APPENDIX B

DOCUMENTING IN THE KIDS SCREENS







KIDS GUIDE
FINDING THE OKSA SCREENS

1. Select “Case Plan.”
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2. Select “OKSA.”
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3. Select the appropriate youth from the list here. Then select “Show.”
Select Client for Successful Adulthood
—Client -
Show
Client Name ClientID Date of Bith Age Gender
. Cancel |
I I s I .
Help |
Sort.
4. Select “OKSA” again.
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This will show you the Successful Adulthood Youth Info Screen.



KIDS GUIDE
COMPLETING THE SERVICE TYPE DESIGNATION IN KIDS

1. Select the “OKSA Additional Info” tab and fill in all information. If you are not sure about
information, speak to the youth for additional details.

Successful Adulthood -

B OKSA Generdl Info | —OKSA Additional Information N
-0 OKSA Youtt Info b
(= OKSA Additional X Youth Received Learner's Permit Date:
“[1 OKSA Contact Inf i X .

.1 OKSA Assessments [] Youth Received Driver's License I:]
[J OKSA Services =
#-J Youth Demo [] Youth is a Parent
#-1 Education
-1 Employment
-.[Z1 Connections | | | || | | —
[ 11 11 1 1 1

2. Be sure to scroll down on this tab and complete all information.

3. Select the “Addresses” tab under “Youth Demo” and ensure it is correct. Ifit’s not, update
the KIDS placement screen to update this screen.

=3 OKSA General Info |
-1 OKSA Youth Info
; OKSA Additional
.1 OKSA Contact

: | Placement ] 2
-1 OKSA Assessmefits | 7
& OKSA Servic Residence (If not Perr | NN - Oklahoma
=1 Youth Dem
-3 Phone #s
‘.3 Email
ff Educaton _—Address Detail
-1 Employment Address Type:
3 Connections e = : ' s Date: [02/03/2015
® Street Address il LI oyl Loin:

g 1 e
' Rural Route Address l:] [:]

) Foreign Address ACP Authorization Code: [ |

Safety Monitor Name: |

Street

Number: PreDir: Name: Suffix: PostDir:
- | — e A
Unit Type: | ~] UnitNo.: [ ] Secondary Unit No.:

ciy: | | State: [Oklahoma ~| Zip: E

County: - LI Additional Header: |




KIDS GUIDE

COMPLETING THE SERVICE TYPE DESIGNATION IN KIDS

4. Select the “Phone #s” tab under “Youth Demo” and ensure it is correct. Update the phone
numbers with the youth’s current info. Remember to check for cell and Skype phone

6.

numbers. I

- OKSA General Info
21 OKSA Youth Info
-1 OKSA Addyfional
‘.7 OKSA Confact Inf

2r=4 Phone #s
‘21 Email
Education
Employment
Connections

—Phone Number List

Phone Number Extension

Phone Type

—Phone Number Information

Type: [Home _~| Phone Number: !

Transaction Date: 02/02/2015

| Ext: |

Select the “Email” tab under “Youth Demo” and ensure it is correct. If the youth doesn’t
have an email address, this would be an excellent time to help the youth create one.

(=4 Email
Education
Employment
Connections

—E-mail Address List

E-mail Address

Type

~— E-mail Address -

Type: l: E-mail Address:

| Transaction Date: 00/00/0000




KIDS GUIDE
COMPLETING THE SERVICE TYPE DESIGNATION IN KIDS

6. Select the “Education” tab and ensure it is up to date.

The youth
E-C1 OKSA General Info should only
-1 OKSA Youth Infoff |Date Last Updated School Name City Grade Level .
5 oA aen — be in one
-1 OKSA Contact it h L If
-1 OKSA Assessme school. |
-1 OKSA Services the screen
E-3 Youth Demo
(3 Addresses < i r shows the
o *Actual Graduation/GED Date: [00/00/0000 ;
-3 Email -t e o youth is
&- Education Education ISchool ] OKP/OHLAPI *Planned Graduation/GED Date: [00/00/000 .
..C1 Dept of E attending
s - Education
b Educatnon H
-1 Employment Current Grade Level: Grade 10 +| Grade Last Completed: multiple
‘&3 Connections Functioning Grade Level:S Other e schools
Education “1
School Performance: E Completed: make
Note the Education Status: corrections
¢ Date Last Attended: 00/00/0000 Date Last Updated: 07/11/2016 as needed.
rren
curre Is child receiving Special Basis for Special Ed. Serv:
grade level is Education services?
Select...
different
than the Date of Last IEP: 00/00/0000
’ Strengths: Needs:
grade last
completed.

Many youth in Oklahoma don’t

graduate on time. One of the reasons

is that they move from school to

school and their IEP doesn’t always

follow with them. Ensure your youth

has a copy of their updated IEP.

The planned graduation date
is very important. This is
one way that we ensure that
the youth gets higher
education funding
information.



KIDS GUIDE
COMPLETING THE SERVICE TYPE DESIGNATION IN KIDS

7. Ensure the youth is enrolled in OHLAP. Check this screen for details. If the youth is not
enrolled, contact state office for further instructions. Please note: youth need to be
enrolled between 8™ and 10" grade.

——

*Planned Graduation/GED Date: |00/00/0000

Education | School | OKPIOHLAP

—OKP/OHLAP =
¥ Application/Agreement Form $ubmitted Application Submitted By:
JULIA STERR
Date OK Promise 05/01/2015 Date & Time:  5/29/2015 3:45 PM
Application/Agreement
Form Submitted: E

8. Select the “Employment” tab and update information.

B3 OKSA General Info ,_Employment%)ry

-1 OKSA Youth Info -
‘.7 OKSA Additional ployer Name FEI# Occupation Start Date

.1 OKSA Contact Inf Ch"d Watch

----- 1 OKSA Assessments
-1 OKSA Services
=+ Youth Demo

.1 Addresses

3 Phone #s ‘

m »

~C1 Email
=3 Education ~——Employer \
-1 Dept of Ed
f Name: : Federal Employment #: |:]
-1 Education | e
----- = ~—Employer Address Y
-1 Connections
—Format

® Street Address _
C'P.0. Box |

) Rural Route Address I:
) Foreign Address

L]

7 Street
Number: PreDir: Name: Suffix: PostDir:

| vl- ”Street LI vI

r _ [ 1




KIDS GUIDE
COMPLETING THE SERVICE TYPE DESIGNATION IN KIDS

9. Select the “Connections” tab and add as many permanent connections as the youth can

identify.

Outcome Relationship Home Phone

| |Aunt(Patemal
Grandparent (Paternal) | AR

OKSA Assessmepts |
OKSA Services
Youth Demo
~[1 Addresses
3 Phone #s

| (3]

[~ Show end-dated Connections

Demographics I Relationships I Contacts I Outcome I Actions | Efforts ]

‘. Email

-1 Education —Demographics N i
-3 Dept of Ed
~(1 Education Prefix:  First: Middle: Last: Suffix:

[ — I | — ]

Alternate Last Names: £
| | manage.. I
Birth Date: SSN: Race: Hispanic or Latino Origin: | |
[00/00/0000] [ - - | [ ~] ~]
Relationship To Family: Start Date: End Date:

|Re|ative LI |00/00/0000 | |00/00/0000 |

Reason for End Date: Date of Death:

| ~| [00/00/0000 |

Employer Name:

10. Once you have updated all the screens, assess the case. Screens to review include, but
are not limited to, AFCARS, Child’s Disability, Placement, Finance, etc.



KIDS GUIDE
DOCUMENTING THE SERVICE TYPE DESIGNATION IN KIDS

11. Go back to the “OKSA Youth Info” tab and select the correct button under “OKSA Services

Type.”
=1 OKSA General Info || ~Youth Information
=4 OKSA Youth Info} .
.1 OKSA Additional ||| Name: r ] Birth Date: [ /Age: 16 Years
‘.1 OKSA Contact Ini/|| Custody Status: Permanent OKDHS Custody County of Service:
-1 OKSA Assessments 2 ; S
_____ 1 OKSA Services Adoption at/after age 14: Worker Responsible:
=-C3 Youth Demo Eligible Guardianship at/after age 14: No
{1 Addresses -
(1 Phone #s ~Supported Permanency At/After Age 14
7 Email eate OKSA Community
Hp . O Contractor Enrollment
i L?.,Ed‘g::;:?flgd Form (041LO04E)
.1 Education . :
{1 Employment ~—OKSA Community Contracto OKSA Services Type
----- [J Connections [] OKSA Community Contractor O] Regular OKSA
Enroliment (04ILO04E) Sent?
L/DDS
[oroovpac]  Incapable of Receiving OKSA
12. Right click in the white space to the right again and Clear
Celete
select “Add/Change” to save. \
/ & AddjChange

Sark
Spell Check




KIDS GUIDE
DOCUMENTING THE LIFE SKILLS ASSESSMENT IN KIDS

1. Select the “OKSA Assessment” tab.

2. Right click
E-C1 OKSA General Iiffo[| —OKSA A ts in the white
-1 OKSA Youth Jhfo =
P 7 Date Type Provided By |
i OsSaaatnd | 02/28/2017  Transition Needs OKDHS space to the
-1 OKSA Cont®€t Ini ich d
..C> OKSA Assessments | 02/08/2016  |Life Skills Assessment -16  |OKDHS Staff-CW - rightan
~[3 OKSA Services select clear.
=-£3 Youth Demo
-1 Addresses
-1 Phone #s
-3 Email
#-C31 Education
-1 Employment Clear
-3 Connections ;I\u& TR TS - | Provided By: [OKDHS Staff-CW ~] Dateis
‘ Date: [02/08/2016 Add/Change
Cop¥ of OKSA Assessment Provided to: [] Youth? hild Welfare Worker? Sort
Spell Check
’ ” omments: |Life Skills Assessment
3. Under “Type
select “Life Skills f
Assessment ’
(either 14 or 16).” / \
5. Select the
most
appropriate
4. Enter the response next
date the to “Provided
assessment by.”
was provided.
6. Enter the name 7. Right click in the A
Ear
of the assessment white space to the Dilete
and the name of right again and AddiChange
the person that select Sark
provided it. “Add/Change” to Spell Check
save.
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KIDS GUIDE
DOCUMENTING THE LIFE SKILLS ASSESSMENT IN KIDS

8. Save an electronic copy of the Life Skills Assessment to the file cabinet in KIDS.

9. Select the “Client” Tab.

Date Stored »

Other 12/16/2016 11:35:¢
Educational Records 5/2/2016 16:41:59

Adoption Disclosure
1211712015 14:53:¢
1211712015 14:52:

10. Add the document to the file cabinet.

ind 11. Press
1;- :n the “Add”
the file on Button.
your
computer.
OKSA-Life Skills Assessment ; 12. Select
14. Enter the % )
“OKSA- Life

name of the e .
] FindFile..| Skills

assessment
in th Assessment.
in the APl
description ife Skills Assessment - Jennifer B
box.
11

11



KIDS GUIDE

DOCUMENTING THE PLAN FOR MY

FUTURE IN KIDS

1. Save an electronic copy of the Plan for My Future to the file cabinet in KIDS.

My

Org

]

Zupervizor

b &

Ref. Lag Inbax

&

‘w'arkload

=

Training

S K

Rezource  Other Srve

Syz, Admin.

=i
Clnt Lizt

&

File Cabinet

&

Search

h:1

Ticklerz

]

Prgm

2. Select the “Client” Tab.

File Cabinet -

3. Add the document to the file cabinet.

7

Add Document to File Cabinet

~ File Location
Cabinet: Case
Folder: 2

\

4

"

~ Document

Document Type:
| OKSA-Case/Transition Plan

File Name:

| | FindFile..

d‘\

A

Description: \
(OKSA Plan for My Furture | Jennifer B .
% Cancel
Y J Help
/ =
7. In the description box,
P 6. Find the
enter: Plan for My Future ]
, file on your
and the youth’s name.
12 computer.

Genersl [12) Client [=]l -0y | Caurt (&) | Treatment Placement
- Contents View
Document Type Date Stored
Faychaological Recards AN 22017 14471 Delete
[ Mransition Plan Z
Birth Werification, Vital Records 08AD0OG4E (ADM-54) AM172017 11:20:14
Birth Werification, Vital Records 08AD0OG4E (ADM-54) AM172017 111811 Add
Birth Werification, Vital Records 08AD0OG4E (ADM-54) AM72017 111758
Birth Werification, Vital Records 08AD0G4E (ADM-E4) 4172017 111610 Sort..
Birth Werification, Vital Records 03ADOG4E (ADM-54) A 20T 1AM
Description: File Format: PDF
[ i For My Future, redone on April B, 2017 |- Close
hd| Help

4. Pressthe
“Add” Button.

5. Select “OKSA-

Case/Transition
Plan.



KIDS GUIDE
DOCUMENTING THE PLAN FOR MY FUTURE IN KIDS

8. Select “Case Plan.”

KIDS - PB11.5
ile  Edit Functions Tools Help

[ B2 2 wm @\ N @ & =T E H

workload Rief. Log Inbe Zupervizor Org Resource  Other Srve aging Sy Admin, Zearch Clnk Lizt Ticklers  File Cabinet Prgm

2 9 2 ¥ O>8 | u m & =

workload Summary Client Mearge ColfConn Contacts Zervices Casze Plan Femowval Placement Adopt Court Other Repaorts

- Gemini.okdhs.int

9. Select “Trmt/ISP.”

‘ KIDS - PB115
File Edit Functions Too

z O &

M @B §7 0 ® 8 &

‘Workload Ref. Log Inbox Org Rezource  Other Srve Training : Adm Search
fix * 4
% 8 B o > Mm 0O e &
Workload Caze Pla Azzess Trmt/ISP PermPlan OKSA Child'z ISP ocs ~PPSP Safety

10. Select “New.”

KIDS - PE11.5
File

Edit  Functions Tools Help

iy LE] = =

N Select ISP Treatment Plan

JI . Select Plan

Plan Date Plan Type
1 =1 IL and Pe |

OS2202011 FPermanency I=1=) N =
11132009 Fermanency ISP Approved Mewr I
114132009 Fermanency Treatrment Plan  Approved Delete I
oS 82004 Family - Recormmended ISP Approved

051 82004 Family - Recommended ISP Approved Sort I
o1.202003 FPerrmanency Treatrment Plan  Approved

01302003 Fermanency Treatment Plan Approved Help I

—ISP Plan Dates:
Original ISP Creation Date: 12282015

ISP Modication Date:
Last Update Date: 3712016

Plan Participants:
Children: Adults:




KIDS GUIDE

DOCUMENTING THE PLAN FOR MY FUTURE IN KIDS

KIDS - PBE11.5
Fil= Edit Functiogf Tools Help

%maammqf

weorkload  Ref. Lflg Inbos: Supervizer org Fecource  Oth

= )

Training  Syz. Admin.

& =] E:3 =]

Search Clnt Lizt Ticklerz  File Cabinat Pram ‘

& gk
‘waorkload Caglh Plan (=

1sp Frog Rpt

[Read Only ' - Individual Service Plan -
] Reasons, Results, & Cundl To Do | Standard To Do A
rPlan Typ v Plan Particiy Change |
Plan Type: |IL and Permanency Ll [ ] Select...l
Delete |
.\ Clear |
Per v Plan \ Copy ISP |
Child Permanency Plan Concurrent Plan Select., ) Approval... |
| Adoption Preparation
Dates
Original ISP Creation Date: [12/258/2015 ISP Esti i Completion Date: [12/26/2015
ISP Modification Date: 00,/00/0000 Date of Dispositional Hearing: 00,/00/0000
I Cancel

13. Under “Permanency
Plan,” enter the

14. Under “Dates,”

appropriate information.

14

enter the
appropriate
information.

12. Under “Plan Participants,”
select the youth’s name



KIDS GUIDE
DOCUMENTING THE PLAN FOR MY FUTURE IN KIDS

15. In the “Reasons, Results, & Cond” tab, enter N/A for all three boxes.

KIDS - PE11.5

Fil= Edit Functions Tools Help

= M & = wm [m s = e ® T B @ ‘
Mwtorkload Ficf. Log Inbox Supervizer Org Resource Other Srve Training Sy Admin. Fearch Clnk List Ticklers Fils Cabinct Pram
) a 2 | &
workload Caze Plan ISP 12F Prog Bpt
Individual Service Plan - - MNew
Gen. Info Reasons, Results, & Cond I To Do | Standard To Dol Add
Reasonis) for Oklahoma Department of Human Services (OKDHS) involvement: Change

(For court involved cases: After adjudication, only include information that led to the child being
adjudicated deprived. Any allegations or findings stricken in the court process are not included.
il When copying ISP update this section with any changes that have occurred in court.)

(R

e Delete

Clear

.

Copy ISP

—Conditions or Behaviors which need to be changed or corrected:
I152,

Approval...

|

r—Desired Results:

I17A] =

Cancel

16. In the “To Do” tab, select the youth’s name in the “For” drop down box.

KIDS - PB11.5

File Edit Funckions Tools Help

Ty EH] = = Bz fioc | Wl = =3 & =} E:3 =l

wiarkload Ficf. Lag Inbox Supervizor org Fiezource Ocher Srve Tryffng Ey=. Admin. Search Cine List Ticklers Fils Cabinct Pram
=) L= == =]

“warkload Case Flan 1P I=F Prog Rpt

Gen. Infol Reasons, Results, & Cond To, [ IStandard To Do Add

To Dois) For:

Change

L]

Delete

To Do Risk Factor Eleas

Copy ISP

Approval...

—Children’s Risk Related Needs Print To Do

Child’'s Hame NHeed

HilE

Cancel

17. Click on the “Select”
button, and a “To Do’s”

)

screen will pop up.
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KIDS GUIDE

DOCUMENTING THE PLAN FOR MY FUTURE IN KIDS

18. On the “To Do’s” screen, in the “Risk Factor” drop down box, select “Oklahoma Successful
Adulthood-Youth” from the drop down menu.

2 =

ll Workload  CasePlan 1sP | ISP Prog Rpt

Risk Factor

See youth’s OKSA Plan Oklahoma Successful Adulthot

Oahoma Successful Adulthood-Youtt ~ |

ce youth's OKSA Plan

19. In the yellow “To Do” box, type “See youth’s OKSA Plan.” 20. Select “OK.

21. On main ISP screen select “Add” to save.



KIDS GUIDE
DOCUMENTING OKSA SERVICES IN KIDS

1. Select the “OKSA Services” tab.

KSA Services

Date Type | Service Provided By ]
06/07/2017 Family Support and Healthy M:Healthy Relationships ~ OKSA Contracted Agen

|| 01/31/2017 [Other Financial Assistance  [Miscellaneous  [OKSA Contracted Age |

(= OKSA Services 07/05/2016  Other Financial Assistance  Miscellaneous OKSA Contracted Agen
=3 Youth Demo
[ Addresses
-1 Phone #s
‘23 Email
#-1 Education
-1 Employment

-~ Connections mlomer Financial Assistance .'_.I
Service:[Miscellaneous ~]
Provided By:[OKSA Contracted Agency ~|

Date/Begin Date: [01/31/2017 End Date:|01/31/2017

Comment: [Luggage, Through My Eyes Jrnl and My Next Best Move book]

Clear
7

Delete
fdd/Change

2. Right click in the empty white space to the right and select “Clear.” ot

. . Spell Check.
3. Under “Type,” select the type of service that best represents the service(s) you are pel e

d%nting this month.

\Im ~|

Academic Support =

Budget and Financial Management Training
Career Preparation

Educational Financial Assistance
Date/Begin Date: Employment Programs//ocational Training

Comment:| Family Support and Healthy Marriage Ed.




KIDS GUIDE
DOCUMENTING OKSA SERVICES IN KIDS

4. Under “Service,” select the service that best represents the specific service(s) you are
documenting this month.

Type:|Academic Support ~|
Service: -
Academic Caunseling (s

Provided By:

Education Plan
Date/Beqin Date:| Financial Aid Packets —
GED Fall Packets
GED Preparation
GED Spring Packets

Comment:

5. Under “Provided By,” select the type of individual that provided the service.

\

Type:|Academic Support |
Service:|Academic Counseling LI
Provided By: -
OKSA Contracted Agency

(| »

Date/Begin Date:

OKDHS Staff-CW
Comment:| OKDHS Staff-DDSD
OKDHS
Mentor-OKDHS
Volunteer-OKDHS




KIDS GUIDE

DOCUMENTING OKSA SERVICES IN KIDS

6. Under “Date/Begin Date,” enter the date the service began and ended.

Type:|Academic Support |

Service:|Academic Counseling _v_|

‘OKSA Contracted Agency v
Date/Begin Date: [00/00/0000 End Date: [00/00/0000

Comment:

7. Under “Comment,” enter a
comment if more explanation is
needed. (Note: comments are
not always needed.)
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KIDS GUIDE
DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

1. Enter a KIDS contact, select “Face to Face” as the Type/Loc and select both “OKSA-
Transition Plan” and “Worker Visitf as the purpose.

[Read Only] - Case Contact Information - NOLAN

enerallnfol I I | Purpose/Congments I Contact Guide I Safetyl I I 14 -18 Yr. I Add
—General Info 1‘

contact Entered By: ||| | | | Date: 05/17/2017 05:48 pm Change
contact By: [ N NI

Delet
Typelloc.: [Face to Face (Placement Provider)  ~| Source: Case g

Status: * O Attempted  ® Completed Word Document: | / | Clear
* O Announced  ® Unannounced Contact Date:[ 05/16/2017 | T % 12:25] * D a.m. ®@p.m. -

Cancel

imgf!
~—Participants / Eind...

*Client/Collateral M-;Mm S onroval

ID Name
2175901 I

Addendum |

Applies To Purpose:

ID Name Select.. | Worker Visit Contott S
2175901 NG OKSA-Transition Plan

2. Select the “14-18 yr. tab.

3. Complete information box for “Assessment of Life Skills Development — ongoing.”

[Read Only] - Case Contact Information - -

General Infol l I I Purpose/Comments I Contact Guide I Safety I

Add

Child Name Age In Years at ct Child Info Added
EiLk
o Delete

Assessment of life skills development - ongoing

Discuss and assess youth's attainment of skills necessary to establish independence and concerns, such as activities
needed to reinforce and support the youth's identity. Life skills development falls into these domains:

-

Clear

Daily living: nutrition, menu planning, grocery shopping, meal preparation, dining, kitchen clean up and food storage, Find...

home management, and home safety.

WAL

Approval

Housing and community resources: housing, transportation, community resources, and awareness of the legal system

Money management: beliefs about money, saving, income tax, banking and credit, budgeting and spending plans,
and consuming Addendum

Self care: personal hygiene, health, alcohol, drugs and tobacco, and sexuality
Contact Src

Social development: personal development, cultural awareness, communication, relationships, and leisure time.

Work and study skills: educational status, career planning, employment, decision-making, and study skills

-continues to work on IL Skills. % Cancel




KIDS GUIDE
DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

4. Scroll down the page and complete the information box for “Successful Adulthood case
plan/transition plan.”

General Infol I \ l Purpose/Comments l Contact Guide| Safetyl | 14-18 Yr. I Add
Child 1aNe

Age In Years at Contact Child Info Added

IJerry continues to work on IL Skills. \ - I -

Successful Adulthood case plan/transition plan.

Discuss with the youth his or her progress towards their Successful Adulthood plan. Verify youth has the following:
certified birth certificate, original social security card, state identification card, or driver license. If youth has driver license,
verify proof of insurance. Discuss the youth's transition plan for exit from care and identify the steps needed to attain the
plan.

completed his 90 day transition plan. He wants to remain at SPECK home until he graduates from high school.

Addendum
Contact Src

m

90-Day Transition Plan Completed « Ed | I:l

i Cancel

5. Scroll down the page to the bottom of the screen, which asks if the 90 Day Transition Plan
was completed. Check the “Yes” box.

_ |

General Info| | Purpose;’Comments' Cqntact Guide| | 1418 yr. |Safety| .

Child Hame Age In Years at Contact Child Info Added

Change

Delete

Clear

Find... |
Approval |
90-Day Transition Plan Completed & yes " Ho (" Hot :l
Applies  Does Hot Apply Reason Hot Complete/

Housing @ c Hot Applicable Addendum |
Health Insurance o) [

Health Care Treatment Decisions [ o Contact Srcl
Education o e
Mertaring & Continuing Suppart o) &
Work Force Support & Employment Services o e

b L |

\ - Cancel

//
6. Select “Applies” or “Does Not Apply” to all indicated areas. If “Does Not Apply” is
selected, a reason must be included in the comment box to the right.
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KIDS GUIDE

DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

7. Select “Case Plan.”

KIDS - PE11.5 o Gemini.ockdhs.int

ile Edit Functions Tools Help
2 o
s [ & 2 M i ¥ = @ & =2 ¥ g
Swhorkload Fxf.Log Inbox Fupervizor Org Fiesource  Other Srvc Tr: . Admin. Fearch Clnt Lizt Ticklers  File Cabinet Frgm
o & ? 4 © 8 & i () i
fworkload Summary Clicnt Flerge Coll!Conn Contacts Fervices Casze Plan Remaval Placement Adopt Courk Other Reports

8. Select “OKSA.”

‘ KIDS - PB115
File Edit Functions Tools

’“%Eﬂaa

¥ i @ @

| Workload Ref. Log Inbox Supervizor Other Srve Training Syz. Admin Search
Im V . 2 £ g = v
%z 8 B e % Mm O e &

Workload Caze Pla Azzess TrmtlISP PermPlan OKSA Child'z ISP ocs ~PPSP Safety

9. Select the appropriate youth from the list here. Then select “Show.”

St Cert o Sucemtl Adtheed U

—Client

Show

Client Name ClientID Date of Bith Age Gender

Cancel

el

Help

Sort...




KIDS GUIDE

DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

10. Select “Trans Plan.”

—
& «Ds - pB115 | — E—— -
File Edit Functions Tools Help
2 (i = 2 Ry s #f = ) & =] p: 4 &
‘Workload Ref. Log Inbox Supervizor Org urce Other Srve Training Adr Search Clnt Lizt Ticklers File Cabinet Pram
@, 8 %
| ‘Workload Caze Plan OKSA OKSA Survey Trnz. Plan
2 20-Day OKsA Transition Plan - [ NN
i ents I ] Additional Discussion I Resources/Sermices I Comments | Signatures I

Education | Employment & Income | Housing I Health I Life Skills I Permanent Connections ]

Youth's Name: | EEEEEEEEENEE
Date of Birth: [ NGzl
Court Case Number: [N

her Case Numbers:

Transition Plan meeting date: 05/16/2017

KK Number: -
sudge: N

Expected Transition Date: [06/01/2018

\

11. Under “Identifying Info,” enter youth’s identifying information.

Add

Cancel

ST

23
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KIDS GUIDE

DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

12. Under “Education,” enter youth’s education information from the “My Transition Plan”

Document.

& s - PB115

File Edit Functions | Tools Help

= [0 2 wm M@ 4 ® ® = § B A ‘
1l Workload Ref. Log Infox Supervizor Org Resource Other Srve Training Search Clnt Lizt Ticklerz File Cabinet Prgm |
=] |
Workload  CazePlan OK: OKSA Survey ‘ Trnz. Plan
— et A W o
&, 20-Day Oksa Transitign pian - [N - N
Essential Documents l Additional Discussion I Resources/Sermvices | Comments [ Signatures I

Identifying Info :Education IEmponment & Income I Housing I Health l Life Skills ] Permanent Connections

I~ Did Not Discuss ohos |

Ea

My current educational status:

 attending high school, grade: |11~ " attending vocational classes

" graduated high school. date: [00/00/0000 " completed vocational classes

m

plL e[ e

" attending General Education Development (GED) class

" obtained GED. date: 00/00/0000
™ attending college I obtained a certificate of completion
™ other:

We discussed:
™" completion of a voluntary placement agreement allowing me to remain in foster care to complete my
high school education or GED

Add

Change

Delete

Approval

Print

Cancel

My plan for education is:
eported he wants to remain at SPECK Home so he can graduate from high school.

m

Cancel |
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13. Under “Employment & Income,” enter the youth’s employment & income plan from the

“My Transition Plan” document.
& «0s - PR11S
_Eile Edit Functions Tools Help

“ ez O & A T - O L

Workload  Ref.Log Inbox  Supervicor  Org Resource  [Pther Srvc  Training

z 8 %

H Workload Caze Plan OKsA

& 50-Day OKSA Transition Plan

® T F B A

Search Clnt Lizt Ticklers  File Cabinet Prgm

rnz. Plan

OKSA Survey

2

ssion |Resources/Services |Comments |Signatures ]
Identifying Info I Education A Employment & Income | Housing I Health ] Life Skills I Permanent Connections

= Change
[~ Did Not Discuss M

Delete

Essential Documents | Add

-~

My current employment and income status —
" working full-time, 35 hours or more per week Clear
¢ working part-time, less than 35 hours per week
" not currently working Approval

U

™ accessing a trust fund Print
I other source(s) of income:

We discussed:

W' available employment programs through Workforce Oklahoma, including Job Corps
-

™ community-based employment programs

I initiating the re-application process for Supplemental Security Income (SSI) or Social Security - Cancol

i

14. Under “Housing”, enter youth’s housing plan from the “My Transition Plan” document.
#% KIDS - PB115

File Edit Functions Tool

= [0 &

Workload  Ref.log Inbox Supervizor

a8 %

H Workload  CasePlan OKSA
28, 20-Day OKSA Transition Plan - NN

Essential Documents I I Additional Disc

m oM i ® e 0@1;&‘

Rezource  Other Srve Training yz. Hdmin, Search Clnt Lizt Ticklers  File Cabinet Prgm

Trnz. Plan

Resources/Senices | Comments ] Signatures I

Add
Health | Life Skills | Permanent Connections |

Identifying Info I Education | Employment & Income

: Change
[ Did Not Discuss Fohas [

~ . Delete |
My housing plan is: -
" apartment or house by myself Clear |
" apartment or house with roommate(s)
" with biological family = Approval |
" with foster family
" Job Corps Print |
T military

 transitional or supenvised living program

" adult group home

@ Developmental Disabilities Senvices Division (DDSD) companion home
© specialized foster care

" DDSD daily living skills home

" other:

Cancel

1
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DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

#&% KIDS - PB115

File Edit Functions Tools

?z_/QO-Day OK_SATrans;t:mPlan --

Essential Documents |

I Additional Discussion

= 0 &8 =2 m s T g ® T E B A
Workload Ref. Log Inbox Supervizor Org Rezource  Other Srve Training  Suo Admin Search Cint Lizt Ticklers  File Cabinet Prgm
s 8 %
| Workload  CazePlan OKSA OKSA Survey Trnz. Plan

sources/Senices 'Comments ISignatures I

Identifying Info [Education IEmponment&Income Housing Hefalth‘l Life Skills IPermanent Connections

[~ Did Not Discuss

To Do's |

My health status:

M | had a physical and dental exam in the previous 12 months.
I 1 can schedule my medical appointments.
I I received the brochure, "Health Care Options for Independent Living Youth."

P

We discussed:

if | need them

to my 18th birthday

My health care plan is:

I locating a mental health provider in my local community and how to access mental health senices

™" my option to designate a health care proxy when | am 18 years old

™ my eligibility for SconerCare from 18 to 21 years of age and the application process 60 days prior

m

LRkl

F reported he does not know.

16. Under “Life Skills”, enter youth’s answers from the life skills portion of the

Plan” document.

& «Ds - PB11S

Add

Change

Clear

Approval

Print

i

Cancel

“My Transition

File Edit Functions Tools Help

@ o & 2 Ry 1 & licd =] @ = k: 3 =l A
| worklosd  Ref.Log Inbox Supervizor Org Resource  Otherage  Training  Sy- “dmin Search Cintlist  Ticklerz  File Cabinet  Pram
‘ R
|| Worklosd  CazePlan  OKsA OKSA Survey | Trnz. Plan

Essential Documents I

7(—<7 ——————————————
‘&, 00-Day OKSA Transition Plan - [N - I
I Additional Discussion I Resources.

Identifying Info l Education I Employment & Income I Housing | Health

Comments ] Signatures I

Permanent Connections

I~ Did Not Discuss

To Do's |

My life skills status:
Mode of transportation:
I my vehicle

™" public transportation
¥ walking

Driver license status:

" valid driver license
" valid driver permit

Financial Management:
I | have a checking account

| will have money as | leave foster care:

| »

AL

I rely on friend or family
I bicycle

@ no driver license or permit

I | have a savings account

“ Yes @ No

We discussed:

Add

Change

Delete

Clear

Approval

Print

Cancel
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DOCUMENTING THE 90 DAY TRANSITION PLAN IN KIDS

17. Under “Permanent Connections,” enter youth’s answers form the permanent connections

portion of the “My Transition Plan” documept.

#& «IDs - PB115
File Edit Functions Tools Help

J|%m§amgnfae 0a1;~,|
Workload Ref. Log Inbox Supervizor Org Rezource Other Srve Training yz. Admin Search Clint Lizt Ticklers File Cabinet Prgm
‘ s 8 %
|| Workload Caze Plan OKSA OKSA Survey Trnz. Plan
& 20-Day OKSA Transition Plan N - I
Essential Documents | l Additional Discussion l Resources/Sernvices | ComQgnts | Signatures |

Identifying Info | Education l Employment & Income I Housing | Health | Life Skills : Permanent Connections |

I~ Did Not Discuss

To Do's

My permanent connections status is:

[ | completed a Permanency Pact.
" 1 have spiritual support in my local community.

-
-

¥ | can identify five adults who will provide guidance for me.

AL

Add
Change
Delete
Clear

Approval

Print

Cancel

18. Under “Essential Documents,” enter youth’s answers from the “My Transition Plan”

document.

& «IDs - PB115

File Edit Functions Tgpls Help
s [0 2 My ft &% i e @ = g & #*
|| Worklosd  Ref.log Inb. Supervizor Org Resource  Other Srve  Training  “0o Admin Search ClntLizt  Ticklerz  File Cabinet  Prgm

H Workload Caze Plan SA OKSA Survey

Trnz. Plan

& 90-Day Oksa Trafition ian - [N - N

cation I Employment & Income | Housing l Health ] Life Skills I Permanent Connections I

| Additional Discussion I Resources/Senices I Comments I Signatures |

I~ Did Not Discuss

To Do's |

I have:

¥ a certified copy of my birth certificate
¥ my Social Security card

¥ a photo ID
| my citizenship/naturalization papers

We discussed:
™ selective senice registration (males only)
[T death certificates for deceased parent(s)

[ voter registration
I trust fund information

[ other:

Add
Change
Delete
Clear
Approval

Print

diaus

Cancel

i
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19. Under “Tribal Youth,” enter youth’s information, if applicable.

& «os -pe115 TN T . - — .
File Edit Functions Tools | Help
\y%meawmaswo ® @ = B A
)} Workload Ref.Log Inbox Sufervizor Org Resource Other Srve Training Syz. Admin Search Clnt List Ticklers File Cabinet Prgm
H a8 %
| Workload Caze Plan OKS& OKSA Survey Trnz. Plan
&, 00-Day OKSA Transition Plan|- I - I
Identifying Info I Education¥| Employment & Income I Housing I Health ] Life Skills | Permanent Connections I

Add

Essential Documents TrlbaIYouth Additional Discussion Resources/Services I Comments | Signatures I

= Change
[~ Did Not Discuss goos I

Delete

My tribal affiliation status is:
¥ | have my Certificate of Degree of Indian Blood (CDIB) card. Clear
¥ | have my tribal enrollment/citizenship card.
¥ | have the necessary contact informatin for my tribe. such as telephone numbers. e-mail address. Approval
and tribal website to ensure | can learn about other activities. services, and supports available to me.
¥ | have Indian Health Serices (IHS) card. Print
¥ | have my tribal health card.
¥ | received information regarding how to access any available tribal trust funds.

il

Cancel

20. Under “Additional Discussion,” enter youth’s answers from the “My Transition Plan”

document.
& «os - pe115 —

File Edit Functions Tools Help \

I
x [0 & = ;S U @ © EF @ A
| Workload Ref. Log Inbox Supervizor Org’ Rezource  Other Srvc Training in Search Clnt Lizt Ticklerz  File Cabinet Pram
a8 % @
| Workload Casze Plan OKSA OKSA Trnz. Plan

& 90-Day OKSA Transition Plan - |

Identifying Info I Education | Employment come I Housing I Health I Life Skills I Permanent Connections I
Essential Documents | Tribal Youth ~ Additional Discussion IResources/Services I Comments I Signatures l

Add

Change

[~ Did Not Discuss

~ Delete
We discussed: =

>

Ui

¥ the importance of participating in the federal National Youth in Transition Database (NYTD): Clear
that tracks independent living services and outcomes.

¥ supports and senvices available to me through the Yes | Can network until | reach 21 years of age
¥ the importance of maintaining a secure address for receiving mail

Approval

¥ the importance of reporting a change of address to SoonerCare, Yes | can network, the Social
Security Administration. and completing a change of address card at the U.S. Postal Office

¥ that as | near 18 years of age, | will receive a list of community resources that may be a
continuing support for me

¥ my right to receive a copy of my Child Passport or other documents that contain available
information regarding my education, health, and social history.

m

¥ I understand | may be asked to complete surveys at 19 and 21 years of age.

¥ | give my consent for other state agencies and the Department of Motor Vehicles to be contacted
or for any other search tool to be used to locate me if | have not called the Yes | Can network to —

Cancel

i
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21. Under “Resource/Services,” add information about any resources or services discussed

during the transition meetin
& «Ds - PB115 — T T—
File Edit Functions Tools Help \
H = a M § = =) @ 2] E:3 & # ‘
I} ‘Workload Ref. Log Inbox Supervizor Org Resource Other Sr Training pz. Admin Secarch Cint List Ticklers File Cabinet Prgm
H & B ® |
| Workload Caze Plan OKsSA OKSA urve | Trnz. Plan |

&, 90-Day OKSA Transition Plan N - I

Identifying Info | Education | Employment & Income | Housing ealth I Life Skills ] Permanent Connections
Essential Documents | Tribal Youth | Additional Discussion | Resources/Services | Comments I Signatures |

. Change
Resources/Services l

il

Add

Delete

Resource or Service Contact Information
1. [Yes | Can network 1-800-397-2945 Clear
2. |Free number that connects you to local services 2-1-1 -
3. |[To obtain a Social Security card or learn about www._ssa.gov or 1-800-877-9977
benefits Approval
4. |To obtain an Oklahoma birth certificate www_health_state ok us or 1-800-522-0203
5 |SoonerCare Helpline 1-800-987-7767 Print

i

Cancel

22. Under “Comments”, enter all comments regarding the youth’s plan from the youth,
worker, and any supportive adults who partjcipated in the transition meeting.

#& DS - PR11S — T —

File Edit Functions Tools Help

"%mﬁa'mmﬁﬁe\Orﬁiﬁx‘

1l ‘Workload Ref.Log Inbox Supervizor Org Rezource  Other Srve Training yz. Admin, Search Cint Lizt Ticklers File Cabinet Prgm
‘ z @ % @ |
1 Workload Caze Plan OKSA OKSA ury | Trnz. Plan
&, 90-Day OKSA Transition Plan - NN NS
Identifying Info I Education I Employment & Income | Housing l Health I Life Skills rmanent Connections I Add

Essential Documents | Tribal Youth I Additional Discussion I Resources/Services ~Comments ISignatures |

Change
[ Did Not Discuss Comments I

Delete

Name Relationship to Youth
13 v [Self

Clear

i Comments:
i Approval

Print

il e

Cancel

i
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23. Under “Signatures,” select all participants present at the youth’s transition meeting.

& «os-pe11s R — T T—
File Edit Functions Tools Help
% 0 &8 =2 & M T & B A

Workload  Ref.Log Inbox Supervizor Org Rezource  Other Srvc dm Clnt Lizt Ticklerz  File Cabinet Prgm
T
zm 8 % &
Workload  CasePlan OKSA OKSA ¥ Trnz. Plan

& 90-Day OKSA Transition Plan - I - N

Identifying Info I Education I Employment & Income I Housing | Health l Life Skills I Peri
Essential Documents ITribaI Youth I Additional Discussion I Resources/Senices | Comments

t Connections

[~ 00/00/0000

~—Transition Plan Signatures/Dates Sig

Signed By

I Pl Participants:

Date Signed

(6070076060
[00/00/G060
(0070076060
(6070076060
(6070076060

24. Check the “Transition Plan Filed in KIDS File Cabinet” box, and the date it was put in the file cabinet.

Add
Change
Delete
Clear
Approval

Print

i fele

Cancel
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DOCUMENTING VOLUNTARY SERVICES IN KIDS

1. Go to the “Removal” Screen.

KIDS - PB11.5

ile Edit Functions Tools Help

= Gemini.okdhs.int

a o] o
& (0 = 2 My i Ll @ & = g &
‘workload Fief. Log Inbox Fupervisor Org Fesource  Other Srec Training dmin. Fearch Clnt List Ticklerz  File Cabinet Fram
G
% i * ¥ © e a|lm e o
warklaad Summary Clicnt Merge CalliCann  Cantacts Services Caze Plan Removal | Placement Adapt Ciaurt Other Reparts

2. Select the appropriate youth and select “Show.”

Select Client for Independent Livir g

—Client

K ® Show
Client Name Client ID_Date of Birth Age  Gender
| | Cancel

_ Cance |
Help |

Sort...
3. Look under the removal context.
—Removals /
Add
Date Removed Removal End Date
00000000 00:00 Ahy 00/00,/0000 00:00 Ak
_ il il Change
F Delete
y A

Removal Date

Date Child Removed Bfom PREC: [00/00/A0000 | Time: CTam. Cpm, Clear
Removal End Date: 00/00/0000 poomm ] © O

Approve
| =l BEREEES|
Removal Context Remoal
Status Hist
Reason for Removal: Care and Pratection of the Child _—
Child Removed From: | ;l

Current Hemowval Status: | ;l l:l




KIDS GUIDE
DOCUMENTING VOLUNTARY SERVICES IN KIDS

4. Click on “Current Removal Status”, change it to “Voluntary”, and enter the date the youth
began voluntary custody.\

Removal End Date: [ N00/0000 [ ] © o =
L\ =]

N\

—Remaoval Context \
Reason for Removal:  Care and Protection ufthNd

| AR

Current Removal Status: |Court-Ordered/Protective
Court-Ordered/Protective

Woluntary

5. Scroll down to “Voluntary Placement Agreement” on the same page and enter all the
information requested.

[ LIOM/LILILILY UL 5] J
N Delete |
[ I N Jad | -
—Voluntary Placement Agreement \ Clear |
[0000000 | * One of these two
oo | fields is mandatory for Approve
voluntary removals N
Note: The agreement is signed on or hefore the youth’s 18th hirthday \ Remn\ra_l
when remaining in care. Status Hist
[ [

6. Go back to “chad.”

Sle  Edit Functions TMHeIp

] = =
B = 2 Ay ol ) = & & = E:3 &l
wharkload R, og Inbox ZSupervisor Org Resource Other Srve Training Sy, Admin, Fearch Clnt List Ticklers File Cabinet Frgm
“warkload Remaval Femowal  Assoc. Ref. Status

7. Select “Court.”

Gile  Edit  Functions Tools  Help

m — -
B EE = ] Ry it it = & =) 3 Bl
workload Fief. Log Inbox Zupervisor Org Resource Other Srvc Training Eye. Admin. h Clnt List Ticklers File Cabinet Frqm

2 Y 2 ¥ © 8 U m s B

“workload Summary Clicnt Merge ColllConn Contacts Services Caze Plan Femoval  Placement Adopk Court Other Reports
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8. Select “Status.”

File= Edit Funckions Tools He
= M| [
= I &8 = i T8 & =
weorklead Ref. Leg Inko Eupervizor Org Resonl Qther Srec Training  Zyz. Admin. Eearch Clnt L
_H-'"-\_ Has
® =« § ® f F E
wWarkload Court Hearing IH Cam. Report Far Right= Ekatuz Court #

9. Select the appropriate youth and click “Show.”

Select Client for Indepe ndent Living

—Client * T
ow
Client Name Client ID  Date of Birth Age Gender
| e || Cancel |
'. = - — i ?.':IIIG'."E
= AR T T
Help |
Sort.
10. Look under the “Custody Information” box.
—Status 11. Click “Clear.”
Begin Date End Date Add
08AE2012 00,00/0000
0B/22/2012  0BAG2012 Clrmys
A g
—Status Details \ Delete
~Custody Information
Begin Date End Date ~Custody With: Clear
B/16/201 [p0.00/0000 | -
Official od
[Temporary '\ h | |
Custody DispAsition

[OKDHS Custody

\

12. Add beginning date.

13. Under “Official Custody” select “Voluntary.”
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CREDIT REPORT

1. Go to the Successful Adulthood Youth Info Screen.

2. Select “OKSA Additional Info.”

=3 OKSA General Info
[ OKSA Youth Info

0 OKSA Additional
[ OKSA Contact Inf

1 OKSA Assessments

----- 1 OKSA Services

#-L3 Youth Demo

-3 Education

-~ Employment

----- 1 Connections

=+ Credit Reports

3 Create New

redit Bureau Information

Date: 5/16/13 2:16 PM

Experian

Credit Concerns?

Was a copy of the report

Drelinguency or collection filed
Balances to credit limit ratio too high

provided to the youth? ®Yes TNo

Date Received: | 04/18/2019 ¥

Select... |

Equifax

Credit Concerns?

Was a copy of the report provided to the youth? ®Yes CNo

Delinquency or collection filed
Balances to credit limit ratio too high

Date Received: | 04/18/2013 ¥

SeFer.‘t...l

] TransUnion

Credit Concerns?

Was a copy of the report provided to the youth? OYes ONo

Date Received: | 00/00/0000

3. Information regarding the results of the youth’s credit report will be provided in the
“Credit Concerns?” box.

B OKSA General Info
|+ OKSA Youth Info
[ OKSA Additional
2 OKSA Contact Inf}]

OKSA Assessments

OKSA Services

Youth Demo

Education

Employment

Connections

Credit Reports

| Create New

N (15/16/2019

i &
PECDDERRD

~OKSA Credit Burea

formation

Date: 5/16/19 2:16 PM

Experian

Credit Concerns?

Was a copy of the report

b

Mo Credit Concerns

provided to the youth? ®Yas (JNo

Salect_..l

Date Received: [ 04/18/2019 ]

Equifax

Credit Concerns?

Was a copy of the report

Mo Credit Concerns

provided to the youth? ®Yes O No

Select. .. I

Date Received: | 04/18/2019 ¥

4

[] TransUnion

Credit Concerns?

Was a copy of the report

provided to the youth? CYes O No

Date Received: | 00/00/0000 ¥
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