent's address, employment status or 
potential sources of income such as VA, SSA, SSI, etc. for which the SW/PO has applied.

• Completing an FC 2 if the whereabouts of the parents cannot be determined or the parent refuses 
to cooperate with the EW.

• Providing a current and complete SOC 158.

10.6.1 Initiation of the “Child’s Data Record and AFDC-FC Certification” 
(SOC 158)

At application, the placement worker normally use the SOC 158 to document the required service 
factors that affect eligibility. The SOC 158 is required whenever the following events occur:

• A change in authority for placement.
• A change in court order status.
• The child is no longer in placement.
• A change of placement status.
• A change of address.

10.6.2 Completion of SOC 158

The following factors must be completed on the SOC 158:

Pre-placement Preventive Services

The agency responsible for placement and care of the child shall provide pre-placement preventive 
services to children placed into foster care on or after October 1, 1983. In addition, the service case 
must have documentation stating why provision of these services was not successful in maintaining 
the child with his/her family.

SOC 158 - K line, #1
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Assessment and Service Plan

The placement worker must develop a written assessment and service plan within 30 days from the 
date the agency became involved with the child or the date the child was removed from his/her 
home, whichever is later.

The assessment must be updated at the periodic review, or in a nonrelated guardianship case, every 
six (6) months.

SOC 158 - K line, #2, assessment; L line, #2, service plan

Periodic Six-Month Court Review

Periodic reviews shall be conducted on behalf of the child no less frequently than once every six 
months.

Exception:Exception:

In a case where dependency has been dismissed for a child living with his/her nonrelated legal 
guardian, court reviews are not required.

When no six month review date has been entered, the EW must contact the PO/SW:

• To determine the status of the six month review, AND

• To request that the SW write a memo to document that the six month review has been initiated, 
in a timely manner, with the Court but, the review process has been continued by the Court.

Note: 

When the period between detention and disposition of a case is longer than six months, the 
case is out of federal compliance and therefore INELIGIBLE for foster care or services.

SOC 158 - L line, #3

Family Reunification Services

The placement worker must provide family reunification services, unless there has been a Juvenile 
Court finding that such services are inappropriate. In such a case the Court would order that the child 
receive permanent placement services.

SOC 158 - L line, #5 (02 or 03 program type)
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Permanency Planning Hearings/.26 Hearings

Permanency Planning Hearings (PPH)/.26 Hearings shall be conducted on behalf of the child within 
12 months of the date of placement into foster care. PPH shall also occur no less frequently than 
once every 12 months following the first hearing throughout the period of foster care placement, with 
the following exceptions. PPH are not required for a child:

• Living with his/her nonrelated legal guardian, or

• Who is freed for adoption and placed in the adoptive home identified in the previous PPH, 
pending finalization of the adoption.

SOC 158 - L line, #4

Child Visits

The placement worker must visit the child at least once every six months.

SOC 158 - L line, #1

Child's Address

The child's actual residence address must be entered.

SOC 158 - L line, #1

10.6.3 Authority for Placement and Court Order Findings for Dependency

To meet the requirements for both federal and state Foster Care, the court orders must include the 
authority for placement and the three (3) judicial findings before Foster Care can be paid. [Refer to 
“Authority for Placement,” page 2-3]

10.6.4 State WIC

The State Welfare and Institutions Code (WIC) Section 11401 (b) (1) permits the following alternative 
to the third specific court finding listed above:

“or, in cases where the first contact with the family occurs during an emergency situation in which the 
child could not safely remain at home even with reasonable efforts being provided, the child has 
been removed as a result of a judicial determination that lack of preplacement preventative efforts, 
was reasonable.”

The required findings are essentially identical for both state and federal Foster Care and are based 
on the language in WIC Section 11401, which is based on the language in Public Law 96-272.
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Note: 

In June 1991, Santa Clara County's detention orders were revised to include the requisite 
language to meet the authority for placement requirements. 

10.7      Applications for Children at the RAIC

The FC Bureau processes applications for children brought to the Department of Family and 
Children’s Services (DFCS) Receiving Assessment Intake Center (RAIC) formerly known as the 
Santa Clara County Children’s Shelter prior to placement in Foster Care. These applications are 
considered ‘Immediate Needs’ and benefits are issued the same day whenever possible. Since 
children brought to the RAIC become the agency’s responsibility and eligibility is determined using 
Foster Care regulations, their benefits are typically granted under Aid Code 45.

Note: 

An actual copy of the Detention Order is not required to establish Aid Code 45. Verbal 
confirmation from the Social Worker is sufficient.

10.7.1 Family Case is Active

Children brought to the RAIC who are currently active in a CalWORKs or Medi-Cal case may have 
dual eligibility and remain active in the CalWORKs/Medi-Cal Aid Code until action is taken to 
discontinue the child. The Foster Care eligibility will be reported on a secondary segment (i.e., INQ1) 
so the child has immediate access to no cost fee-for-service Medi-Cal. This includes children who 
are:

• Enrolled in a Medi-Cal Managed Care Plan (Santa Clara Family Health Plan or Blue Cross), or 
has private insurance coverage,

• Currently active with a share-of-cost, and
• Currently active in another county.

Reminder:

CalWORKs and Medi-Cal rules and procedures apply for discontinuance and timely 10-day 
Notice of Action (NOA) requirements.

10.7.2 EW Notification Process

FC Intake staff will contact Continuing Benefits Services (CBS) or the Benefits Service Center (BSC) 
via e-mail for follow-up.
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Note: 

When the child is under Medi-Cal Managed Care, the Continuing EW must take action to ensure 
the child is disenrolled from the Health Care Plan in a timely manner. The EW may contact 
Health Care Options and explain that the child is now in Foster Care and needs to be 
disenrolled from the local Health Plan when necessary.

10.7.3 Child has Other Health Coverage (OHC)

When a Foster Care child has private health coverage, the OHC code must be changed to “N” using 
a MEDS online transaction. The EW must also contact the Department of Health Care Services Third 
Party Liability OHC Unit at: wats@dhcs.ca.gov via Secure e-mail or by Fax and request the OHC 
code to be permanently removed. Mark the request “Urgent” in the Subject Line.  
[Refer to “Other Health Coverage (OHC),” page 13-14]

10.7.4 Child has Healthy Families Insurance

When a Foster Care child is enrolled in the Healthy Families program (HFP), the parent who 
originally applied for the child must contact Healthy Families in writing and request disenrollment. 
The Social Worker will typically contact the parent to explain the importance of getting the child 
disenrolled and request that the parent take the necessary action.

In the event that the parent is uncooperative, the FC EW or the Social Worker may submit the 
request for dienrollment in writing as follows:

• The disenrollment request must be submitted on Santa Clara County Department of Social 
Services letterhead.

• The EW or Social Worker must also provide a court document which indicates that the child is 
under the care and custody of the State of California.

• The letter and information may be sent by fax or mail to: 
 
Fax: (916) 327-6560 
Attention: Eligibility and Enrollment Manager 
 
Mailing Address:  
Managed Risk Medical Insurance Board 
Attn: Eligibility and Enrollment Manager 
P.O. Box 2769 
Sacramento, CA 95812-2769
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10.7.5 Child is Active in Another County

• When a child brought to the RAIC is active on Foster Care in another county,  
FC staff will contact the FC Social Worker in the responsible county to find out if the child will 
remain in Santa Clara County.

• When a child brought to the RAIC is active on CalWORKs or Medi-Cal in another county, FC staff 
will contact the other county EW to notify them that Santa Clara County is now responsible for the 
child and request that the child be discontinued from their case. A new case number will be 
assigned for the child.

10.7.6 Undocumented Children

For undocumented children at the RAIC, follow PRUCOL procedures for Foster Care children. 

[Refer to “PRUCOL for FC Children,” page 6-14]

10.7.7 Point of Contact

The District Office Medi-Cal Liaison is the point of contact for cases in their Bureau involving children 
at the RAIC, particularly those enrolled in Managed Care or who have a share-of-cost. The Medi-Cal 
Liaisons will respond to FC staff regarding the disposition of the child’s Medi-Cal case and BIC card.

The designated FC Supervisor will serve as the contact person for resolving problems with these 
cases and responding to questions from the RAIC.

Reminder:

Cases involving children at the RAIC must be acted on immediately with follow-up to designated 
FC staff within the same business day.

The RAIC is located at 725 E. Santa Clara Street, San Jose, CA 95112

Telephone numbers are listed below: 

• Main Line: 408.792.1850
• Assessment Center: 408.792.1860
• Fax Number: 408.938-4009
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10.7.8 Application Processing

Follow the procedures below when processing these applications:

Who Action

DFCS/SJPD 
Joint Response 
Team

Removes the child from the home and transports the child to the RAIC.

RAIC Intake Receives the child at the RAIC.

Designated RAIC 
Clerk

• Each weekday morning, creates an Intake Log noting the name/date/place of birth and 
mother’s name/address (if known) of all children brought to the RAIC to determine if a 
Benefits Identification Card (BIC) should be printed.

• Groups families together on the Log by entering each member’s name  
consecutively, then skips a line to separate each family.

• E-mails Log to designated FC Bureau CST, their back-up and the OMC.

Designated 
Foster Care CST

• Receives the Intake Log via e-mail.
• Performs File Clearance procedures in CalWIN and MEDS.

If the child is... Then...

Active on MEDS with no share 
of cost (SOC),

Notes on the Log that the RAIC may print a temporary 
paper BIC and provides the CIN.
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Active on MEDS with a SOC, • Registers a new application and assigns a new 
case number using the child’s existing CIN.

• If the case is assigned in a District Office, notifies 
CCS Continuing Task Assignment via e-mail to 
discontinue the child from the case.

• If the case is at BSC notifies the BSC Manager via 
e-mail to immediately assign the case for follow-up 
action.

Active on Healthy Families, • Contacts the RAIC at 792-1850 obtain the name of 
the child’s Social Worker.

• Contacts SW to request he/she contact the child’s 
parent and explain the need to contact the HFP 
immediately to disenroll the child.

Active on MEDS with OHC, • Contacts CBS or BSC Manager via e-mail that the 
child is no longer in the home.

• Request the OHC code immediately be changed to 
‘N’, and 

• Notify TPL OHC Unit to remove the OHC code.

Not active on MEDS, • Completes the “Application for Cash Aid, Food 
Stamps, and/or Medical Assistance” (SAWS 1), 
using the RAIC address.

• Completes application registration process in 
CalWIN for the child only.

• Performs case assignment function in CalWIN and 
assigns to the next available FC Intake EW.

NOTE: All children from the same family will be 
assigned to one EW.

• E-mails the RAIC the completed Log noting which 
children the RAIC may print BIC cards for and which 
children a new application is being processed.

Designated RAIC 
Clerk

• Receives the completed Log.
• Prints a temporary paper BIC for the children noted and distributes per DFCS 

procedures. 

FC Intake EW • Receives RAIC application assignment from the CST.
• Completes the “Application and Statement of Facts for Child Not Living With a Parent or 

Relative and Whom a Public Agency is Assuming Some Financial Responsibility” (MC 
250).

• Initiates the intake queue and enters pertinent information into CalWIN.
• Runs EDBC.

If the Child is... Then...

Undocumented, • Contacts the RAIC at 792-1860 to obtain the name 
of the child’s Social Worker (SW). 

• Contacts SW to request a completed “Statement of 
Citizenship, Alienage and Immigration Status” form 
(MC 13).

Who Action
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10.7.9 Change of Address

Some children will not be placed into Foster Care and will be returned home. When this occurs, 
clerical staff at the RAIC will communicate the address information to the FC Bureau so the address 
can be changed. The Aid Code must also be changed to Continuous Eligibility for Children (CEC) 
Aid Code 7J if the child will have a SOC or is no longer eligible for Medi-Cal.

Note: 

If the child returns home and is active in an open CalWORKs or Medi-Cal case with no SOC, 
then the FC case should be discontinued.

FC EWS • Performs Bottom Line Override if requested by the Intake EW.
• Follows BENDS 2008-10 to grant in Aid Code 45 if applicable.
• Authorizes the case.
• Returns case to the Intake EW.

FC Intake EW • Receives authorized case from EWS.
• Completes SC 1296 to issue a temporary paper BIC the following day.
• Submits SC 1296 to designated CST for processing.

FC CST • Receives SC 1296 from the Intake EW.
• Makes appropriate MEDS online entries to generate the paper BIC.
• Returns copy of SC 1296 to EW to confirm the transaction posted to MEDS.
• E-mails confirmation to the designated RAIC clerk that the child is activated and the BIC 

is ready to print the following business day.

Designated RAIC 
Clerk

• Receives e-mail notification from VMC clerk confirming MEDS activation and to print the 
temporary paper BIC.

• Issues BIC the following day to the appropriate person per DFCS procedures.

FC Intake EW • Receives copy of SC 1296 confirming the transaction was completed.
• Prints MEDS screen and attaches to case folder.
• Prints the MC 350-D NOA and files in the case folder.
• Forwards case to clerical as appropriate.

FC EWS • Receives the case from the Intake EW for transfer.
• Reviews case for accuracy and completeness.
• Documents in Maintain Case Comments that the case has been reviewed.

FC CST • Receives case from EWS designated as ready for transfer.
• Performs all clerical functions to transfer case in CalWIN and Case Tracking.
• Changes Worker Number to Foster Care Control number E9AC.

FC  
Continuing EW

• Receives case from FC CST.
• Reviews for discrepancies and rejects, if applicable.
• Keeps case until child is placed or returns home.
• Establishes CEC Aid Code 7J to continue until the next RD if appropriate.
• Mails RD packet to the parents for continued Medi-Cal when the RD is due. 
• Forwards completed RD packet to A7CA at BSC for assignment and processing.
• Discontinues the Medi-Cal case if parents call to request discontinuance.

Who Action
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