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Overview 
This article describes the steps to add appeal information for a Public Children Services Agency 

(PCSA).  When an intake receives a disposition, the PCSA must send written notification to the 

Alleged Perpetrator. Ohio SACWIS will now automatically add PCSA specific appeal language to 

the Alleged Perpetrator Letters, consistent for all letters generated for that agency.  Because this 

information will be used by many different users, only State System Administrators and Agency 

System Administrators for the PCSA will be able to add or edit this information.  

 

Per OAC 5101:2-36-03, within five working days of completion of an assessment/investigation, 
the PCSA must notify the Alleged Perpetrator of the Report Disposition, their right to appeal, 
and the method by which the Alleged Perpetrator may appeal. OAC 5101:2-33-20 outlines the 
requirements for PCSA disposition appeal policies, including but not limited to: Operational 
procedures for conducting reviews and hearings; the office and/or individual(s) involved in 
conducting these reviews/hearings, and reasonable timeframes. Policies and procedures are 
developed and implemented by each PCSA. Ohio SACWIS includes functionality for users to 
record appeals, record reviews/hearings, record outcomes, and generate notification letters for 
Alleged Perpetrators.  
 
For steps to record the Disposition for an Intake, please refer to Recording Case Disposition.  
 

For steps to record an appeal or update a disposition, please refer to Recording Appeals and 

Updating Dispositions for Intakes 

  

https://jfs-ohio.csod.com/phnx/driver.aspx?routename=Social/Topic/Posting/FilePostingDetails&Posting=130&Root=2
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Adding Agency Specific Appeal Information 
When an assessment/investigation is completed, users must record a disposition for each allegation of 

the intake.  Once the disposition is completed, the Alleged Perpetrator(s) must be notified, in writing, of 

the findings of the assessment/investigation. This notification should include information notifying the 

Alleged Perpetrator(s) of their right to appeal the decision.  Ohio SACWIS will now automatically attach 

this information to the notification being sent to the Alleged Perpetrator(s).  The information can be 

added or edited by users with Agency System Administrator or State System Administrator security 

permissions.  This information is stored in the Administration area of Ohio SACWIS. 

1. From the SACWIS home screen, click the Administration tab. 

2. Click the Maintenance tab. 

 
3. Click Agency Information in the left-hand navigation menu. 
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4. Search for the PCSA by entering the Name and Agency Type. 

5. Click Search. 

 

 

6. Click Edit for the appropriate PCSA 
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7. The Agency Details page displays. 

 
8. Near the bottom of the page, locate the Agency Appeal Information for Intake Dispositions 

textbox.  
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9. Enter the Agency Appeal Information for Intake Dispositions for the PCSA in this textbox.  

 

Note: This box will hold up to 10,000 characters, which could be multiple pages of information. 

10. Click Save. 

  



Adding Appeal Information for PCSAs 

Page 8 of 12   Last Revised: 08/13/2024 

Sending Notification with Appeal information to the Alleged 

Perpetrator(s) 
1. From the SACWIS home screen, click the Case tab. 

2. Click the Workload tab. 

3. Click the Case ID link of the appropriate case. 

4. From the navigation menu, click the Intake List link. 

 

The Intake List (Current Case Episode and Historical Case Episode(s)) screen appears, 
displaying all intakes listed for the case, separated into Current Case Episode and Historical 
Case Episodes. 
 

5. Click the Reports link under the appropriate Intake ID.  
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6. Select Assessment/Investigation Disposition Letter – Alleged Perpetrator from the Generate 

Document dropdown. 

 

7. Click Select. 

 

8. Click Generate Report. 

 
9. Select the Caseworker from the Caseworker Dropdown. 

10. Select one of the options on the Select One of the Following for All Disposition Letters grid. 

11. (Optional) Enter any Service Referral Text for this disposition. 
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12. Click Generate Report. 
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13. The Agency Specific Appeal Information from the Agency Information page will be populated on 

the letter under the section Agency Appeal Process of the Alleged Perpetrator Notification Letter. 
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If you need additional information or assistance, please contact the DCY Customer Care Center at 
https://odjfs2.my.site.com/CustomerCareCenter. 
 


