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Creating a Protective Service Alert

Overview

This article explains the process of creating a Protective Service Alert (PSA) in Ohio
SACWIS.

Completing a PSA

From the Ohio SACWIS Home Page:

1. Click, Administration.
2. Click, Utilities.
3. Click, Maintain PSA from the navigation pane.

%

Maintenance Security Reports Traini

<>

Merge Person

Merge Case

Identify Duplicate Person

Non ODJFS Provider Merge
AFCARS

NEICE Requests
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Creating a Protective Service Alert

The Protective Service Alert Filter Criteria screen appears.
4. Click, Add PSA at the bottom of the screen.

““- Admlnls‘rat.o"

Maintenance curity Reports Training Utilities
<>
Merge Person 5 T
Protective Service Alert Filter Criteria
Merge Cass
Identify Duplicate Person P54 Issued Date Range: Status:
Aszoriate Case & @ Pending/Active .o
¥ Maintain PSA
From Dafe To Date
AP Whorkload
Restrict Gasa/intaks
Geographical Designations Originating Agency: PSA Type:
Case Closure County Children Services Board R ~
Non CDJFS Provider Merge
AFCARS
MEICE Requests Incoming State: Outgoing State:
v v
P 5A Reference Last Name: PSA ID:
Sort By:
W

Protactive Service Alerts

= . ge 0 of O
Add PSA

P5A Ref. Name Date Isswed Expiration Date Originating Agency m.

Add PSA
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Creating a Protective Service Alert

Note: Once you click Add PSA, the PSA Status bar appears at the bottom of the screen
with the status listed as Pending. The PSA Status will continue to display as Pending until
it is changed to Active later in the process.

The Participants tab page appears.

Adding Participant(s)
1. Click, Add Participants.

PSAID REFERENCE NAME: PSA STATUS ORIGINATING AGEMNCY J PHONE:

Pending County Children Services Board
Parlicipants Details Actions
P5A Originator Name and Contact: Date Issued: Expiration Date:

Participant{s) Information

No pariicipants have been added fo this PSA.

Add Parlicipants

When Located / Outcome

Instructions if Child is Found: Select all that sppiy
] Assess Safety of Child(ren)
B Mofify Agency PSA Criginator
! other
If Other, describe:

An outcome comment has ot been recorded for this PSA

Add Outcome Comments

The Search For Person screen appears.
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Creating a Protective Service Alert

For more information on search functionality, please see the following article: Using

Search Functionality

2. Enter relevant search criteria.

3. Click, Search.

Search For Person

Person |0 B3N

| ~0OR ~

on !0 or SSN are entered, all other search crteria will be
OR
Last Name: First Name: Gender:
w
Middle Name:
DOE: Age Range:
[
Erom Age To Age

Reference, TCN, and Address Criteria
Mame Match Precision Sort by:

Retumes rezuliz matching entered names including AKA nsmeshicknames

Relevance (Highest-Lowest]

+ AKA/MNicknames

Fewer Resulzs

‘ Search . Clear Form m

More Resuits

The Person Search Results grid appears.

4. Place a checkmark in the check box next to the appropriate individual

5. Click, Select.

Note: If your search returns no results, or incorrect results, you will need to click the
Create New Person button to add an individual.
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Creating a Protective Service Alert

Person Search Results

Result{s) 1 to 1 of 1/ Page 1 of 1

| Include only active case members

Related Persons v
g
Select ' Creale New Person

The Participants tab page appears, displaying the information on the added individual(s) in
the Participant(s)Information grid.

6. Select either Caretaker, or Child, from the PSA Role drop-down menu.
Note: Repeat the Adding Participant(s) process for each individual you need to add
to the PSA. When all Participants have been added, you can select the Reference
Name for the PSA using the radio buttons.

Note: When you select Child from the PSA Role drop-down menu, a Child Status
drop-down menu will appear.

7. Make a selection from the Child Status drop-down menu when necessary.
8. Place a checkmark in the appropriate box(es) in the When Located/Outcome grid.
9. Click the Details tab.

Note: The system will automatically save data each time the user moves to a

new tab.

Participanis Details Actions

PSA Originator Name and Contact: Drate Issued Expiration Date:

[EE]

Participant(g) Information

PSA Role:

Caretaker b

Cace ID - Agency Information

Add Participants
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Creating a Protective Service Alert

Participants Details Actions

P5A Originator Name and Contact: Date Issued: Expiration Date:
Participant(s) Information
PSA Role:
| child v |
Chibd Status:
Alleged Victim w

Case ID - Agency Information

Add Participants

When Located | Outcome

Instructions if Child is Found: Selzct all that apply
[ Assess Safety of Child{ren)
[ Mofify Agency PSA Originator
| Other
If Other, deseribe:

An outcome comment has not been recorded for this PSA.

ron s

Adding Details
The Details tab page appears.

In the PSA Summary Narratives grid:

Complete the narratives for each text box.

Enter the date in the Date whereabouts became unknown field.

Enter information regarding the Suspected destination.

Indicate whether the suspected destination is outside Ohio by selecting Yes or No
from the Outside of Ohio? drop-down menu.

rObM=
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Creating a Protective Service Alert

5. Click the Actions tab.

Note: Mode of Transportation and Usual Source of Income are optional fields.

Participants Detads Actions

P35A Type

This PEA contains:

@ NotAnswered

Incoming PSA received from another state

P5A Summary Marratives
L orat ek -a:sn:lf 'W
" ABC
£000
A
CEn kb
" ABC
4000
¥
« ABC
4000
e

Date wharsabouts bacams unknawn

suspected destination:

Usual sourcs of Incoma:

Mode of ransportation:

The Actions tab page appears.
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Creating a Protective Service Alert

Adding Actions
In the Actions Taken by Agency grid:

1. Click on the check box beside each action that has been taken.
In the Case Situation grid:

2. Select all Case Situations that apply.

Complete any other relevant information.

Participants Details Actions

Actions Taken by Agency

Seiect ail actions that have been tsken
e e R

[ Weotified law enforcement

Was a warrant issued for armrest of a caretaker(s) with child{ren)?:

~
) Obtained court order to take physical custody of child
[ Conducted a U.5. Postal Search
[ Contacted the COJFS to attempt to secure 3 change in address
O Contacted the wiilty companies
) Contactzd the schogls the children attend (i applicable)
O Contacted other community services the family was known ta be mvolved with

O contacted any relative/kin known to the FCSA
[ Other actions taken

If Other, Deseribe:

Case Situation

Salect all case situations that spply;

[_! Child Abuse { Neglect Assessment / Investigation was in process
LI In-Home Supportive Semvices were in process
L Protective Supenvision Grdersd

Date ordered:

[=]

1 Custo dy obiained by Agsncy

Date obtained:

(B

[ Children taken in vioktion

Describe violation:

[ Other case siuation

If Other. Describe:
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Creating a Protective Service Alert

Activating the Protective Service Alert

Once you have finished with the Actions tab page, change the PSA Status to Active in the
PSA Status drop-down menu.

1. Click, Save.

Participants Details Actions

Actione Taken by Agency

Select all actions that have been taken:
[ Motified taw enfarcement
Was a wamant issued for arrest of a caretaker(s) with child{ren)?:

-

[} Obtained court crder to take physical custody of child

[ conducted a U.S. Postal Search

) Contacted the COUFS to attempt to secure & change in address

[T} Contacted the utilty companies

) Contacted the schools the children attend (if apglicable)

[ Contacted other community services the family was known to be involued with
T Contactad any relative/&in known to the FCSA

[ other actions taken

if Other, Describe:

Case Situation

Select 5l case situstions hiat soply:
1 Child Abuse / Megiect Assessment { Investigation was in process
! In-Home Supportive Services wers in process
[ Protective Supervision Crdered
Date ordered:

=]

[ Custody obtained by Agency
Date obtained:

2]

L) Childran taken in violstion

Describe viclation:

Fending

R
P s oy 3o

The Protective Service Alerts screen appears, displaying an Active status.

Result{=) 1to2 of 2/ Papge 1 of 1

Add PSA

Date Expiration Originator Originating Agency
Issued Date Name

edit 05182023 052402024 County Children Services
Board
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Creating a Protective Service Alert

Processing an Out-of-State-Outgoing PSA
1. If the PSA is outgoing, on the Details page, select “Outgoing PSA to be sent to other

state(s)/agencies”. This creates the Outgoing PSA tab.
2. Click the Outgoing PSA tab.

Participanis Details Actions Dutgoing PSA

PSA Type

This PSA contains:

7 Mot Answered
1o m =] ol

8 Outgoing PSA to be sent to other stale(sifagencies

PSA Summary Narratives
Name and description of each caretaker believed to have physical custedy of child with a child status of protective supervision, alleged victim, or at isk:  (expand full screen)

4000

The Outgoing PSA screen appears.
3. Select the appropriate state(s) from the Available States list (this will activate the

Add button).

4. Click, Add (this will place your state selections in the States Selected box.
5. Click, Add Information Sent/Received.

Participants Details Actions Cutgoing PSA

Outgoing PSA
Date Sent: @|
Available States: e States Selected:
a (=) a
o -

Alaska

American Samoa
Arizona
Arkansas

Armed Forces Africa

Armed Farres America

I e
Add Information SenbReceived \
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Creating a Protective Service Alert

The Add Outgoing Out-of-State Information Sent/Received screen appears.

6. Enter all relevant data.
7. Click, Save.

Add Outgoing Out-of-State Information Sent/Received

Information SentfReceived

Date:

(]

Out-of-state contactiagency:

Comments: (expand full screen)

Save | IeEule

The Information Sent/Received grid appears, displaying the out-of-state information.
8. Click, Save.

Information Sent/Received

e ey e ]
view

0511972023 Frankdin test

Add Information SentReceived

PSA Status: Pendin v Apply  Save
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Creating a Protective Service Alert

Processing an Incoming PSA Received from another State

Note: The ODJFS State PSA Administrator will continue to enter PSAs received by the
state office from outside jurisdictions.

On the Details tab page:

1. Click the radio button labeled: Incoming PSA received from another state.
This creates the Incoming PSA tab.
Select the Incoming PSA tab.

Participants Dretails Actiong Incoming PSA

PSA Type

This P5SA contains:

T Mot Answered
Ty In-state PSA only

® Incoming PSA received from ancther state

PSA Summary Narratives

Mame and description of each caretaker believed to have physical custedy of child with a child status of protective supervision, alleged victim, or at risk:  (expand full screen)

o ABG

4000

2. Complete the requested information.
3. Select, Active, from the PSA Status drop-down menu.
4. Click, Save.

[-]

Outeof-State information

his PSA contains:
Outof-State - Incoming |
—
Date Recorod
r Agency:

& Po—— i
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Extending a PSA

Once a PSA has an Active status, an Extension can be added if necessary.
From the Protective Service Alerts page:
1. Select the edit link in the appropriate row.

[ s |

Result(s) 1to 10f 1/ Page 10of 1

Add PSA

e e e e e

0ar20v2023 05242024 County Children Services Boand Active h

The Participant(s) Information screen appears.
2. Click and update the Expiration Date to add the extension.

Parlicipants Details Actions

P5A Originator Name and Contact: Date Issued: Expiration Date:

O 111292024

Participant(s) Information

3. Click, Save.
4,

The Participant(s) Information screen appears, displaying the new PSA Expiration Date.

Protective Service Alerts

Result(s) 1to 1 of 1/ Page 10f 1

Add PSA
F5A Ref. Name Date
Issued

Expiration
Date

Driginator Originating Agency
NHame

adit 05/24/2023 11/20/2024 County Children Services Active
- Department of .
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Creating a Protective Service Alert

Updating a PSA

When Participants are located, the User needs to go to the Participants(s) Information
screen and indicate that the individual has been located.

1. Check the Located box beside the individual who was found.
2. Click, Add Outcome Comments.

Participants Details Actions

P 5A Originator Name and Contact: Date Issued: Expiration Date:
124)2 ity |
05/24/2023 1112912024 E

Participant(s) Information

P5A Role: ® Reference Name

Caretaker - Located

Last Known Address:

Case ID - Agency Information

Add Participants

When Located | Outcome

Instructions if Child is Found: Sailect all that spply
Assess Safety of Child{ren)
Molify Agency PSA Criginator
Other
if Other, describe:

Outcome Comments:

Add Outcome Comments

N

The Manage Outcome screen appears.
3. Provide narrative in the Outcome Details field.

Department of
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Creating a Protective Service Alert

4. Click, Save.

IManage Outcome I

Outcome Details I

Cutcome Comments: *

+ ABC

Outcome History

- 2
,

Note: When all the Participants are located, the PSA status updates to Located.

If you need additional information or assistance, please contact the OFC Automated
Systems Help Desk at SACWIS HELP_DESK@ijfs.ohio.gov .
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