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Generating a Mandated Reporter Letter

Overview

This article describes the steps for generating a Mandated Reporter Letter regarding an
Intake. The Mandated Reporter Letter is an intake report used to inform mandated
reporters of the status of the agency’s assessment/ investigation in response to their
reported concerns, a PCSA contact, and the reporter’s responsibilities and rights to
additional information, per Ohio Revised Code 2151.421.

Important: There are four types of Mandated Reporter Letters that can be generated as
applicable to notify the reporter of the status of the referral:

e Initial- referral accepted: This letter is for intakes that have been screened in or
screened in AR, to notify the reporter of the status of the assessment/investigation,
and to provide updates as needed.

e Initial- referral NOT accepted: This letter is for intakes that have been screened
out.

e Disposition- case transferring for ongoing services: This letter is used at the
conclusion of the assessment/investigation when the decision is to transfer the case
for ongoing or prevention services.

e Disposition- case NOT transferring for ongoing services: This letter is used at
the conclusion of the assessment/investigation when the decision is to close the
case.

Navigating to the Case Intake List

A Mandated Reporter Letter is generated from the Case to which the relevant Intake has
been linked.

If you have assignment to the Case, from the Ohio SACWIS home page:
1. Click the Case tab.

Alerts Action ltems Approvals Assignments

A new sub-menu appears.
2. Click the Workload tab.

Workload Court Calendar Placement Requests
Caﬁo,l Department of
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Generating a Mandated Reporter Letter

The Case Workload grid appears.
3. Select the relevant case.

““m Adm"“s"atlon
Workload Court Calend:

Case Workload I

Caseworker: [ "J Sort By: [ Case Name Ascending v|

= Test,Worker (25 cases)
IB Sacwis, Susie [ 123456 ] - Open 11/21/2022 - Adoption I

@ Test, Person [ 121212 ] - Open 06/17/2022 - Ongoing

Or, if you have an Intake ID, but do not know the case name or do not have assignment to
the case:

4. Click, Search.
5. Select Intake Search.

Ohlo SACWIS County Children Services Board °

Person Search

Intake Search
Provider Search
Workload Court Calend. Provider Match

Employee Search

JCase Workload 1 Agency Search

Caseworker:( ] Sort By: (~ Case Name Ascending v

A confirmation message appears.
6. Click OK.

| sacwis-uat.jfs.ohio.gov says ] NEICEUAT (@) MyOhio [

Are you sure you want to leave this page?

Any unsaved changes will be lost.
Press OK to continue, or Cancel to stay on the current Page. ﬁ Home
lot

The Search for Intake screen appears.
7. Enter the Intake ID.
8. Click Search.

wl Department of
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Intake ID:

Name Match Precision

Sort By:

Returns results matching entered names including AKA names/nicknames

+ AKA/Nicknames

Fewer Results

The Search Resul

More Results

ts grid appears.

9. In the Search Results grid, click the Case Name/Case ID hyperlink.

Search Results

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

Date / Time Intake Category Case Name/Case ID Screener Name Agency
Received I Type SDM Name

view 123456 Linked
[Screened In]

The Case Overvie
10.Click the Int

b Case Overview
Activity Log
Intake List
Safety Assessment
Substance Abuse Screening

Forms/Notices

Category/Pathway Switch

Safety Pian

Actuarial Risk Assessment

05/21/2004 03:00 CAIN Report / Physical Sacwis, Susie /
PM Abuse 123456

W screen appears.
ake List link in the navigation pane.

CASE NAME / ID: Assess/Invest
Sacwis, Susie / 123456

Test County Children Services
Conversion Board

ADDRESS: CONTACT:
123 Test Rd
Test, Oh 12345 -3
AGENCY:
Test County Children Services Board
PRIMARY WORKER: SUPERVISOR(S):

The Intake List screen appears.
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Generating the Mandated Reporter Letter

Important: If the assessment/investigation initiation activity log has been completed, the
Initiation Date/Time displays in the Intake List grid. When this column is blank, the

initiation has not been recorded. This information will help to complete the Mandated
Reporter Letter details in a later step.

1. Click the reports link for the Intake.

Current Case Episode Intake List

Decision & | Category & Initiation Case Disposition Investigation/ | Agency Name &
Date - Time Date/Time Disposition Date Assessment
Completion
Date

123456 Screened 05/21/2004 CA/N Report

Physical Abuse 05/22/2004 Test County
@m 03:00 PM 01:00 PM Children Services
Board

The Reports screen appears.

2. From the Generate Document drop-down menu, select, Mandated Reporter
Letter.

3. Click Select.

| Reports I

Work-ltem Type: CASE

Work-ltem Reference:

Task Type: INTAKE Task Reference:

Available Documents |

|Generate Document:

Cancel

( Mandated Reporter Letter

VJ|

The Document Details screen displays.
4. Click Generate Report.

Document Detntlsl
Document Category: Document Title: Mandated Reporter Letter
Work-Iltem [D: Work-Iitem Reference:
Task ID: Task Reference:
Document History
Document History
caﬁl.ﬁ’l Department of
- Children & Youth
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Generating a Mandated Reporter Letter

The Mandated Reporter Letter parameters page displays.

Completing the Report Details

Important: There are four types of Mandated Reporter Letters that can be generated from
this page as applicable to notify the reporter of the status of the referral.

e Initial- referral accepted: This letter is for intakes that have been screened in or
screened in AR, to notify the reporter of the status of the assessment/investigation,
and to provide updates as needed.

e Initial- referral NOT accepted: This letter is for intakes that have been screened
out.

e Disposition- case transferring for ongoing services: This letter is used at the
conclusion of the assessment/investigation when the decision is to transfer the case
for ongoing or prevention services.

e Disposition- case NOT transferring for ongoing services: This letter is used at
the conclusion of the assessment/investigation when the decision is to close the
case.

1. From the Mandated Reporter Letter Type drop-down menu, select the applicable
type.

2. From the Case Worker drop-down menu, select the name of the worker whose
information will display in the letter.

Note: For the Initial- referral NOT accepted letter, no additional fields display on the
screen; please go to step 5 below.

3. For each question in the grid, select Yes or No as applicable from the drop-down
menus.

Note: Each question in the grid defaults to No.

Note: When the agency has initiated the report and documented this in an Ohio SACWIS
Activity Log, the Intake List grid shown in the previous section will display the Initiation
Date/Time. When this column is blank, the initiation has not been recorded.

4. In the text field, enter a response to Please detail the general status of the health
and safety of the child who is the subject of the report.

Note: If the status of the health and safety of the child is not known at the time the letter is
generated, a general statement that the assessment has not been completed is acceptable.

5. Click Generate Report.

Ca'_zflw De_partmerlt of
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| Mandated Reporter Letter |

Mandated Reporter Letter v
Type: *

Case Worker: *

Please answer the following questions.

Has the agency Initiated the report? * No
Is the agency continuing to investigate the report? * No
Is the agency otherwise involved with the child who is the subject of this report? * NO
Did the report result in the filing of a complaint in Juvenile Court or criminal charges in another No
court?”

Please detail the general status of the health and safety of the child who is the subject of the report. *

W l Department of
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The Report PDF displays.
6. Click Save to save the report.
7. Click the print icon to print the report.

Note: If changes or corrections to the letter are needed, click Review Parameters to
return to the previous screen. Or, click Cancel to leave without saving.

+ N =3 I Page view A Bead doud ¥ Ocaw V' wughight Q tase ﬁ *

Re: Chuld's Name:  Kiddo Doe
Parent’s Name Jane Doe
Dear
This ketier is to acknow ledge roccipt of your concer regarding the above nansed family which you reforred to this agency
on 03242021
The following determination has boen made regarding the information provided m the referral
The referral was accepred for assessmentinvestigation. It may take our agency up to forty-five days to complete the

assessment process. And n rare circumstances it could take up 10 sixty days 10 complete the assessment/investigation
process.

+ The Caseworker assignod to this family ts Casey Caseworker (111) 000-1111
« The Caseworker is under the supervision of Susie Supervisor (111) 2223333

As a mandated reporter, pursuast 1o Obio Revised Code 2151 421, you have a duty 1o report any known or suspected
child abuse or neglect. You are also able to request and receive some mformation about the referral that you made
sncluding the followng

# The agency has initiated am investigaton on the report
b. The agency is continuing 10 investigate the report

¢ The agency is not otherwise involved with the child who is the subject of the report

4 The report has not resulted in the filing of a complaint in Juvenile Court o of crimmal charges in another court
¢ The general status of the health and safety of the child who is the subject of the report,

Thas is the information.

1f you have further questions o concerns, please contact our agency, Each roquest is subject to
venfication of your adeatity. The agency may ask that you put your roquest in writing by mail or FAX.

The Intake List screen appears.

Accessing a Saved Mandated Reporter Letter

From the Intake List within the Case,
1. Click the reports link.

Case Overview

= CRENAMELD Assess/Invest
b Intake List Sacwis, Susie / 123456
Safety Assessment

Substants Abliss Screaning Current Case Episode Intake List

Fomms/Notices Decision & | Category & Initiation Case Disposition Investigation/ | Agency Name &
Category/Pathway Switch Date - Time DatelTime Disposition Date Assessment
Completion
Safety Plan Date
Actuarial Risk Assessment
. 123456 Screened 05/21/2004 CAIN Report  Physical Abuse 05/22/2004 Test County
Famil; Assessment e ||| 03:00 PM 01:00 PM Children Services
Board

Ongoing Case A/l

The Reports screen appears.
2. From the Generate Document drop-down menu, select Mandated Reporter Letter.

3. Click Select.

Wl Department of
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Generating a Mandated Reporter Letter

Work-Item Type: CASE Work-Item Reference:

Task Type: INTAKE

Task Reference:

Available Documents

Generate Document:

Cancel

I‘ Mandated Reporter Letter v I

The Document History grid displays, showing all the Mandated Reporter Letters that
have been generated for the specified Intake.

4. Click the PDF ID link to open the document.

If you need additional information or assistance, please contact the OFC Automated
Systems Help Desk at SACWIS HELP DESK@)jfs.ohio.gov .
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