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Overview

The Enhancement Policy Manual (Manual) contains policies and procedures that
direct casework staff when delivering services under the Child, Youth and Family
Enhancement Act (CYFEA). The policies have been written in a second person
active voice and directly address casework staff unless another role is
specifically identified.

The Manual is comprised of three distinct parts:

¢ Enhancement Policy Manual — Intervention,

¢ Enhancement Policy Manual — Placement Resources, and

e Enhancement Policy Manual — Adoption
Policies regarding working with sexually exploited children under the Protection
of Sexually Exploited Children Act (PSECA) are located in the Protection of
Sexually Exploited Children Policy Manual.
The Manual is designed for online use:

e the Table of Contents and the “Search” function can be used to locate
information on specific topics

e links will make it easier to move between policies, different parts of the
Manual and other references

e cross-references between the policies in the three parts are indicated at
the end of each policy, as is described below

e “To report a broken link click here” will appear regularly

Provincial and Regional Policies

The Manual is provincial policy and procedural requirements that all casework
staff in Child and Family Services Authorities (CFSAs) and Delegated First
Nation Agencies (DFNAs) are expected to comply with. The policies provide
direction and procedures for most common situations.

If an exceptional situation arises that is not addressed in the Manual, discuss the
circumstance with a casework supervisor or manager and determine a plan of
action that is consistent with CYFEA and the procedures outlined in this manual.
Consultation with Ministry staff and/or the statutory Director will be available as
required.
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Regional Policy

Individual regions may choose to develop additional policy and procedural
expectations to provide further direction to their staff to meet the operational
requirements for the region while adhering to provincial policy requirements.

Regional policy supplements provincial policy. Where regional policy conflicts
with provincial policy, provincial policy takes precedence.

Directives

Provincial directives issued by the statutory Director provide interim practice
direction to casework staff in CFSAs and DFNAs until such time as a provincial
policy is approved for inclusion in the Manual.

Legislative Timelines

Legislative timelines outlined in policy come directly from either CYFEA or the
associated regulations and must be followed; there is no flexibility in meeting the
timelines.

Terminology

Below is a list of commonly used terms, acronyms, and legislative references
found throughout the Manual.

Terms
Term References

administrative support administrative support person

adult a person 18 years of age and over

caseworker caseworkers, assessors, intake workers;
anyone who performs the task addressed in
the policy

casework supervisor supervisor of a unit or program

child a person under the age of 18 years

contract contract, fee-for-service agreement, block
funding

contract consultant consultant, specialist, or manager responsible
for negotiating and managing contracts
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Term

References

director

a general reference to staff (e.g. caseworkers,
casework supervisors, managers, etc.) who
are delegated under CYFEA to deliver
mandated services on behalf of the statutory
Director

First Nations designate

a person designated by the council of the band
in planning for services for a child (per s.107)
or in decisions related to the adoption of a
child (per s.67(1))

foster care provider

foster home, foster care placement, foster
family

foster care worker

performs tasks related to the recruitment,
approval process and support of a foster
home, foster care placement, foster care
provider

guardian

per s.1(1)(l), a person who is or is appointed a
guardian of the child under Part 2 of the Family
Law Act or a person who is a guardian of the
child under an agreement or order made
pursuant to CYFEA; as a guardian is not
necessarily a biological parent of a child

in care

refers to a child who is in the care and custody
of the director under

— an apprehension order,

— an emergency apprehension,

— acustody agreement,

— atemporary guardianship order or

— a permanent guardianship agreement or
order

intervention services

any services, including enhancement and
protective services, provided to a child or
family under CYFEA, excluding Part 2
(adoptions) or Part 3 (licensing of residential
facilities)

kinship care provider

kinship home, kinship care placement

kinship care worker

performs tasks related to the recruitment,
approval process and support of a kinship
home, kinship care placement, kinship care
provider
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Term

References

licensing officer

performs the tasks associated with licensing
per the Delegation Schedule

manager

manager in the organization; commonly the
worksite or program manager, but may also
refer to senior or executive managers

regional designate

a person who is delegated by the Child and
Family Services Regional Director or DFNA
Director to perform specific tasks

placement provider

foster care, kinship care and child and youth
facility placement

region(s)

CFSAs and DFNAs

regional

applies to both Child and Family Services
Authorities and Delegated First Nation
Agencies

Social Enhancement Legal
Team

formerly Family Law

statutory Director

Director of the Child, Youth and Family
Enhancement Act

supervisor supervisor of a unit, program or casework
supervisor

youth child that is 16-17-years-old

young adult person that is 18-24-years-old

young person

child, youth and young adult
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Acronyms
Full Term Acronym in Policy

Alberta Foster Parent Association AFPA
Absent Without Leave AWOL
Child and Family Services Authority CFSA
Child Youth Information Module CYIM
Criminal Record Check CRC
Custody Agreement with Guardian CAG
Custody Agreement with Youth CAY
Custody Order CcO
Delegated First Nations Agency DFNA
Enhancement Agreement with Youth EAY
Family Enhancement Agreement with Guardian or FEA
Custodian
Foster Allegation Support Team FAST
Family Support for Children with Disabilities FSCD
Human Services HS
Intervention Record Check IRC
Intervention Services Information System ISIS
Maintenance Enforcement Program MEP
Orientation to Caregiver Training OCT
Office of the Child and Youth Advocate OCYA
Ongoing Assessment OA
Post Adoption Registrar PAR
Permanent Guardianship Agreement PGA
Permanent Guardianship Order PGO
Registered Education Savings Plan RESP
Royal Canadian Mounted Police RCMP
Safety Assessment SA
Secure Services Order SSO
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Structured Analysis Family Evaluation SAFE
Supervision Order SO
Support and Financial Assistance Agreement SFAA
Temporary Guardianship Order TGO
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Legislation and Regulation

Full Title Acronym in Policy
Child and Youth Advocate Act CYAA
Child Care Licensing Act CCLA
Child, Youth and Family Enhancement Act CYFEA
Child, Youth and Family Enhancement Regulation the regulation
Drug-endangered Children Act DECA
Family Law Act FLA
Family Support for Children with Disabilities Act FSCD Act
Freedom of Information and Protection of Privacy Act | FOIP
Health Information Act HIA
Protection Against Family Violence Act PAFVA
Protection of Children Abusing Drugs Act PChAD
Protection of Sexually Exploited Children Act PSECA
Residential Facilities Licensing Regulation RFLR
Youth Criminal Justice Act YCJA

Policy Manual Chapters, Sections and Subsections

The chapters, sections and subsections of the Enhancement Policy Manual have
been reorganized for better flow and easier access to grouped information.

Each policy has a header that identifies the Chapter, Section and Subsection,
as appropriate.

Many chapters have an overview. Overviews contain common elements to
subsequent policies and are very important to read.

Consistent headings, as shown below, are used within the individual policies,
under which similar types of information are found.

An example of the header, the headings within the policies and the
information located under each heading is on the following two pages.
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Section: 1 1 ReCO rd S Issue Date:
October 1, 2011

subsection: 1 1 0 Records Overview Roev‘:mg')a‘ei S011
cloper 1,

Page 1 of X

Chapter refers to the overarching subject matter of the policies grouped in the
chapter.

Section and Subsection headings refer to more specific content in policies, which
are grouped by closely related subject matter.

The Issue Date is the date that the policy takes effect.

The Revision Date is the date that a policy is revised, and in the future, will be
the easiest way to determine if the most current policy is being utilized.

Page 1 of X indicates how many pages a specific policy consists of; subsequent
pages in a policy have a running header that identifies the chapter, section and

subsection numbers (as applicable), the policy title, and what page of the policy
is in the current view.

Policy

A statement of the rule, and indicate the position, outcome and or values that will
be addressed.

Purpose

A concise statement of the rationale for the policy, and will include reference to
legislation, regulation, protocols or best practice.

Procedures
Detailed step-by-step instructions in order to comply with the policy and perform
the required tasks. Multiple subheadings will identify specific procedural
requirements.

NOTE: Notes are in red text and highlight important information.
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Related Information

Located at the end of each policy, the information provided here is intended to
provide additional resources for all casework staff.

The icons and type of information found are as follows:

y List of relevant related policies
9 List of links to related legislation and regulations

&
\ List of related Forms [CSXXXX]

@ List of links to relevant websites, protocols

Light blue text found under the related information heading indicates that a
hyperlink exists. Clicking on the light blue text will take you to the reference
indicated.

If accessing a form, you will be prompted for your MyAgent user name and
password to access the form on the eFormLinks, which is the central forms site

for the Government of Alberta.

NOTE: The Manual is available to the public online; links to internal
materials, such as forms, will require you to enter your ID and
password.
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Appendices

Appendices are individual chapters in the policy manual. They provide valuable
information that is essential in delivering intervention services to children, youth,
young adults and families.

There are 4 appendices in this manual:

Appendix A — Delegation of Authority — delineates who can do what
under CYFEA and related legislations. This appendix includes an
overview of delegation, the Delegation Schedule and explains how and
when interim delegation may occur.

Appendix B — Protocols — provides a list and description of provincial
protocols and guides, relevant to the families involved with HS.

Appendix C — Matter Returned to the Director for Further
Consideration — details the process that the statutory Director follows
when a matter is returned to the statutory Director for further consideration
after an appeal panel hearing per the legislation.

Appendix D — Practice Supports — details casework considerations or
supporting information for staff in addition to what is outlined in policy.
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1. General Information

1.1 Records
1.1.0 Records Overview
1.1.1 Recording Contacts and Collection of Personal Information

1.1.2 Recording Information in the Electronic Information System —
Intervention Services Information System (ISIS)

1.1.3 Retention of Records
1.1.4 Restricting Intervention Records
1.1.5 Lost or Damaged File Records
1.2 Releasing Information
1.2.0 Releasing Information Overview
1.2.1 Releasing Information for Providing Intervention Services
1.2.2 Disclosure of Information for a Court Proceeding
1.2.3 Releasing Information for a Law Enforcement Request
1.2.4 Disclosure of Information for a Civil Proceeding
1.2.5 Releasing Information for a Criminal Proceeding
1.2.6  Releasing Historical Information from an Intervention Record
1.2.7 Other Requests for Release of Information
1.2.8 Child’s Involvement in a Research Project
1.3 Office of Child and Youth Advocate
1.3.0 Office of Child and Youth Advocate Overview
1.3.1 Mandatory Notifications
1.4 Administrative Reviews and Appeals
1.4.0 Administrative Reviews and Appeals Overview
1.4.1 Administrative Reviews
1.4.2 Appeals to the Appeal Panel
1.4.3 Appeals to the Court of Queen’s Bench — Director as Respondent
1.4.4 Appeals to the Court of Queen’s Bench — Director as Appellant

1.5 Intervention Involvement with Employees and Individuals in Governance
Positions
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1.6 Transporting Children
1.7 Transitional Legislative Provisions
1.7.1  Joint Guardianship Orders
1.7.2 Existing Long Term Foster Care Agreements
1.8 Children’s Procedural Rights
1.9 Police Involvement and Offences

2. Aboriginal Children

2.1 Indian Child
2.1.0 Indian Child Overview
2.1.1 First Nations Designate
2.1.2 Registered Indian
2.1.3 Rights and Privileges of Status Indian Children
2.1.4 On/Off Reserve Verification
2.2 Métis Child
2.21 Métis Resource
2.3 Cultural Connection Planning

3. Casework Practice

3.1 Assessment Phases
3.1.0 Assessment Phases Overview
3.1.1  Receiving Referrals
3.1.2 Intake
3.1.3 Safety Phase
3.1.4 Intervention Services Phase
3.2 Case Movement
3.2.1  Case Transition between Enhancement and Protective Services
3.2.2 Case Transfer
3.2.3 Case Closure
3.2.4 Leaving the Care and Custody of the Director
3.3 Emergency Care
3.4 Assessing 16 and 17 Year Old Youth
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4. Assessment and Planning Tools

4.1 Assessment Tools
4.1.1 Ecomap
4.1.2 Genogram
4.1.3 Assessment Records
4.2 Planning Tools
4.2.0 Planning Tools Overview
4.2.1 Family Enhancement Plan
4.2.2 Supervision Order Plan
4.2.3 Concurrent Plan
4.2.4 Transition to Independence Plan
4.2.5 Assessment and the Secure Services Plan
4.2.6 Permanency Planning
4.2.7 Transition Planning for Youth with Disabilities

5. CYFEA Agreements and Orders

5.1 Cumulative Time in Care
5.2 Agreements
5.2.1  Family Enhancement Agreement with Guardian or Custodian (EAG)
5.2.2 Enhancement Agreement with Youth (EAY)
5.2.3 Custody Agreement with Guardian (CAG)
5.2.4 Custody Agreement with Youth (CAY)
5.2.5 Permanent Guardianship Agreement (PGA)
5.2.6 Support and Financial Assistance Agreement
5.3 Orders
5.3.1 Apprehensions
5.3.2 Supervision Orders
5.3.3 Temporary Guardianship Orders
5.3.4 Permanent Guardianship Orders
5.3.5 Review of Permanent Guardianship Order by a Former Guardian
5.3.6 Private Guardianship
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54

5.5
5.6
5.7

5.3.7 Treatment Orders

5.3.8 Custody Orders

5.3.9 Enter and Search to Return a Child to the Director’'s Custody
Secure Services

5.4.0 Secure Services Overview

5.4.1 Accessing Secure Services via a Secure Services Order
5.4.2 Accessing Secure Services via a Secure Services Certificate
5.4.3 Secure Services Placement Procedures

5.4.4 Review of a Secure Services Order

Court Procedures

Child Support Agreements and Orders

Restraining Orders

6. Other Legislation

6.1
6.2
6.3
6.4
6.5

Protection of Children Abusing Drugs Act (PCHAD)
Protection Against Family Violence Act (PAFVA)
Drug-endangered Children Act (DECA)

Protection of Sexually Exploited Children Act (PSECA)
Youth Criminal Justice Act

7. Casework Responsibilities

71

7.2

7.3

General

7.1.1  Case Conference

7.1.2 Caseworker Contact

7.1.3 Memory Book

7.1.4 Infectious/Communicable Diseases
Critical Situations

7.21 Alerts

7.2.2 Reporting a Death

7.2.3  Suicidal Child

7.2.4 Reporting a Serious Injury
Placement
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7.4

7.5

7.3.0 Placement Overview

7.3.1  Arranging a Placement

7.3.2 Placing a Child

7.3.3 Casework Responsibilities During Placement
7.3.4 Placement Disruptions

7.3.5 Maintaining a Child’s Culture in Placements
Approval Required

7.4.1  Child/Youth Requests Requiring Director’s Consent
7.4.2 Approving Travel

7.4.3 Firearms Licence

Minor Parent

8. Legal Interests

8.1

8.2
8.3
8.4
8.5

9.1

Legal Representation in a CYFEA or PSECA Matter

8.1.0 Legal Representation in a CYFEA or PSECA Matter Overview
8.1.1  Legal Representation for the Director

8.1.2 Legal Representation for Children and Youth

8.1.3 Legal Representation for a Guardian

Legal Representation for a Child in a Civil Claim

Legal Representation for a Child in a Criminal Matter

Protecting the Legal interests of Children under Permanent Guardianship
Receiving or Being Served with Court Documents

Services for Children

Medical

9.1.1 Medical/Dental Consent

9.1.2 Medication and Therapy Requiring Consent
9.1.3 Medical Care

9.1.4 Medical Services Payment

9.1.5 Dental

9.1.6 Eye Care

9.1.7 Immunizations
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9.1.8 Infant Formula
9.1.9 MedicAlert Identification
9.1.10 Chiropractic Care
9.1.11 Medical Services Coverage
9.1.12 Medication Management
9.2 Education
9.3 Identification Documents
9.3.1  Birth Registration
9.3.2 Social Insurance Number
9.3.3 Driver’s Licence
9.3.4 Obtaining a Passport
9.4 Financial
9.4.1 Daily Living Costs
9.4.2 Obtaining Funding to Maintain a Child in Care
9.4.3 Camp/Vacation Allowance
9.44 Recreation Allowance
9.4.5 Christmas Gifts
9.4.6 Advancing Futures Bursary

9.4.7 Registered Education Savings Plan (RESP) Program for Children in
Permanent Care

9.4.8 Resource Rebate
9.5 Contracted Services and Payments
9.5.1 Purchasing Support Services
9.5.2 Payment of Purchased Services
9.5.3 Referral and Evaluation of Services

10. Interjurisdictional
10.1 Reciprocal Agreements for Transfer of Guardianship to/from Another
Jurisdiction
10.2 Inter-Provincial Placements
10.3 Administrative Requests from other Regions and Jurisdictions
10.4 Repatriations
10.5 Inter-regional/DFNA
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11. Restrictive Procedures and Intrusive Measures

11.0 Restrictive Procedures and Intrusive Measures Overview
11.1 Restrictive Procedures
11.2 Intrusive Measures

Appendices

Appendix A: Delegation of Authority

A-1 Delegation of Authority Overview

A-2 Delegation Schedule

A-3 Interim Delegation for New Caseworkers
Appendix B: Collaboration with Community and Government Agencies
Appendix C: Matters Returned to the Director for Further Consideration
Appendix D: Practice Supports
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Overview

S.127(2) requires intervention staff to keep records regarding each child who is
the subject of an investigation, order or agreement under the Act.

S.127(1) describes materials that are included as part of a record.

S.7 of the Regulation also requires that a director must keep records with respect
to a child who is the subject of an investigation, agreement or order under the Act
or any predecessor to the Act.

NOTE: Case law has established that contracted agencies that are acting in
the stead of a director also have a statutory duty to keep these
records.

The record for a child consists of information held in a paper file and information
captured in an electronic information system.

The format of the paper file is set by the Senior Records Officer of the Ministry,
as published in the Child Intervention File Standard. The file standard describes
what documents are to be placed on the paper file and what documentation is
captured in the electronic information system.

The format of the electronic record is set by the relevant program areas.
The content of the records is determined by the relevant program policy.

The security of the records is governed by the following:
e S.38 FOIP,
e Alberta Human Services Security Policy (2007),
e GoA Security Directives,
¢ Records Management Regulation, and
e File Standards.
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The Security for the Tablet booklet is a training document available through
Worklinks, and provides guidance related to the secure use of tablets.

Purpose

The management of records is an important function for Human Services staff.
Government employees are required to accurately document all work related
activities by creating complete and accurate records, and filing these records in
official filing systems.

S.35(a) of FOIP requires that a public body must make every reasonable effort to
ensure that personal information it uses is accurate and complete.

Accurate, complete and timely recording is not a separate function but an integral
part of the casework process.

Procedures

Recording Information in a Record
Record personal information and non-personal information and maintain it on the
person’s record according to statutory requirements and program policies.

Refer to “Collection of Information” in policy 1.1.1 Recording Information.

Complete all relevant forms, reports and documents in hard copy, and all
required screens in the electronic information system.

Record every report or allegation that a child may be in need of intervention as
defined by CYFEA, and information about the report including:

e inquiries into the report,

e assessments/investigations,

e actions taken,

e services provided, and

e all other activities associated with the case.

Ensure that all information recorded relates to the child.

Youth Criminal Justice Information
If personal information is collected under the YCJA:

e ensure the information is recorded, retained and released according to the
Young Offender Protocol, and
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o flag both the paper file and the electronic record to indicate they contain
YCJA information.

Removing Records from a Worksite

Remove records from a worksite only with the consent of a supervisor and as
required for purposes such as a fatality inquiry, litigation, or a referral to the
Office of the Public Trustee. The removal of information from a child’s record may
consist of documents from the child’s paper file or information captured on an
electronic memory device, which must be encrypted.

When removing a record from a worksite, ensure that the following practices are
observed:

e Remove the record only with the supervisor’s consent and follow sign out
procedures set out by the manager.

e Transport the record in a locked container such as a briefcase.
e Do not leave the record unattended unless it is locked in a secure manner.

e When using the record, ensure that only authorized persons have access
to the record.

e Contact the Human Services Security Office if there are questions about
specific file security practices that may be required at your worksite.

e Refer to the File Standards for instructions regarding the transfer of paper
files between worksites.

FOIP Requests

If a person makes a request to access a record under the FOIP Act, provide the
person with a Request for Access to Information [IPO481] and assist the person
in completing the form, if required.

Persons may also contact the Information Privacy Office (IPO) by phone at 780-
427-2805.

NOTE: Any information released from a file must be vetted; either by the
Information and Privacy Office for a FOIP request or by legal counsel
if released for litigation purposes.

Correction of Personal Information in a Record

Under s.36 of FOIP, if a person feels there is an error or omission in their
personal information in their record, they can make a request to correct the
information.

e Pers.36(2) of FOIP, an opinion cannot be corrected; only factual
information can be corrected.
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e Per s.36(3), if a decision is made that the requested correction will not be
made, there must be an annotation or a linkage on the file between the
information in question and the requested correction.

e Pers.36(3) of FOIP, if information is corrected, any public body or third
party to whom the information was disclosed within one year of the
correction must be notified of the correction.

e Pers.36(7) of FOIP, a written notification within 30 days of the request
must be provided to the individual requesting the correction, advising them
of the decision with regard to their request.

e Document the request for the correction of information on the file.
e Document the response to the request by indicating if:
— a correction was made, or

— an annotation, or linkage of the personal information on the file to
the requested information was made.

e Contact the IPO for assistance in this area.

Related Information

y 1.2.0 Releasing Information
9 Freedom of Information and Protection of Privacy (FOIP) Act

% Request for Access to Information [IPO0481]

@ Alberta Human Services Security Policy (2007)
Enhancement Act File Standards, March 2010
GoA Security Directives
Information and Privacy Office (IPO)
Official and Transitory Records: A Guide for Government of Alberta Employees
Records Management Regulation
Security for the Tablet
Youth Criminal Justice Protocol

To report a broken link click here.
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Policy

S.127(2) requires intervention staff to keep records regarding each child who is
the subject of an investigation, order or agreement under CYFEA.

S.126(3) provides the authority for a director, including an agency providing
services on behalf of a director, to collect and use “personal information”,
including health information, for the purposes of conducting an assessment, an
investigation or providing services under CYFEA.

Personal information is defined in s.1(1)(q.01) by referencing the definition in
s.1(n) in FOIP. Personal information includes information such as the individual’s
name, race, health information, educational information, criminal background,
and anyone else’s opinion about the individual.

Personal Information is subject to the confidentiality requirements of s.126 of
CYFEA and FOIP, whereas there is no legal constraint regarding the collection
and use of non-personal information.

S.126(5) provides authority for public bodies (e.g. hospitals and schools) to
provide information to a director in the course of an assessment or investigation.

A record of all contacts with persons associated with a case and the collection of
personal information must be documented and retained on either the paper file or
the electronic information system.

Purpose

The collection of personal information and non-personal information provides a
director with information to complete assessments and provide services under
CYFEA.

The recording of contacts provides:

e a formal documentation of the contact that occurred,
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e details of the contact (e.g. who, what, where, when, why),
e narrative notes about the information provided/collected,
e arecord of activities on a case,

¢ aformal record of consultations with the supervisor and rationale for
decision making,

e accountability for case related activities, and

¢ a means to monitor case activities (e.g. caseworker contacts with a child
to meet intervention standards).

Recording contacts provides a permanent record of the contact and can be
referenced for activities such as case planning, report writing, and completing
assessment records.

Procedures

Collection of Personal Information
S.33 of FOIP provides the authority for a director to collect personal information
about an individual as required by CYFEA.

S.34(1) of FOIP requires that personal information must be collected directly from
the individual unless one or more of the exceptions described s.34(1) of FOIP

apply.
Ensure that any collection of personal information meets at least one of the
following criteria:
e The information is required in the administration of CYFEA.
e The information provides a record of casework activities on a case.
e The information is used to determine a child’s need for intervention.

e The information is used to assess the child and family intervention needs
and to support service planning.

¢ The information is used to provide casework supports and services.
e The information is used to support permanency planning for a child.

S.34(2) of FOIP requires that when collecting information directly from a person,
that person must be advised of the following:

¢ the purpose for collecting the information,
¢ the specific authority to collect the information; i.e. CYFEA, and

¢ contact information about who can answer questions about the collection
of the information.
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NOTE: In instances where it may not be appropriate to advise an individual
of the purpose for collecting information (e.g. in some investigations),
review the reasons with the supervisor and document decisions
regarding the collection of information.

Recording Contacts

Record all contacts as it relates to casework activities on a case.

Contact Types

Contact types include but are not limited to:

e direct face to face contact (e.g. with a child, placement provider or any
person associated with a case)

e home visit

o Office visit

e school visit

e case conference or family group conference
¢ video-conference

e court appearance

e judicial dispute resolution activities

e alternate dispute resolution activities

e consultations with a Band designate or Métis resource
e telephone

e voice mail

o fax

e other electronic communications

The record of a contact should consist of factual information and any part of the
record that contains an opinion or an interpretation of facts should be identified
as such. Complete the contact recording as soon as possible after the contact
occurred, using one of the two methods below.
Methods of Recording Contacts
There are two primary methods for recording a contact:

1. contact log entries in the electronic information system, and

2. hand written contact notes

The contact log is the preferred method of recording contacts as it provides
a structured, and system wide access to the record.
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The contact log in the electronic information system must be used for all of the
following contacts:

all face to face contacts with a child, family and placement providers,
consultations with a First Nations designate or Métis resource,
mandatory notifications to the Office of the Child and Youth Advocate,
all critical incident reports,

any contacts that are monitored for intervention standards (refer to Child
Intervention Standards),

any information that is important to be available on a system wide basis to
after hours, or other staff.

To complete a contact log entry, enter the information directly into the electronic
information system by completing the mandatory fields of the contact log.

The contact notes may be used for all of the following contacts:

any contacts that do not fall under the criteria set out for contact log entry
above, and

any notes that are important to help remind or prompt the caseworker
when completing other documentation. (e.g. information that will be use
for completing assessment records, updating school or health records, or
legal or placement information).

To complete contact notes make legible hand written notes about a contact and
include:

time, date and location of contact
names of the persons contacted
type of contact

narrative details about the contact

other notes/details such as phone numbers, as necessary to form a record
of the contact

signature of the person making the note

date signed

Handling of Contact Notes

File the contact notes in the paper file.
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e Place the original contact note on the relevant child’s file and photocopies
on sibling files.

¢ [f the contact note applies to several children in a sibling group, place the
original contact note on the youngest child’s file and photocopies on
sibling files.

e Provide copies to other caseworkers, for placement on related files such
as placement provider files.

NOTE: If notes are made on a Contact Notes form and then entered on a

Contact Log, the Contact Notes remain as part of the record and
must be placed on the file.

Related Information

y 2.1.1 First Nations Designate
2.2.1 Métis Resource
7.1.2 Caseworker Contact
7.2 Critical Situations

LS
g Freedom of Information and Protection of Privacy Act

@ Contact Notes [CS0072]

@ Child Intervention Standards

To report a broken link click here.
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Electronic Information System - Y
Intervention Services Information Page 1 of 2

System (ISIS)

Policy

Enter information into the Intervention Services Information System (ISIS) as
directed by policy and ISIS instruction materials.

Information captured in the electronic information system forms part of the child’s
information record.

Purpose

The electronic information system is used to capture case information and
support intervention staff in completing casework functions. The primary
purposes are:

e case management — to support case management functions
e statistical — to support intervention services reporting and research

¢ information management — to capture, organize and store information
about a person or provider

Procedure

Update the electronic information system on an ongoing basis as information is
received about a child or their family.

Update critical information such as legal authority and placement changes as
promptly as possible and within a maximum of five working days.

Update alerts on an immediate basis.
Record contacts using the contact log.

Use the person search function to search for the record of any person registered
in the system. Attach electronic pictures when available.
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Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information
1.1.3 Intervention Records Check
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Policy

Per s.127(2) A director is required to keep records with respect to a child who is
the subject of an investigation, agreement or order under CYFEA.
A record includes but is not limited to:

e assessment documents,

e contact notes,

e reports,

e photographs,

e |etters, and

e other information whether in writing or in electronic form or reproduced by
other means.

Retain records according to the retention schedule in the Records Retention and
Disposition Schedule — Schedule Number 2006/009 Child Intervention
Management, FOIP, the Records Management Regulation, and the principles
contained in this policy.

Purpose

Records with respect to a child who is the subject of an investigation, agreement
or order under CYFEA are retained to meet the requirements of s.127(2) and to
provide a record of case activities, support casework decisions, and provide
access to records for future reference.
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Procedure

Principles
Retain records according to the following principles:

e Information gathered regarding a child receiving services under CYFEA is
maintained in two forms: a paper file, and an electronic information
system.

e The paper file is integrated into one file which is labelled by the name of
the child or an identification number. If new information is received about a
child with an open file, information is added to the existing file as required
by the File Standards.

e The child’s information, held in the electronic information system, is
identified by the child’s name and shows all cases in which the child is
registered as a case member. The electronic information system also
identifies the location of the paper file and name of the last caseworker
involved with the case.

e The entire record about a child is retained until the part with the longest
retention period reaches the end of that period. If new information is
received about a child with an existing record, keep both the old and new
information until all information reaches the end of its retention period.

Retention of Records

Per s.127(4) records shall be kept for 100 years after the year to which the
information in the record relates.

Refer to the “Records Retention and Disposition Schedule — Schedule Number
2006/009” for a detailed description of the retention schedule of official records.

Refer to Official and Transitory Records: A Guide for Government of Alberta
Employees; March 2004, for information about what represents an official record
and a transitory record.

Handling of Records

A child’s paper file shall be stored at the caseworker’s worksite. When a file is
closed, the file shall be stored at the worksite for two years and then forwarded to
the Alberta Records Centre for storage.

Handling Records under a Litigation Hold Notice

A litigation hold is an advisory notice from Justice or the Senior Records Officer
that a lawsuit has been filed or is expected to be filed against Human Services
that requires the collection and preservation of GoA official and transitory records
as part of an evidentiary process called a legal discovery.
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A litigation hold temporarily suspends the approved retention and disposition
schedules.

Ensure that no records which are subject to litigation hold are destroyed or
deleted.

Contact the Human Services Senior Records Officer if more details are required.

Related Information

9 Freedom of Information and Protection of Privacy Act

@ Enhancement Act File Standards, March 2010

Records Retention and Disposition Schedule — Schedule Number/Status 2006/09
(Available from the Senior Records Officer of the Ministry)

Records Management Regulation

Official and Transitory Records: A Guide for Government of Alberta Employees

To report a broken link click here.
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Policy

Restrict access to an intervention record when a HS employee, or person in a
governance position with HS, has a familial or a significant connection to the
child or family receiving services.

Restrict access to an intervention record when the person receiving services has
a high profile in the community.

Restrict access to information in an intervention record that relates to the
adoption of the child per s.74.1(2).

An intervention record restriction can apply to all intervention program areas.

Restrict an intervention record at any point in the casework process, as soon as it
is known that a restriction is required.

Purpose

Restriction of a record is used to protect the privacy and confidentiality of
persons receiving intervention services.

Procedures

Decision

Determine in consultation with the supervisor if a person’s intervention record
needs to be restricted. The supervisor shall determine whether a case where a
restriction has been created should be managed by another unit or office and if
so, will negotiate the transfer.

Restriction of a Record for an Adopted Child
Enter a restriction for a child who has been placed for adoption.

Refer to the Adoption Manual for details on when to place the restriction.
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It is the responsibility of the case owner to manually create the restriction
for a child immediately upon the issuing of an adoption order for the child.
This is a statutory obligation per s.74.1(2).

NOTE: The CYIM process of automatically restricting an adoption file when
a file closes with a closure reason of “Adoption Order” will not occur
in the electronic information system (ISIS).

Paper Storage & Handling of Restricted Records
When a record restriction is created, the supervisor shall identify one
administrative support staff to complete the administrative work on the paper file.

Indicate clearly on the paper file cover that the record is restricted and identify
names of the persons who have access, including administrative support,
caseworker, supervisor, manager and other authorised access users.

Place the paper file in a locked cabinet with access controlled by the assigned
administrative support staff member, the supervisor, or the manager. Sign the file
in and out as required. Hand deliver any document related to the file directly to
the next person who needs to handle it.

Restrictions in the Electronic Information System

In the electronic information system, each restriction will have a ‘restriction
owner’ who will also be considered a ‘restriction access user’. The restriction
owner is responsible to maintain the list of restriction access users.

The reason for providing access to other restriction access users is recorded in
the electronic information system and can include:

e administrative/financial management

e interdepartmental information request

e shared case management

e shared participant on a case

Restriction access can also be removed from a user for the following reasons:
e administrative/financial management complete
e closure of shared participant case
e case transfer

e interdepartmental information request complete
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e provider no longer active
e shared case management complete

The electronic information system captures the name of the restriction owner,
restriction access users, the reasons for the restriction, and review dates.

Other caseworkers, system users, including senior management, will also have
access to restricted information, as determined by the organizational location.

NOTE: A restriction is placed against a person, not a file or case. Restricting
a person will result in the restriction of all cases involving that person
as a case participant.

When a caseworker completes a search for a person who has been restricted,
only the reference number, name, city and date of birth of the person will be
returned in the results. If the caseworker attempts to access the restricted
person’s home page, the following message will be displayed; “Restricted Person
— Access Denied”. The name of the restriction owner and contact information will
also be displayed.

NOTE: There will be an indicator if alerts have been registered for the
person, but no other details will be displayed.

Transfer of a Restricted Case

When a case is transferred (i.e. the case ownership changes) the restriction
owner and the restriction access users must be updated. Caseworkers will be
informed by a ‘notification’ when their restriction ownership or restriction access
has changed. This includes instances where restriction access has been granted
or ended for a caseworker.

Closure of a Restricted Case
When a restricted case is closed the restriction owner remains in place and there
will be no end date for the restriction.

If the case is re-opened, the restriction must be transferred to the new
caseworker by contacting the previous restriction owner, their supervisor or
manager.

Related Information

y 1.5 Intervention Services with Employees and Individuals in Governance
Positions
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Policy

When a child’s paper record or file (including Child Intervention, PSECA,
Placement Resources, or Adoptions) has been lost or damaged, it must be
reported to the following persons:

e casework supervisor

e statutory Director

e Human Services senior records officer

e Human Services information security officer

e regional records advisor (for support services)

e privacy officer for Alberta Human Services (if lost personal information
may become accessible to unauthorised persons)

Every effort must be made to re-create a lost or damaged paper record with
information and documents that are available from other sources.

When a record has been re-created a notation must be placed on the file to
indicate that it is a re-created file.

NOTE: This policy pertains to the loss or damage of a child’s paper record or
file, or other hard copy document or electronic storage device such
as a memory stick used to store documents from a child’s record.

The terms “file” or “child’s paper record” are used interchangeably.

This policy does not apply to information held in the electronic
information system.
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Purpose

Situations occur where a file may be lost, stolen, misplaced or damaged through
fire, water damage, or other means. The reporting of a lost or damaged file
provides acknowledgement that the file is incomplete and that a loss or damage
to a record has occurred and that the record has been re-created to the most
complete state that is possible.

Procedures

Search for a Missing File

If a file that is active or has been closed for less than two years is missing or
cannot be located, complete a thorough search for the file, prior to reporting the
file as lost or damaged.

Check all areas within the office including the caseworker, supervisor and
manager’s offices.

Check all active and semi-active records areas; e.g. file room, unit records
areas, boxed files to be inventoried, etc.

Check for misfiling, particularly around the areas where the file should be
located.

Check charge-out systems to determine if the file was borrowed by
another body such as FOIP.

Check the electronic information systems to determine if there was a file
request and the file transferred.

Determine if the client had involvement with another office and whether
the files may have been combined.

If a certain volume is missing, check with the previous office to determine
that all of the volumes were transferred.

Check the last records inventory to determine if the file was inadvertently
boxed with other files.

Check alias or aka names to determine if the file is filled under a different
name.

If a file that has been closed for more than two years is missing or can not be
located, check the following possible locations prior to reporting the file as lost or
damaged.

Review previous inventories, especially those that were completed two
years after the closure date of the missing file.
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e If the missing file is listed on an inventory and the Alberta Records Centre
reports that the file is not in the box, request the entire box. The file may
have been misfiled in the box.

o If the file is listed on the inventory and Alberta Records Centre reports that
it cannot be located in the box, check the file request log to determine if
the file had been previously requested and whether the file has been
returned for re-filing, and request the Alberta Records Centre to determine
if the file is waiting to be re-filed.

e Check the areas noted above where files were closed less than two years.

Reporting a Lost or Damaged Child’s Record

When it becomes known that a file has been lost or damaged and the above
steps have not located the file, immediately report this to:

¢ the supervisor, and
e the regional records advisor.

The supervisor is responsible to document the circumstances leading to the loss
or damage of the record and prepare a report to:

the statutory Director

the Human Services senior records officer

e the Human Services information security officer
e the regional records advisor (for support services)

e the privacy officer for Alberta Human Services (if lost personal information
may become accessible to unauthorised persons)

To complete this report use the Privacy or Security Breach Report.

Re-creating a Lost or Damaged File

Make every reasonable effort to re-create the file with as much of the original
information as is possible, using any possible means such as:

e reproducing documents from the electronic information system,
e obtaining copies of legal documents from the court,

e obtaining copies of documents from other parties in possession of the
documents, and

e having the current or past caseworkers, where possible, provide
information about activities and events on the case.
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Notation on a Re-created File

Once the assembly of all possible documents and information is complete,
prepare a new file and place Notice and Acknowledgment of a Re-created File,
[CS0021] in Section 1 of the file.

This form must be signed by a manger.

If at a later time the file is located or repaired, the re-created file continues to
form part of the child’s record and must be retained.

Recording

Report of a loss or damaged file is recorded by completing Privacy or Security
Breach Report.

Place Notice and Acknowledgment of a Re-created File [CS0021] at the top of
Section 1 in the file.

Related Information
B
\ Notice and Acknowledgment of a Lost or Damaged Child’s Record [CS0021]

@ Enhancement Act File Standards, March 2010
Privacy or Security Breach Report
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Policy

Personal information contained in a child’s intervention record shall be treated as
confidential and can be released only as permitted by s.126, s.126.1, s.126.11,
and s.126.2 of CYFEA and the provisions of FOIP.

The area of law pertaining to the release of personal information continues to
evolve. If there are any questions about the release of information, consult with a
supervisor, the Social Enhancement Legal Team, the CFSA or DFNA legal
counsel, Legal Services Branch of Human Services, or the Information and
Privacy Office responsible for Human Services.

Personal Information is defined in s.1(n) of FOIP and includes identifiable
information about an individual such as name, address, race, health, personal
history and any person’s opinion about the individual. Most of the information
collected for a child’s record would be considered personal information. Non-
personal information would include the name or address of a service provider or
other information not related to a child or family member.

Reference to information respecting a child’s record is not limited to written
documents and can also include verbal communication.

Purpose

The release of personal information from an intervention record is affected by
CYFEA, FOIP and by decisions of the courts.

The release of personal information from a child’s intervention record may only
occur as permitted by the appropriate legislation.
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Procedures

When a request to release information contained in an intervention record is
received, determine:

¢ who is making the request,
e what information is being requested, and

e the purpose for the request.

Use the responses to the above questions and the direction set out in the policies
in this chapter to determine how to respond to a request for the release of
information from a child’s intervention record.

If there are questions about the release of information consult with a supervisor.

If there are questions regarding the legislation or legality of releasing or
withholding information, consult with legal counsel.

Privileged Information

Per s.18 of the Child and Youth Advocate Act, information gathered under:

e s.9(2)(d), an investigation by the Advocate into system issues arising from
the serious injury or the death of a child who was receiving services at the
time of the injury or death; or

e under s.15(1), a report on the investigation;

is privileged information and cannot be used for evidence except for prosecution
for perjury.

Per s.20 of the Child and Youth Advocate Act all information provided by a child
to OCYA in confidence and all records created as a result of such communication
are the privileged information of the child and cannot be used as evidence in any
action or hearing without the consent of the chid. The only exception is if the
information must be disclosed because the disclosure is required by s.4 of
CYFEA.

Per s.126.1 the name of a person who makes a report to the director under s.4 or
s.5 (reporting a child in need) and any information that would identify that person
is the privileged information of the person making the report. This information
must not be released and is not admissible as evidence in any action or
proceeding before a court, an appeal panel, or inquiry without the permission of
the person.

Per s.3.1(1) & (2) all information provided orally during alternative dispute
resolution, and any records created, are confidential and the privileged
information of the person providing the information. This information may not be
disclosed except as outlined in s.3.1(3).
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All communications, written or verbal, between a caseworker and their legal
counsel is considered privileged information and should never be disclosed. The
recording of communications between legal counsel and the caseworker should
be clearly identified as solicitor-client privileged information.

Youth Criminal Justice Information

If a child’s record contains information collected under the YCJA release
information only according to YCJA and the Youth Criminal Justice Protocol.

Releasing Information to the Solicitor General

A request for information from the Solicitor General and Public Security falls
under s.126(1)(e) and can be provided with the written consent of the Minister.
Such consent is delegated through the minister to the regional authority.

Information that is required for planning or providing services or for the day to
day care or education of a child may be provided without the consent of the
Minister per s.126(1)(a).

Information identifying a reporter may not be disclosed.

If the child is under permanent or temporary guardianship, the caseworker may
disclose information required for the care and treatment of the child.

For further details about the release of Information refer to Section 6 and
Release of Information by the Child and Family Services Authority to Solicitor
General and Public Security, in the Youth Criminal Justice Protocol.

Receiving YCJA Information

The YCJA sets out who has access to YCJA information.

A director may, upon request, have access to YCJA records when the director:

e has the legal authority of a parent of the youth during the course of a
proceeding or sentence, or

e is engaged in the supervision or care of the child, or
e is conducting an investigation, or providing services under CYFEA.
The Authority must hold YCJA information in strict confidence and shall not

disclose that information to any person unless disclosure is authorized under
YCJA.
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When a file contains YCJA information a label must be affixed on the front of the
file. The label shall read:

“THIS FILE CONTAINS YOUTH CRIMINAL JUSTIVE INFORMATION
AND THIS INFORMATION MAY NOT BE DISCLOSED EXCEPT IN
ACCORDANCE WITH THE YOUTH CRIMINAL JUSTICE ACT’

For further details about the access to information related to YCJA matters refer
to Section 6 and Section 7, in the Youth Criminal Justice Protocol.

Third Party Information
Third party information shall not be released to any to any person who is not
authorized or delegated to receive the information or is not assisting in the
administration of CYFEA.
Third party information includes, but is not limited to:

e the identity of a placement provider,

e the identity of a child from another family receiving intervention services
(e.g. an invoice that may contain names of other children), or

e the identity of other persons who are not the child or family receiving
services.

NOTE: In all instances where it is unclear what information can be released
and to whom, consult with the supervisor or legal counsel.

Related Information

y 1.2.1 Releasing Information for Providing Intervention Services
1.2.2 Releasing Information for a Court Proceeding
1.2.3 Releasing Information for a Law Enforcement Request
1.2.4 Releasing Information for a Civil Proceeding
1.2.5 Releasing Information for a Criminal Proceeding
1.2.6 Releasing Historical Information from an Intervention Record

1.2.7 Other Requests for Release of Information

Freedom of Information and Protection of Privacy Act (FOIP)
Health Information Act (HIA)
Youth Criminal Justice Act (YCJA)
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Child and Youth Advocate Act

@ Information and Privacy Office (IPO)
Phone: 780-427-2805

Youth Criminal Justice Protocol

To report a broken link click here.
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Page 1 of 3

Policy

Personal Information contained in an intervention record must be treated as
confidential.

Release personal information, as defined in s.1(n) of FOIP, for the purpose of
providing intervention services only as permitted by s.126 of CYFEA and FOIP.

Purpose

The release of personal information to others involved in the administration of
CYFEA supports effective coordination of intervention services.

Procedures

Release personal information only as permitted by s.126 and FOIP.
Do not release any information that is privileged.

Do not release information that identifies the name of a reporter as defined in s.4
and 5. If faced with a request for identification of a reporter, immediately notify a
supervisor and obtain legal counsel if required.

When a guardian is requesting information about their child, determine whether
the guardian is actively involved in the child’s care and needs the information to
plan for, or care for the child.

If unsure about to how respond to any request for personal information from an
intervention record, consult with a supervisor, or obtain legal counsel from
Alberta Justice, the Social Enhancement Legal Team, Legal Services Branch of
Human Services, or if a DFNA, the legal counsel for the DFNA.
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Releasing File Documents

If a guardian or child asks for a copy of a document, involve legal counsel in
vetting the document before it is released.

If a formal request for documents is received, refer the child or guardian to the
Information and Privacy Office.

Documents generated as part of the normal casework process, such as service
plans, agreements should be provided to a guardian or child (as appropriate).

Other Requests

If a person not identified above (e.g. a person not directly involved in the case, or
someone who is not assisting in the administration of CYFEA) asks for
information from a file, advise the person that they may make a request for the
information under FOIP and direct them to the Information and Privacy Office.

Recording

Ensure that all decisions, consultations, rationale for decisions and actions
related to the release of information or documents are documented. Use Contact
Notes [CS00072] or the contact log for documentation.

Related Information

y 1.2.0 Releasing Information Overview
1.2.2 Releasing Information for a CYFEA Court Hearing
1.2.3 Releasing Information for a Law Enforcement Request
1.2.4 Releasing Information for a Civil Proceeding
1.2.5 Releasing Information for a Criminal Proceeding
1.2.6 Releasing Historical Information from an Intervention Record
1.2.7 Other Requests for Release of Information

9 Freedom of Information and Protection of Privacy Act (FOIP)

@ Contact Notes [CS0072]
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@ Information and Privacy Office (IPO)
Phone: 780-427-2805

Youth Criminal Justice Protocol
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Policy
Full disclosure of relevant information must be provided for an application under
CYFEA that results in a court proceeding.
Disclose information as required by CYFEA, FOIP, case law, and the rules of
evidence and civil procedure.
Purpose
The full disclosure of relevant information in a CYFEA court proceeding provides
the court with the necessary information to make appropriate decisions and
provides parties to the hearing access to the information used by the court to
reach decisions.
Procedures

Disclosure of Information for a Court Proceeding when the Director is
Represented by Legal Counsel

Involve legal counsel on all issues in relation to disclosure of information.

Ensure that legal counsel is provided with all documents from the file that
are requested in a complete and timely manner.

Place all written requests for information for disclosure purposes on the
child’s file.

Document and place all verbal requests for information for disclosure
purposes on the child’s file.
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Disclosure of Information for a Court Proceeding when the Director is not
Represented by Legal Counsel

A director may be unrepresented by legal counsel at a hearing in instances such
as a secure services application, or an application that is proceeding by consent.
When proceeding without legal counsel:

e Review all documents before disclosing them to ensure there is no third
party personal information, information that is subject to solicitor-client
privilege, or reporter information contained in the information. Such
information must be vetted from any document prior to being disclosed.

e Document on the child’s file what document was disclosed, to whom, on
what day, and for what type of court proceeding.

e Retain an exact copy of the document disclosed on the child’s file.

e Consult with the supervisor, or legal counsel if required, if there are any
questions about the disclosure of information.

Recording

Document all discussions and decisions relating to the disclosure of information
on Contact Notes [CS0072] or the contact log.

Related Information

)
& 1.2.0 Releasing Information Overview
5.5 Court Procedures
8.1.1 Legal Representation for the Director

u Freedom of Information and Protection of Privacy Act (FOIP)

@
& Contact Notes [CS0072]

@ Information and Privacy Office (IPO)
Phone: 780-427-2805

To report a broken link click here.
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Section:

Issue Date:

1.2 Releasing Information
October 1, 2011

Susection: - 1.2.3 Releasing Information for a Law | Revsonbate

April 1, 2012
Enforcement Request Pl

Page 1 of 2

Policy

Information may be provided to a law enforcement agency as permitted by s.126
of CYFEA and s.40(1)(q) of FOIP when sufficient reason is provided to indicate
that the information will assist in an investigation related to a law enforcement
proceeding.

S.126.1 of CYFEA and s.18 and s.20 of the Child and Youth Advocate Act outline
the limitations on the release of certain privileged information.

Law enforcement refers to activities including policing, criminal intelligence
operations, the investigation of complaints that could lead to a penalty or
sanction, or a proceeding that could lead to a penalty or sanction.

The release of information to a law enforcement agency requires the consent of a
director’s representative with the delegated authority to release the information
requested.

Purpose

Sharing information with law enforcement agencies supports collaboration
between Human Services and law enforcement agencies.

Procedures

Receiving a Request for Information

When a request for information is received from a law enforcement agency,
determine:

e Who is making the request?
e What is the reason for the request?
e What information is being requested? (e.g. a particular document?)
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Whenever possible, ask that the request be made in writing. If this is not
possible, document the information regarding the request.

Responding to a Request for Information

To respond to a request for information:
e Consult with a supervisor regarding the request.
e Obtain legal advice on how to handle the request.

¢ Ensure that all information has been vetted, with the involvement of legal
counsel, before being released.

Obtain written consent to release the information using either the Consent to
Release Information [CS0470] or Law Enforcement Disclosure [IPO2994].

Provide the information per the consent and the directions of the legal counsel.

Recording

Document all discussion relating to the release of information on a Contact Note
[CS0072] or the contact log.

Place copies of requests for information and any consent to release information
or law enforcement disclosure forms in the file.

Place copies of the information released on the file.

Related Information

y 1.2.0 Releasing Information Overview

g Freedom of Information and Protection of Privacy Act (FOIP)
Child and Youth Advocate Act

&

\ Consent to Release Information [CS0470]
Contact Notes [CS0072]
Law Enforcement Disclosure [IPO2994]

To report a broken link click here.
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Section:

1.2. Releasing Information Issue Date:
October 1, 2011

supsection: 9 2 4 Disclosure of Information for a Revision Date:

October 1, 2011

Civil Proceeding

Page 1 of 2

Policy

Information may be released for a civil court proceeding as permitted by s.126 of
CYFEA and FOIP.

A party to a civil matter may make an application to the court under s.126.11 for
the disclosure of information that is held in an intervention record.

Purpose

Releasing information for a civil proceeding may provide important information to
a court hearing a civil matter.

A civil action or matter is an action other than those under criminal law, usually
pertaining to a dispute between two parties.

A party to a hearing refers to an active participant to a hearing, either as the
participant who initiated the action or the person who is responding or defending
themselves in the action.

A civil action can include a lawsuit where Human Services or an employee of
Human Services is being sued, lawsuits where children in care or formerly in
care are either plaintiffs or defendants in a proceeding, or matters under the
Family Law Act or matters under the Divorce Act.

NOTE: This policy does to apply to proceedings under CYFEA.

Procedures

Responding to a Request for Information for a Civil Action

When a request for information for a civil action is received, immediately:
e notify the supervisor of the request,
e seek legal counsel, and
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e provide any and all documents to the legal counsel.

If served with a notice for a court application regarding the release of information,
a court order directing the release of information, or a subpoena directing the
release of information, immediately:

e notify the supervisor of the request,
e seek legal counsel, and

e provide any and all documents to the legal counsel.

If a request for information is received verbally:
e determine who is making the request,
e what specific information is being requested,
e what is the purpose for requesting the information, and

e immediately advise the supervisor and seek legal advice

NOTE: In all instances where it is unclear what information can be released
and to whom, consult with the supervisor or legal counsel.

¢ When notice of a civil action, or request for information for a civil action is
received, ensure that the Legal Services Branch of Human Services, or
legal counsel for the DFNA is notified.

Recording

Place any service documents received, or signed consents in the child’s file.

Record on Contact Notes [CS0072] or a contact log the receipt of any information
requests or notices, and any discussions related to the request.

Related Information

it 1.2.0 Releasing Information Overview

8.5 Receiving or Being Served with Court Documents
Q Freedom of Information and Protection of Privacy Act (FOIP)

@
& Consent to Release Information [CS0470]

To report a broken link click here.
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Section:

1.2 Releasing Information Issue Date:
October 1, 2011

Susection: 1 2.5 Releasing Information for a Revision ate:

October 1, 2011

Criminal Proceeding

Page 1 of 2

Policy

Information may be released for a criminal proceeding as permitted by s.126 of
CYFEA and FOIP.

Purpose

Releasing information for a criminal proceeding may provide a court with
important information for a criminal hearing.

Procedures

Responding to a Request for Information for a Criminal Hearing

A request may be received for information for a criminal proceeding by any of the
following means:

e verbal request,

written request,
e court application,
e court order,
e subpoena, or
e any other document that requires the production and/or release of child
intervention information.
Requests for information may be received:

e where a child in care is a criminal defendant and the defence lawyer has
made a request for information, or

e a crown prosecutor may request information from an intervention record.
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When any request for information is received, immediately:
e notify the supervisor, and

e seek legal counsel.

Legal counsel may be sought from the Social Enhancement Legal Team, Alberta
Justice or Legal Services Branch of Human Services.

Recording

Record on Contact Notes [CS0072] or a contact log the receipt of any information
requests, and the response to those requests.

Place any documents related to a request for information on the file.

Related Information

y 1.2.0 Releasing Information Overview
8.5 Receiving or Being Served with Court Documents

9 Freedom of Information and Protection of Privacy Act (FOIP)

@ Contact Notes [CS0072]

To report a broken link click here.
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Secion: 1.2 Releasing Information

Issue Date:

October 1, 2011

Susection:1.2.6 Releasing Historical Information | Revsonbate
. April 1, 2012
from an Intervention Record
Page 1 of 2
Policy

Historical information may be released to an adult who, as a child received
intervention services. Information contained in the intervention record that

pertains to them may be released to that person.

Purpose

A person has the right to information that pertains to them that is contained in

their intervention record.

S.126(1) and s.126.1 of CYFEA provide the authority to release information from

a person’s intervention file, to that person.

FOIP also supports the release of file information from a person’s file to that

person.

Procedures

Respond to a person’s request for historical information as follows:

e When the person makes a request for historical information from their
intervention record, direct the person to the office that that last managed
the file, if the file has been closed for less than two years,

¢ When a request is received for information from an intervention record that
has been closed for more than two years, direct the person to the

Information and Privacy Office.

NOTE: Following the closure of a file, the service delivery office is
responsible to store the file on-site for two years, after which the file
is sent to the Alberta Records Centre (ARC) for storage and imaging.
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Providing information and Materials from the Record

Provide information, materials, and documents from the record to the person as
describe in the 3.2.3 Case Closure policy.

Recording

Carefully document what information, materials or documents were provided to
the person from their record. Place a copy of the documentation on the file and
return the file to storage.

Related Information

y 1.2.0 Releasing Information Overview
3.2.3 Case Closure

9 Freedom of Information and Privacy Act (FOIP)
Child and Youth Advocate Act

To report a broken link click here.
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Section:

1.2 Releasing Information Issue Date:
October 1, 2011

Subsection: - 1.2.7 Other Requests to Release Revision Date:

- October 1, 2011
Information ctober

Page 1 of 3

Policy

Information may be released for other requests as permitted by CYFEA and
FOIP, and with appropriate consent to release the information.

Purpose

Release of information for other requests supports collaboration and information
sharing.

Procedures

Fatality Inquiry

If a request for information for a fatality inquiry is received, notify the supervisor
and contact the Legal Services Branch of Human Services immediately. Legal
Services Branch will determine what legal counsel is required and may retain
independent counsel.

Releasing Information for a Youth Criminal Justice (YCJA) Matter

If a youth involved in an YCJA matter has an intervention record, follow the
procedure for sharing information in Youth Criminal Justice Protocol.

Requests for information from Solicitor General fall under s.126(1)(e) and require
the written consent of the Minister. This consent is delegated through the Minister
to the regional authority.

S.126(1)(a) allows disclosure of personal information necessary for planning or
the day to day care of a youth, without the Minister’s consent.

The disclosure of any information provided to the Solicitor General must be
reviewed for vetting for reporter information, solicitor-client privileged information
and third party information that has no relevance to the matter. This would also
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include vetting information that is potentially sensitive or harmful to the youth or
poses a safety risk to a third party or caseworker.

Information identifying the reporter may not be disclosed by anyone other than
the statutory Director.

If the youth or the youth’s lawyer, or a guardian requests access to information in
an intervention record consult with a supervisor and seek legal counsel to
determine how to respond to the request.

Releasing Information with Ministerial Consent
Per s.126(1)(e) information may be disclosed with Ministerial consent.
In all instances where a request is received that will require the Minister’s

consent for disclosure of information, notify a supervisor and seek legal counsel
on how to proceed.

Miscellaneous Request

If a request is made by other persons who are not providing services, or are third
party individuals, or persons who have no connection to the case (including
media):

e without confirming whether or not there is a record for the person, direct
them to the Information and Privacy Office to make a request under FOIP.

Recording

Document all discussion relating to the release of information on a Contact Note
[CS0072] or the contact log.

Place copies of requests for information and any consent to release information
forms on the file.
Place copies of information that is disclosed on the file.

Related Information

y 1.2.0 Releasing Information Overview

Q Freedom of Information and Protection of Privacy Act (FOIP)
Youth Criminal Justice Act (YCJA)
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@ Contact Notes [CS0072]

Consent to Release Information [CS0470]

@ Information and Privacy Office (IPO)
Phone: 780-427-2805

Youth Criminal Justice Protocol

To report a broken link click here.

Enhancement Policy Manual — Intervention


https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS0072.doc�
https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS0470.doc�
http://www.oipc.ab.ca/pages/About/default.aspx
http://www.solgps.alberta.ca/programs_and_services/correctional_services/young_offenders/Publications/Young%20Offender%20Protocol.pdf
mailto:hs.communications@gov.ab.ca

Section:

1.2 Releasing Information Issue Date:
October 1, 2011

Subsecton: 1.2.8 Child’s Involvement in a :;V‘S“: D‘;“;M
] ay 1,
Research Project y
Page 1 of 4

Policy

The director’s consent is required for a child, under the guardianship of the
director, (i.e. PGO, PGA, TGO) to participate in a research project.

If the child is under TGO status, the consent of the director and the guardian of
the child are required, as the director is a joint guardian per s.31(2).

If the child is receiving intervention services, but not under the guardianship of
the director, (e.g. FEA, CA) the consent of the guardian is required.

Where the director’s consent is required, either as the sole guardian or as joint
guardian, and if the child is12 years of age or older, the consent of the child is
required. If the child does not have the functioning or intellectual ability to provide
consent, document this on the file. Use the guiding principle of s.2(d) in seeking a
child’s consent.

The director may only provide consent when:

e the project has been reviewed by the Director of Research Strategic
Analysis, per the Ministry Research Review Protocol, and
recommendations have been made,

e assurance can be given that no harm will be experienced by the child by
participating in the project, and it is consistent with the best interests of the
child, and

e the child’s and guardian’s right to consent, or withhold consent are
respected.

NOTE: The Research Review Protocol requires branches and authorities to
forward all research proposals to the Research and Strategic
Analysis Branch for analysis, review and recommendations.
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Purpose

A child’s participation in a research project may support important research and
collaboration with community partners in the development and design of
services.

Procedures

Recommending Approval

When a request is received for consent to involve a child in a research project or
survey:

e Determine that the project has been reviewed by the Director of Research
and Strategic Analysis under the Ministry Research Review Protocol.

e |If aresearcher approaches a CFSA or DFNA regarding a project that has
not been approved, direct them to the Research and Strategic Analysis
Branch of Human Services.

e |If the project is deemed to be appropriate, determine, in consultation with
the supervisor, whether the child’s involvement in the project or survey
would be appropriate, giving regard to the best interest of the child.

e |f the project is deemed to be appropriate, obtain the director’s approval by
submitting Consent to Release Information [CS0470] to the worksite
manager for review and approval.

When recommending approval for a child’s involvement discuss the project with:

e the guardian if the guardian’s consent is required, and

e any child who is capable of understanding, and any child 12 years of age
or older.

Consenting to Involvement by a Guardian or Child

Use the Consent to Release Information [CS0474] to obtain the consents, as
applicable, of:

e the child if 12 years or over, and

e the guardian if their consent is required.

If the child is not under guardianship of the director:
e advise the researcher that the guardian’s written consent is needed, and
e only release the identity of a guardian with that guardian’s written consent.

If seeking the guardian’s permission to release their identity, and the identify of
their child:
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e contact the guardian and discuss the project with them,

e advise the guardian that they can consent/not consent to their child’s
involvement in the project,

e have the guardian provide their written consent, and

e release the guardian’s and child’s identity to the researcher only with their
consent.

If the child is under temporary guardianship:

e advise the researcher that both the guardian’s and the director’s written
consents are needed,

e contact the guardian to discuss the project with them, and

e obtain their written consent.

If the child is under permanent guardianship:
e obtain the director’s consent,

e consider whether to consult with involved family members, placement
providers, or other significant persons in the child’s life, and

e obtain their written consents as appropriate.

Providing Consent to a Child’s Involvement
When consenting to a child’s involvement in a research project:

e inform the researcher of the decision within 10 working days of the
request, and

e provide written confirmation of all consents.

If it becomes known that a child under the guardianship of the director is involved
in a research project without the director’s written consent:

e notify the supervisor immediately,
e provide consent only if the above procedures can be followed, or

e terminate the child’s involvement if consent is not provided.

Recording

e Retain copies of any consent forms completed by the worksite manager,
child, and/or guardian on the child’s file.

e Place an overview of the research study and any correspondence with the
researcher on the child’s file.
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e Record consultations with the supervisor, or other parties, on Contact
Notes [CS0072] or the contact log.

Related Information

y 1.2.0 Releasing Information Overview

o~

L
LS Freedom of Information and Protection of Privacy Act (FOIP)

@ Contact Notes [CS0072]
Consent to Release Information [CS0470]

@ Human Services Research Review Protocol
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Subsection: 130 OCYA OveI’VIeW Revision Date:
July 22, 2014
Page 1 of 3
Overview

The Child and Youth Advocate is appointed by the Lieutenant Governor in
Council under s.2(1) of the Child and Youth Advocate Act. Bound by the statutory
mandate identified in the Child and Youth Advocate Act, the Child and Youth
Advocate has autonomy in carrying out the Advocate’s responsibilities on behalf
of young persons receiving a designated service including services under
CYFEA and PSECA.

NOTE: The terms “young person” and “young people” used through-out this
policy refer to children (0-15-years-old), youth (16 & 17-years-old)
and young adults (18-22-years-old) who are eligible to receive
advocacy services from the OCYA.

Services Provided by the OCYA

A. Advocacy Services

The advocacy services of the OCYA provide a method of ensuring that young
people understand their procedural rights, are assisted in exercising those rights
and are enabled to be active participants in the decision processes that affect
their lives.

Referrals for advocacy services for a young person who is receiving services
under CYFEA or PSECA can be made in a variety of ways:

e A young person may make a self-referral.

e A caseworker may make a referral on behalf of a young person. Under
certain circumstances defined in policy, a caseworker must make a
referral, or mandatory notification, on behalf of the young person.

e Any person, including family and community members, may make a
referral or take issues forward on behalf of a young person. This is a way
to support and strengthen healthy relationships that a child may have with
people that are significant to them, as a high level of trust generally exists
that allows the child to openly discuss their issues and concerns.
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A referral may be made to the OCYA Advocacy Services if a person believes
that:

e the young person’s needs are not being met,
e the young person’s rights are not being protected, or

e a case plan or decision affecting the young person has been made without
taking into account the young person’s viewpoint or interests, or without
consideration of all relevant information.

The young person will be assigned to an individual advocate for services. The
individual advocates from the OCYA are not decision makers and do not have
any custodial or guardianship authority.

B. Legal Representation for Children and Youth (LRCY) Services
LRCY is responsible for the appointment of legal counsel to represent children
and youth for matters under CYFEA and PSECA.

NOTE: Although young adults 18-22 years of age who are receiving services
under CYFEA and PSECA are eligible to receive advocacy services
from the OCYA, they are not eligible for legal representation.

The core purposes of the LRCY service are:

e to be child and youth friendly and easily accessible,

e to provide timely legal appointments, and

e to ensure children and youth receive quality legal representation.
Referrals to LRCY can be made by children and youth, caseworkers, the court,

guardians, placement providers and other caregivers, and other concerned
individuals.

Whenever possible, the child or youth is the one to decide whether they want
legal representation. When third party referrals are received, with the exception
of court-ordered lawyer referrals per s.112, the individual child or youth is
contacted first and the consent of the child or youth is received prior to appointing
a lawyer.

Related Information

y 1.3.1 Mandatory Notification
1.8 Children’s Procedural Rights
8.1.2 Legal Representation for Children and Youth
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Child and Youth Advocate Act

@ Mandatory Notification to the Child and Youth Advocate [CS0010]

Children Have Rights Booklet
Children and Youth Have Rights Booklet
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Policy

A mandatory notification must be sent to the OCYA and the Statutory Director of
CYFEA, by the director when:

e ayoung person disagrees with a significant decision that pertains to them,
e the needs of a child are not being met,

¢ significant persons in the child’s life have competing perspectives that are
not focused on the child, or

e an allegation of abuse or neglect of a child in care is made.

NOTE: For the purposes of this policy, the term “young person”
encompasses children 0-17 years of age and young adults 18-22
years of age who may be eligible to receive services from the OCYA.

Notify the young person, if age and developmentally appropriate, that a
mandatory notification has been submitted to the OCYA on their behalf. Provide
the young person with the OCYA phone number.

Purpose

Young people who are receiving services under CYFEA may contact the OCYA
at any point in time to discuss issues and seek advocacy supports. The OCYA
supports young people to ensure that their rights are protected. The OCYA
further ensures that the perspective of a young person is considered when a
young person may be particularly vulnerable and an advocate’s support may be
helpful to ensure that the young person’s rights, interests and viewpoints are
considered when decisions are made on their behalf.

The director is responsible for submitting mandatory notifications to the OCYA
based on specified criteria.
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Mandatory notifications are intended to ensure that the OCYA is aware of
concerns in specific circumstances, that the director is aware of the concerns,
and that the young person has advocacy services at critical points in their life.

Procedures

Reporting Categories and Definitions

The director has a responsibility to submit a Mandatory Notification to the Office
of the Child and Youth Advocate [CS0010] (mandatory notification) to the OCYA
when the circumstances for the young person fall under the following four
categories:

A. Disagreement with a Significant Decision

A young person may disagree with a significant decision that pertains to them,
such as, but not limited to:

Planning decisions — related to supports or services, access, education,
permanency or transitioning for a child. These decisions may be a part of
a Family Enhancement Plan, Supervision Order Plan, Concurrent Plan, or
Transition to Independence Plan.

A decision about an agreement with a 16 or 17-year-old youth — related to
either an Enhancement Agreement with Youth or a Custody Agreement
with Youth.

A placement decision — regarding disagreement with a decision about the
child’s placement, such as the type of placement, a move or a respite
placement.

A decision about an SFAA with a young adult aged 18 to 22 years-old —
regarding a decision to not sign an agreement, to terminate an agreement
or the services negotiated under the agreement.

B. Unmet Needs

Situations may arise where it is believed that the needs of the child, in a variety
of areas, are not being met by the director, such as, but not limited to:

medical, dental or optical needs

placement needs (e.g. the child is not in a suitable placement to meet the
level of need)

education needs (e.g. tutoring, educational tools, transportation to school)

services for a vulnerable 16 or 17-year-old youth who will require special
programming as an adult

services or resources are unavailable (e.g. mental health or addiction
services)
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e available services or resources are denied (e.g. counselling, youth worker)

e cultural/religious/spiritual connections (e.g. appropriate activities or
involvement not maintained or supported)

C. Competing Points of View

In some circumstances, significant people involved with the child may have
opposing points of view regarding a proposed decision or plan for the child.

The following may occur as a result of the competing priorities:

the child believes that they are not being heard,

the procedural rights of the child may not be respected,

the focus may not be on the child’s development or well-being, or

the caseworker may believe that the child’s perspective is being
overlooked in the process.

Examples may include disagreements between:
e the caregiver and the caseworker
e the caregiver and the guardian

e the guardian and the caseworker

NOTE: Advocacy under this category in no way replaces legal
representation in court matters.

D. Allegations of Abuse or Neglect of a Child in Care

Allegations that a child has been abused or neglected while in care may include:

e Allegations that a child has been subjected to neglect, emotional injury,
physical, or sexual abuse by the caregiver.

— neglect — including, but not limited to, inadequate supervision, or
failure to provide basic needs or medical attention;

— emotional injury — including, but not limited to, inappropriate
exposure to drug or alcohol use in the home, exposure to family
violence, differential treatment, inappropriate disciplinary measures,
name calling, threats or derogatory statements aimed at a child.

o ‘“differential treatment” covers a broad range of unacceptable
parenting practices and may include such things as the child
being excluded from family activities, being held to
unreasonable expectations of behaviour, or other actions
that result in the child feeling unaccepted as a member of
the family
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o ‘“inappropriate discipline” covers a wide range of
unacceptable parenting practices. Examples include, but are
not limited to, the use of corporal punishment to isolating a
child in his or her room for an extended period of time

— physical abuse — including, but not limited to abusive or
inappropriate disciplinary measures, observable injury during
restraint or the non-accidental application of force to a child; or

— sexual abuse — including, but not limited to inappropriate exposure
to sexual contact, activity or behaviour.

Allegations that a child has been abused by someone other than the
caregiver, including, but not limited to, another young person or adult who

is not the child’s caregiver.

Completing and Submitting a Mandatory Notification

Mandatory Notification Part A — Notification:

Complete Part A of the form by checking the appropriate boxes on the mandatory
notification form and by providing a brief narrative summary of the incident in the
space provided. Consult with the casework supervisor and the OCYA if it is
unclear whether a young person is in a situation that may fall within one of the
category areas. Once Part A is complete, submit the form to the OCYA and to
the Statutory Director at the Ministry.

The need to submit a mandatory notification for circumstances that fall under
categories A through C above will be determined on a case by case basis. The
young person should be advised of their right to contact the OCYA early on in the
process when they indicate that they disagree with a decision or direction.

Day-to-day interactions while providing services under CYFEA may result
in disagreements about decisions and conflicts. It is therefore essential
that reasonable efforts at dispute resolution are made prior to submitting a
mandatory notification.

— Keep in mind that the young person must be notified about the right
to contact the OCYA for supports at any time.

“‘Reasonable efforts at dispute resolution” may include, but are not limited
to, case conferences or discussions between the young person and the
supervisor or manager, for instance.

If the director and the young person have reached an impasse after
reasonable efforts at dispute resolution have been unsuccessful, submit a
mandatory notification (Part A) to the OCYA and to the Statutory Director.

— A young person should be advised of the submission of the
mandatory notification to the OCYA.
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When an allegation of abuse or neglect of a child in care is made, complete the
mandatory notification and submit the form immediately.

e Ensure that a copy of the mandatory notification is sent to the caseworker
ordinarily responsible for the young person’s file at the same time that it is
sent to the OCYA and to the Statutory Director, if applicable.

e The mandatory notification must only be about the specific child to which
the initial concern pertains.

e Other children in the placement, but not initially identified as abused or
neglected in care, should be listed as “may have also been impacted” on
Part A of the mandatory notification form.

— If there are multiple young people listed on the mandatory
notification because they were in the same placement and may
have been impacted by an allegation of abuse or neglect in care,
ensure that the caseworkers for each child listed receive copies at
the same time that the form is sent to the OCYA and to the
Statutory Director.

— If an assessment determines that other children in the placement,
other than the children initially identified in the concern, were
abused, then a mandatory notification must be sent to the OCYA
and to the Statutory Director as soon as the abuse or neglect is
identified.

NOTE: A young person aged 18-22-years-old is not a child; therefore, it is
not necessary or appropriate to submit a mandatory notification
regarding abuse or neglect of a child in care for this age group. If the
young person has been assaulted or abused while receiving
services, they should be provided with information on how to contact
the OCYA if they would like the support of an advocate.

Mandatory Notification Part B — Resolution/Outcome:

Complete Part B by checking the appropriate boxes on the mandatory
notification form when the resolution of the circumstances that led to the
mandatory notification is reached.

Once completed, submit the Mandatory Notification to the Office of the Child
and Youth Advocate [CS0010] to the Statutory Director at the Ministry.

NOTE: The completed Part B of the Mandatory Notification to the Office of
the Child and Youth Advocate [CS0010] is not to be submitted to the
OCYA. Part B is only submitted to the Statutory Director. An
advocate may request the completed mandatory notification form
from the young person’s caseworker if they are involved with the
young person.
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Submissions to the Statutory Director can be made via fax:

e Attention: Office of the Statutory Director (780) 415-4804

Related Information

y 1.3.0 OCYA Overview
1.4.1 Administrative Review
1.4.2 Appeal to an Appeal Panel
1.8 Children’s Procedural Rights
7.2.2 Death of a Child
7.2.4 Reporting Serious Injuries

o
{ Child and Youth Advocate Act

@ Mandatory Notification to the Office of the Child and Youth Advocate [CS0010]
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Overview

A number of informal and formal dispute resolution mechanisms have been
established to support the Ministry’s commitment to early resolution of issues that
may arise during the course of delivering services under CYFEA. The successful
use of an informal mechanism may result in a reduced need for formal
administrative review and appeal mechanisms when there is a dispute over a
director’s decision.

NOTE: A director’s decision is any decision made by a caseworker or
anyone with delegated authority under CYFEA.

Stakeholders that may engage in various levels of dispute resolution include
guardians, caregivers, children, young adults, and residential facility applicants.
All stakeholders need to be informed of the informal and formal dispute resolution
mechanisms available to them. Only certain individuals have the ability to request
formal dispute resolution mechanisms such as an administrative review or appeal
to the Appeal Panel.

Children who are in care have the right to disagree with a decision and the right
to have their concerns taken seriously. They must be informed of the range of
informal and formal dispute resolution options that are available to them. Children
may need a support person to assist them in accessing dispute resolution
options and to ensure that their voices are heard.

Informal Mechanisms

Best practice is to attempt to engage in informal mechanisms to resolve disputes
as quickly as possible.

The first step in resolving issues is for the client to talk to the caseworker who
has made the decision with which they are dissatisfied. Each CFSA and DFNA
has an informal process in place that may include a discussion with a supervisor,
manager or CFSA Chief Executive Officer / DFNA Director. Family group
conferencing and mediation are examples of additional options for working
together on solutions.
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A separate process for dispute resolution exists for foster parents.

Guiding Principles of Informal Mechanisms

e The best solutions are ones worked out between the parties themselves.
e |Issues should be resolved cooperatively, respectfully, fairly and efficiently.

e Accessing informal processes for addressing issues does not limit clients
in any way from accessing the formal, legislated mechanisms.

Formal Mechanisms

CYFEA identifies several formal mechanisms that allow those impacted by and
dissatisfied with a director’s decision to dispute the decision, including:

¢ administrative reviews,
e appeals to an appeal panel, and

e appeals to the Court of Queen’s Bench (regarding both court orders and
decisions of the appeal panel).

Clients may choose not to access informal mechanisms, and instead proceed
directly to administrative review or an appeal, per the legislation. However, the
legislated mechanisms cannot be accessed for all issues and concerns that may
arise.

Related Information

=
i 1.3.0 OCYA Overview
1.3.1 Mandatory Notifications
8.1.2 Legal Representation for Children and Youth
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Policy

A request for an administrative review must be received by the director in writing
in the prescribed format within the legislated timelines and must contain sufficient
details about the disputed decision for the director to be able to identify it and
determine the grounds for the review.

An administrative review must be completed within the legislated timelines.

An administrative review can be used whether or not the matter can be appealed.

Purpose

An administrative review is an internal review and formal dispute resolution
process that is available when a child, young adult who may be eligible for
benefits under s.57.3, guardian, foster parent, applicant for a license or an
applicant for financial support under s.105.8 disagrees with or is impacted by a
decision of the director made under CYFEA.

A request for an administrative review may be made when informal dispute
resolution mechanisms are not successful in reaching a resolution or when the
person requesting the review chooses not to access the informal mechanisms.

Resolution through an administrative review may avoid the matter proceeding to
an appeal panel.

Procedures

Matters That Can Go Forward for Administrative Review

A request for an administrative review can be made regarding matters that
require delegated decision making authority under CYFEA, including but not
limited to the following:

e the director’s exercise of discretion when access is court ordered “at the
discretion of the director,”
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a licensing decision made by the director,
the placement of a child into a facility,
the removal of a child from a facility,

the refusal of the director to approve financial benefits under the Child and
Youth Support Program under s.105.8, or

the refusal of the director to enter an SFAA under s.57.3 to a person
between the ages of 18 and 24 years of age.

Who Can Request an Administrative Review

Any of the following persons who are directly affected by a director’s decision
may request an administrative review:

a child,
a guardian,
a foster parent,

an individual who has had continuous care of a child for more than six of
the 12 months preceding the decision of the director,

a person who is receiving or may be eligible to receive supports under and
SFAA pursuant to s.57.3,

a person who is refused financial assistance under s.105.8, or

an applicant for a residential facility license or a renewal of a residential
facility license.

NOTE: The OCYA is able to submit the written request for an administrative

review on behalf of a child. The child is considered a participant in
the proceedings and the role of the OCYA is to advocate the rights,
interests and viewpoints of the child.

Matters That Cannot Go Forward for Administrative Review

Certain matters cannot go forward for administrative review, such as:

operational or administrative matters, such as the transfer of a file or the
assignment of a caseworker,

financial matters that have provincial fixed rates attached,
decisions that are made by the director, but not under CYFEA,

matters where a decision has been made or an opinion formed by
someone other than the director and are integral to case planning,
including:

— achild’s diagnosis
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— educational planning

— probation requirements

— assessment findings or recommendations
e whether the director investigates a report,
e outcomes of child protection investigations, or

e court orders or decisions of the court.

Timelines for an Administrative Review

It is essential to advise the person who requested the review of the time lines
identified in s.117.1(2).

Filing a request for an administrative review

The person requesting an administrative review must do so within 30 calendar
days of receiving the director’s decision. The 30 days does not include the day
that the decision is received, but every calendar day thereafter must be counted,
including the day that the written request for an administrative review is received
by the director.

Completing the administrative review process

An administrative review must be completed within 15 calendar days of the
director receiving the written request for an administrative review. The 15 days
does not include the day that the request is received by the director, but every
calendar day thereafter must be counted, including the day that the
administrative review team makes a decision.

The decision of the administrative review team must be provided in writing,
including the reasons for the decision, not later than the fifteenth day, to the
person who requested the administrative review.

The 15 day timeframe cannot be extended, under any circumstances, even if
the person who requested the review agrees to an extension. If the person who
requested the review does not receive a written copy of the decision of the
administrative review team by the end of the 15 days, the director’s decision is
deemed confirmed, per s.117.1(5). This information must be communicated to
the person who requested the administrative review.

Awaiting the Outcome of the Administrative Review

Continued attempts to resolve the issue can be made via informal mechanisms
pending the outcome of the administrative review.

In the interim period between the director receiving the request for an
administrative review and the administrative review team making a decision:
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If the decision under review pertains specifically to a child, maintain the

current level of services and supports.

NOTE: If the decision under review pertains to the refusal of a director to

approve financial benefits under s.105.8 or to enter an SFAA under
s.57.3 while awaiting the outcome of the review, maintain the current
level of services and support.

If the decision under review pertains to a licensing decision made by the
director, await the decision of the administrative review team before
proceeding further.

If the decision under review pertains to the refusal of a director to approve
financial benefits under s.105.8 or to enter an SFAA under s.57.3, await
the decision of the administrative review team before taking further action.

Receiving a Request for an Administrative Review

A request for an administrative review must be provided to the director in writing.
(e.g. caseworker, supervisor or administrative staff).

The regulated Request for an Administrative Review of a Director’s Decision
[CS1625] should be utilized by people who request reviews. Ensure that the form
is available at each worksite.

When receiving a request for an administrative review:

Ensure the request is clearly date stamped when it is received.

Provide a copy of the date stamped form to the person who requested the
review.

Forward the request immediately to the responsible manager (manager of
the office or program that is responsible for the file), if the request is not
received at that worksite.

The responsible manager must determine if the request for the
administrative review meets the legislative criteria.

— If arequest for an administrative review meets the criteria for
review per s.117.1, the review must proceed.

— If arequest for an administrative review is received and it fails to
meet the criteria per s.117.1, the person who requested the review
must be advised in writing of the reasons why the request will not
proceed and what other dispute resolution mechanisms are
available.

Provide a copy of the request to the OCYA if an advocate is already
involved with the child.
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The Administrative Review Team

The administrative review team constitutes “the director” for the purposes of
s.117.1.

Coordinating the Administrative Review Team

The responsible manager or the DFNA Director who is responsible for the file
brings together the administrative review team according to regional procedures
and ensures that the following information is available for the administrative
review team:

e a brief description of the decision that is being disputed,

e whether the caseworker discussed with a supervisor or manager that the
person requesting the review disagreed with the decision,

e whether a meeting occurred with the caseworker, supervisor and/or
manager and the person requesting the review to discuss the decision,
and if so, the outcome,

e whether there is documentation on file indicating what attempts were
made to resolve the dispute,

e whether other alternative dispute resolution options were presented to the
person requesting the review, and

e whether the OCYA is involved.

Composition of the Administrative Review Team

The administrative review team must be comprised minimally of two senior staff
members employed in the administration of CYFEA. At least one team member
must be delegated.

e At least one of the two members must be a manager within a CFSA or a
DFNA Director.

e The second member must be a manager, a supervisor or a staff member
having a classification at least equivalent to a supervisor.

Administrative review team members cannot be in a direct reporting line to the
manager of the office where the decision was made, nor can they review:

e their own decision,

e adecision of someone who directly reports to them,
e a decision of someone they directly report to, or

e adecision they were involved in informally reviewing.

Where there is only one manager available, that person becomes the chair of the
administrative review team and completes and signs the Administrative Review
Decision [CS1625-2].
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Administrative Review Process

The administrative review meeting

The director has the discretion to decide the manner in which the administrative
review will proceed, either:

e by reviewing written submissions to the administrative review team, or
e by hearing verbal submissions to the administrative review team.
NOTE: Where foster parents have requested the review, administrative

reviews will be conducted in person with all participants present (e.g.
In person, via teleconference or videoconference).

If verbal submissions will be heard, the administrative review team will advise the
person requesting the review that:

e they can choose to meet without the caseworker being present, and

e they can bring a support person with them to the meeting.

e When the review is conducted in person:

— A foster parent may have a support person of their choosing in the
meeting (e.g. an AFPA representative, a FAST representative).

— A child may have a support person of their choosing in the room
(e.g. an advocate from the OCYA).

— A caseworker may have their supervisor attend the meeting with
them.

NOTE: A child has the option of sharing information with the administrative
review team separate from other parties.

e Written submissions may be reviewed in advance by the administrative
review team.

The administrative review team reviews all relevant information and issues a
written decision within 15 calendar days of receiving the written request for an
administrative review.

Relevant information

Relevant information will vary depending upon the situation being reviewed, and
may include but is not limited to:

e documentation related to consultation with persons involved with the case
plan, including the First Nations designate per s.107, if it pertains
specifically to the decision,

e the child’s family enhancement plan, concurrent plan, transition to
independence plan or secure services plan,
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e documentation submitted by the person who requested the review,

e any file information and policy considered when making the decision under
review,

e the rationale for the decision that is under review, and

e the views of the child, where the decision affects the child and the child is
capable of forming and articulating a view.

Confidentiality

The administrative review team maintains all confidentiality requirements
throughout the process. Confidential third party information may not be shared
with the person making the request.

Best Interests

The administrative review team is responsible for ensuring that the decision is
made in the best interests of the child and in keeping with the Matters to be
Considered identified in s.2.

Limits on the decision

The administrative review team may make a decision to confirm, vary or reverse
the original decision.

The administrative review team’s decision is limited by legislation, regulation and
policy.

Follow-Up Requirements

e Pers.117(4)(b), the person who requested the review must receive the
written decision of the administrative review within 15 calendar days of
making the request for the review. The 15 days cannot be extended
under any circumstances.

e The decision and corresponding rationale for the decision is recorded on
the Administrative Review Decision form [CS1625-2].

e Verbally notify the person who requested the review of the decision and
send the written decision to the person who requested the review,
involved staff, and the OCYA (where applicable).

e If the person who requested the review is dissatisfied with the outcome of
the administrative review, that person may file an appeal to an appeal
panel regarding the original decision, if the eligibility criteria under s.120
are met and if the decision is an appealable matter under s.120(2).

e Ensure that the person who requested the review is made aware of the
time limits to file a notice of appeal and of the requirement of s.120(3)(a)
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to attach a copy of the administrative review decision or a statement that
the decision is deemed to have been confirmed.

e Ensure that the person who requested the review is notified that, per
s.120(3)(b), the notice of appeal must be served on the director

— not more than 30 calendar days after the Administrative Review
Decision is received

OR

— not more than 45 calendar days after the date when the request
for the administrative review was submitted to the director, if the
person who requested the review does not receive the
Administrative Review Decision within 15 days of that date.

NOTE: If the original decision is appealed, the original decision will remain in
effect during the appeal process.

Related Information

y 1.3.0 OCYA Overview
1.3.1 Mandatory Notifications
1.4.2 Appeals to the Appeal Panel
1.4.3 Appeals to the Court of Queen’s Bench — Director as Respondent
1.4.4 Appeals to the Court of Queen’s Bench — Director as Appellant
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Policy

A notice for an appeal to the appeal panel must be received by the director in
writing in the prescribed form within the legislated timelines.

If a client decides to appeal a director’s decision to an appeal panel, ensure that:

e the client is provided with the regulated Notice of an Appeal to the Appeal
Panel [CS1622],

e the client is made aware of the timelines identified in s.120(3), and

e the client is made aware of the requirement to attach the written
administrative review decision or a statement concerning the deemed
confirmation of the director’s decision to the notice of appeal, if applicable.

Purpose

An appeal panel hearing is a formal dispute resolution mechanism. It is a quasi-
judicial process that is as important as a court hearing. Clients that choose this
option may have their concerns heard by an appeal panel. Any person delegated
under CYFEA may be assigned to represent the director at an appeal hearing.
This person does not have to be the responsible caseworker.

An appeal panel may confirm, vary or reverse certain child intervention decisions
that may be appealed, per s.119(2.1).

Certain decisions regarding placement and/or licensing may either be confirmed
by the appeal panel or returned to the statutory Director for further consideration,
per s.119(2). If this occurs, the statutory Director will review the decision and
then confirm, vary or reverse the original decision.
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Procedures

Decisions That Can be Appealed to an Appeal Panel

S.120 defines both who can make an appeal to the appeal panel and what
decisions can be appealed to an appeal panel.

Who can appeal a decision:

a child,
a guardian of a child,

a person who has had continuous care of a child for more than six of the
12 months immediately preceding a decision of under s.120(2),

a person who is receiving or may be eligible to receive support and
financial assistance under s.57.3,

a person who is dissatisfied with terms and conditions imposed by a
director with respect to the renewal of a residential facility license,

a person whose residential facility license has been varied, suspended or
cancelled,

a license holder who is the subject of an order after inspection under
s.105.6,

a license holder whose residential facilities license is not renewed,

a person whose home assessment study or addendum to a home
assessment study for an international adoption was not approved,

a person who is dissatisfied with the terms and conditions imposed by a
director with respect to a conditional license to operate an adoption
agency issued under s.88(1)(b),

a person who application for a license or renewal of a license to operate
an adoption agency is refused under s. 88(1)(c), and

a person whose license to operate an adoption agency has been
suspended or cancelled by a director under s.89.

NOTE: The OCYA is able to file the notice of appeal on behalf of a child and

may be a participant in the proceedings.

What decisions can be appealed after an administrative review:

removal from or placement in a residential facility, other than a secure
services facility, where the child is the subject of a TGO, PGO or PGA,

permitting or refusing to permit any person who has a significant
relationship with a child to visit a child who is the subject of a permanent
guardianship agreement,
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refusal or failure of the director to enter into an agreement or apply for a
court order where the director is of the opinion that the child is in need of
intervention,

refusal to provide financial assistance to a private guardian or adoptive
parent of a child previously under a permanent guardianship agreement or
order through the Supports for Permanency program under s.56.1 or s.81,

refusal to provide support or financial assistance under s.57.3
decision to vary, suspend or cancel a residential facilities license,

terms and conditions imposed on a renewal of a residential facility license,
but not terms and conditions imposed on an initial residential facilities
license,

refusal to renew a residential facility license,
an order after inspection per s.105.6,

refusal of the director to approve an international adoption placement
applicant, or

refusal by the director to approve a home study report or an addendum to
a home study report of an adoption placement applicant for an
international adoption.

Decisions that cannot be appealed:

Decisions that do not fall under s.120 cannot be appealed. Examples include, but
are not limited to, the following:

operational or administrative decisions such as file transfers or
caseworker changes,

investigation outcomes, or

matters where a decision has been made or an opinion formed by
someone other than the director, but integral to case planning, such as
child diagnosis, education planning, probation requirements, assessment
findings, court orders or decisions of the court.

NOTE: Every Notice of an Appeal to the Appeal Panel [CS1622] that is

served on the director must be forwarded to the Appeal Secretariat.

Decisions that can be appealed without an administrative review:

Per s.120(5), the following persons can proceed directly with an appeal to an
appeal panel regarding decisions with respect to the licensing of adoption
agencies, without going through the administrative review process:

a person who is dissatisfied with the terms and conditions imposed on a
license under s.88(1)(b),
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e a person whose application for a license or renewal of a license to operate
an adoption agency is refused under s.88(1)(c), or

e a person whose license to operate an adoption agency has been
suspended or cancelled by the director under s.89.

Timelines for an Appeal to the Appeal Panel

Upon being informed of the decision of the director, the client has 30 calendar
days in which to serve notice of an appeal to the appeal panel on the director.
Ensure that the client is notified of the following timelines:

e |If an administrative review under s.117.1 is not required, the 30 days
begin when the client receives written notice of the director’s decision.

e |If an administrative review under s.117.1 occurred, the notice of appeal
must be served on the director

— not more than 30 calendar days after the Administrative Review
Decision is received

OR

e not more than 45 calendar days after the date when the request for the
administrative review was submitted to the director, if the client does not
receive the Administrative Review Decision within 15 days of that date.

Receiving a Notice of an Appeal to the Appeal Panel
When a notice of appeal is received:
e Inquire whether the appellant will be represented by a lawyer.

e Sign and date the notice and immediately submit it to the Appeal
Secretariat in all cases. Include the name and contact information for the
person who will be representing the director.

— Appeal Secretariat, ATTN: Child, Youth and Family Enhancement
Appeal Panel Fax : 780-644-6880

e Send a copy of the notice to the regional appeals designate, who will
provide consultation and support through the appeal process. Include a
copy of the administrative review decision, if applicable.

e |If the notice is for another worksite or region, immediately forward it to the
appropriate worksite, CFSA or DFNA.

e If the appeal is regarding a child receiving intervention services, notify the
OCYA as a mandatory notification.

NOTE: The Advocate may give evidence in an appeal to the appeal panel per
S 17(2) of the Child and Youth Advocate Act.
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e If a child will require legal representation at an appeal hearing, make a
referral to the Legal Representation for Children and Youth (LRCY)
service.

e Consider sending the notice to legal counsel to review for any potential
jurisdictional objections.

NOTE: The original decision of the director that is being appealed remains in
effect until the appeal panel makes a ruling.

Legal Representation for the Director
If the appellant obtains a lawyer, the director obtains one.

If the director will require a lawyer, advise the regional appeals designate, who
will contact the appropriate Social Enhancement Legal Team office for
consultation and assignment of legal counsel.

e Red Deer and areas north of Red Deer call Edmonton 780-422-3715
e Areas south of Red Deer call Calgary 403-297-3360

Preliminary Appeal Meeting

The Appeal Secretariat will facilitate a preliminary appeal meeting between the
appellant and the director (including legal counsel, if retained; an advocate from
the OCYA, if applicable; and, the LRCY, if applicable) either in person or via
videoconference. The appeal panel members do not participate in this meeting.

The purpose of the preliminary appeal meeting is to:
e identify or confirm all parties to the appeal hearing,

e clarify the original decision of the director that is being appealed and the
applicable section under CYFEA,

e establish the number of witnesses that will be called and how many days
will be needed for the hearing, and

e schedule the hearing and set the dates for the submission of documents.

Jurisdiction

If the director has a concern regarding the jurisdiction of the appeal panel, it must
be raised at the preliminary appeal meeting and a hearing on the matter of
jurisdiction may be scheduled.

It is the responsibility of the appeal panel to determine if it has jurisdiction to hear
the appeal prior to proceeding with an actual hearing.
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Preparing for the Appeal Hearing

Disclosure package

Each party to an appeal decides what information is relevant and necessary to
adequately represent their case.

The director determines what information to include in the disclosure package;
the director cannot be compelled to provide information.

When preparing the disclosure package for the appeal hearing, determine:

e what information is necessary to support the original decision that is being
appealed,

e what information do the appellant and the appeal panel need to know with
regard to the factors that contributed to the original decision that is being
appealed,

e that the information provided is relevant and specific to the issue at hand,
and

e who will vet the information prior to it being provided to the appeal panel
and appellant.

NOTE: Itis critical to ensure that the disclosure package is correctly vetted
to remove third party person information, reported information and
privileged information. If there is any uncertainty about what
information should be vetted, seek legal advice.

Always include a summary of the director’s case in the disclosure package.

Prior to the appeal hearing

Discuss and prepare for the appeal process with a supervisor, manager or
regional appeal designate, as appropriate.

e Review all documents and processes that were involved in the decision
and that will be presented at the appeal. Prepare for the appeal hearing in
a manner similar to a court process in terms of ensuring an increased
understanding of all aspects of the case and the decision.

e If arelevant document is a confidential report from an expert, ask the
author to appear before the appeal panel to give evidence. If this is not
possible, the report can be provided if the director contracted the expert to
complete the report or if the report was provided to the director by the
guardian for case planning purposes. A summary of the findings and/or
recommendations of a report may be sufficient.

e If the appellant is a child, ensure that the child has assistance to prepare
and present the appeal. The child may be represented by a lawyer, an
advocate from the OCYA or any other person.
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e Be prepared to respond to the appellant’s case.

e Confirm that the information in the disclosure package has been
appropriately vetted for confidentiality and third party information.

Presenting at the Appeal Hearing

Present the director’s case in a clear, logical and factual manner, addressing the
following:

e the decision being appealed, clarifying the reason the decision was made,

e the section of legislation or regulation that the decision was made in
accordance with, where appropriate,

e the policy consideration including the relevant section and how it applied
to the circumstances,

e the circumstance, events and correspondence that led to the decision,
e the services provided to the client,
e other considerations of the director, and

e the supporting information provided in the disclosure package.

Post Appeal Hearing and Follow-Up Requirements

Decision

The decision of the appeal panel is limited by legislation and regulation, but not
by policy.

The appeal panel notifies each party of its decision in a detailed written
summary, which is sent to each party by the Appeal Secretariat.

Follow-up

If the appeal panel must return a decision to the statutory Director for further
consideration, this will be identified in the written appeal panel decision provided
to each party.

NOTE: If the matter being heard by an appeal panel is one that may be
returned to the statutory Director for further consideration, it is
strongly suggested that the region arrange for the hearing to be
transcribed by a court reporter. If the matter is returned to the
statutory Director for further consideration, the statutory Director may
request a copy of the transcripts. The process for a review by the
statutory Director is outlined in Appendix C.

If the decision of the appeal panel conflicts with the legislation or regulation,
contact the Social Enhancement Legal Team immediately.
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Appealing the Decision of an Appeal Panel
S.120.1(1) allows for the appeal of a decision of the appeal panel by any party to
the hearing or the Minister.

An appeal must be launched in the Court of Queen’s Bench not more than 30
calendar days after the date of the written decision of the appeal panel.

Recording
Ensure that a copy of the notice of appeal is retained in the child’s or foster
parent’s file, whichever is applicable.

Ensure that a copy of the written decision of the appeal panel is retained in the
child’s or the foster parent’s file, whichever is applicable.

Related Information

y 1.3.1 Mandatory Notifications
1.4.1 Administrative Reviews
1.4.3 Appeals to the Court of Queen’s Bench — Director as Respondent
1.4.4 Appeals to the Court of Queen’s Bench — Director as Appellant
8.1.2 Legal Representation for Children and Youth
Appendix C: Matter Returned to the Director for Further Consideration

% Administrative Review of a Director’s Decision [CS1625-2]

Mandatory Notification to the Child and Youth Advocate from a Caseworker
[CS0010]

Notice of Appeal — Appeal Panel Decision (CYFE Act) [CS4034]
Notice of an Appeal to the Appeal Panel [CS1622]
Request for an Administrative Review of a Director’s Decision [CS1625]

To report a broken link click here.
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Policy

The statutory Director must be notified immediately when a CFSA or DFNA is
served with a Notice of Appeal.

Purpose
Appeals to the Court of Queen’s Bench may be made regarding an order of the
provincial court or a decision of an appeal panel.

e S.114(1) allows for the appeal of any order of the provincial court made
under CYFEA, and for an appeal of a refusal of the provincial court to
make an order.

e S.120.1(1) allows for the decision of an appeal panel under s.119(2.1) to
be appealed to the Court of Queen’s Bench by any party to the appeal
panel hearing or the Minister.

NOTE: Appeal panel decisions which fall under s.119(2), i.e. decisions
which must be returned to the statutory Director for further
consideration, cannot be appealed to the Court of Queen’s Bench.
Judicial review is available for these matters.

Procedures

Who can appeal a court order made under CYFEA?
A court order under CYFEA can be appealed to the Court of Queen’s Bench by:
e a guardian of the child other than the director,

e a person who was a guardian of the child immediately before the order
was made,

e the child,

e the child, if the child is the subject of a secure services order,
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e adirector, or

e the Minister.

Who can appeal a decision of an appeal panel?

A decision of an appeal panel can be appealed to the Court of Queen’s Bench by
any party to the appeal hearing or the Minister.

Appeal panel decisions which must be returned to the statutory Director for
further consideration under s.119(2) cannot be appealed to the court of Queen’s
Bench.

Timeframe to Launch an Appeal

An appeal must be launched in the Court of Queen’s Bench not more than 30
calendar days after the decision of the appeal panel or the date of the provincial
court order. The 30 days does not include the day that the provincial court order
is granted or the decision of the appeal panel is received, but count every
calendar day thereafter, including the day that the Notice of Appeal is filed with
the Court of Queen’s Bench.

CFSA Process

A Notice of Appeal regarding either an order of the provincial court or a decision
of the appeal panel may be served on a caseworker, a Social Enhancement
Legal Team lawyer, or a legal agent.

When a Caseworker is Served:

1. Immediately notify a supervisor and the worksite manager. If a lawyer is
already assigned to the file, notify the lawyer directly.

2. The worksite manager will immediately fax the Notice of Appeal to the
statutory Director.

— Mark the fax “ATTN: Director of the Child, Youth and Family
Enhancement Act" and send it to 780-422-5415.

3. The statutory Director will notify legal counsel via the Director of the Social
Enhancement Legal Team, Alberta Justice of the Notice of Appeal within
five working days and send a memorandum regarding the matter.

When a Social Enhancement Legal Team Lawyer is Served:

1. The Social Enhancement Legal Team lawyer will immediately notify the
statutory Director of the Notice of Appeal. The Social Enhancement Legal
Team lawyer will also notify the responsible caseworker.
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2. The statutory Director will respond to the Director of either the Social
Enhancement Legal Team Edmonton or Social Enhancement Legal Team
Calgary within five working days with a memorandum.

When a Legal Agent is Served:

1. The legal agent will immediately notify the Director of either the Social
Enhancement Legal Team Edmonton or the Social Enhancement Legal
Team Calgary, who will then notify the statutory Director of the Notice.

2. The statutory Director will respond to the Director of either the Social
Enhancement Legal Team Edmonton or the Social Enhancement Legal
Team Calgary within five working days with a memorandum.

NOTE: Matters in the City of Red Deer and north of Red Deer are managed
by the Social Enhancement Legal Team Edmonton. Matters south of
Red Deer are managed by the Social Enhancement Legal Team
Calgary.

Ongoing Communication, Case Management, and Trial Direction

The statutory Director will:
e establish the position of the director for the court proceedings,

e specify which types of communications the statutory Director must be
copied in on,

¢ indicate the level and type of involvement that the statutory Director will
have in ongoing case management and in the court proceedings, and

e confirm the position of the director regarding the proceedings on a regular
basis with legal counsel and the CFSA.

Unless otherwise specified by the statutory Director:

e The CFSA will keep the statutory Director informed by providing copies of
reporting memorandums and e-mails regarding trial proceedings.

e The CFSA will continue to provide ongoing case management of the case,
in accordance with the position established by the statutory Director. The
CFSA may choose to have senior staff direct case management during
the proceedings, on a case-by-case basis.

e The CFSA will provide day to day instructions to legal counsel during the
trial proceedings, in accordance with the position established by the
statutory Director.
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DFNA Process
When a DFNA receives a Notice of Appeal, regardless of who is served:
e Immediately give the Notice of Appeal to the DFNA Director.

e The DFNA Director (or their designate) will immediately fax the Notice of
Appeal to the statutory Director, so that the statutory Director is aware of
the proceeding.

— Mark the fax “ATTN: Director of the Child, Youth and Family
Enhancement Act” and send it to 780-422-5415.

e Immediately notify legal counsel, if legal counsel was not served with the
notice.

¢ Notify the appropriate First Nations Liaison Unit manager.
e Ensure that up to date information regarding court proceedings is
communicated to the statutory Director.

Related Information

y 1.3.0 OCYA Overview
1.4.2 Appeals to the Appeal Panel
1.4.4 Appeals to the Court of Queen’s Bench — Director as Appellant

9 Alberta Rules of Court

&
\ Notice of Appeal — Appeal Panel Decision [CS4034]
Notice of Appeal — Provincial Court Order [CS4035]

Notification of an Appeal to the Court of Queen’s Bench — Memorandum
[CS0012]

Response to Notification of an Appeal to the Court of Queen’s Bench —
Memorandum [CS0014]

To report a broken link click here.
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Policy

The written approval of the statutory Director is required if a CFSA wants to
launch an appeal to the Court of Queen’s Bench.

The statutory Director must be notified if a DFNA wants to launch an appeal to
the Court of Queen’s Bench.

Purpose

Appeals to the Court of Queen’s Bench may be made regarding an order of the
provincial court or a decision of an appeal panel.

e S.114(1) allows for the appeal of any order of the provincial court made
under CYFEA, and for an appeal of a refusal of the provincial court to
make an order.

e S.120.1(1) allows for the decision of an appeal panel under s.119(2.1) to
be appealed to the Court of Queen’s Bench by any party to the appeal
panel hearing or the Minister.

NOTE: Appeal panel decisions which fall under s.119(2), i.e. decisions
which must be returned to the statutory Director for further
consideration, cannot be appealed to the Court of Queen’s Bench.
Judicial review is available for these matters.

Procedures

Who can appeal a court order made under CYFEA?
A court order under CYFEA can be appealed to the Court of Queen’s Bench by:
e a guardian of the child other than the director,

e a person who was a guardian of the child immediately before the order
was made,

e the child,
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e the child, if the child is the subject of a secure services order,
e adirector, or
e the Minister.

Who can appeal a decision of an appeal panel?

A decision of an appeal panel under s.119(2.1) can be appealed to the Court of
Queen’s Bench by any party to the appeal hearing or the Minister.

Appeal panel decisions which must be returned to the statutory Director for
further consideration under s.119(2) cannot be appealed to the court of Queen’s
Bench.

Timeframe to Launch an Appeal

An appeal must be launched in the Court of Queen’s Bench not more than 30
calendar days after the decision of the appeal panel or the date of the provincial
court order. The 30 days does not include the day that the provincial court order
is granted or the decision of the appeal panel is received, but count every
calendar day thereafter, including the day that the Notice of Appeal is filed with
the Court of Queen’s Bench.

Stay of Execution

A stay of execution can be granted regarding both provincial court orders, per
s.115 and decisions of the appeal panel, per s.120.1(3).

An application for a stay regarding a provincial court order must be done at the
time that the provincial court order is granted. If the caseworker believes a stay is
necessary, immediately consult with a supervisor or manager to determine if this
is the most appropriate course of action prior to proceeding. If the director is not
represented by a lawyer at the time the order is made, the caseworker can, after
the necessary consultation, apply for the stay at the time the order is granted.

Any party to an appeal panel hearing that files for an appeal to the Court of
Queen’s Bench may also make an application for an order to stay the decision of
the appeal panel. This must be done as soon as possible, in consultation with a
supervisor, after the decision of the appeal panel is received. The application to
the Court of Queen’s Bench for a stay after an appeal panel decision must be
made by a lawyer.

CFSA Process
The following steps must be completed by a CFSA:

1. A senior manager must be consulted by the worksite regarding the matter.
Once an appeal is being contemplated, the senior manager will consult
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the Social Enhancement Legal Team for a legal opinion as to whether an
appeal is legally supportable.

If the director was unrepresented by legal counsel at the time that
the provincial court order was granted or the decision of the appeal
panel made, then a request to consult with counsel must be made
to the Director of the Social Enhancement Legal Team Edmonton
or the Social Enhancement Legal Team Calgary as soon as the
decision to pursue an appeal has been made.

If the Social Enhancement Legal Team or a legal agent was
providing legal counsel to the director at the time that the provincial
court order was granted or the decision of the appeal panel was
made, the CFSA staff may consult with the lawyer already assigned
to the file in order to secure the written rationale for pursuing the
appeal.

2. The Child and Family Services Regional Director (or designate) must
submit a request for approval to proceed to the Court of Queen’s Bench to
the statutory Director within eight calendar days. The request must
minimally include:

the case name, ID number and date of the provincial court order or
appeal panel decision,

a copy of the provincial court order or written decision of the appeal
panel,

a copy of the court report or disclosure package, if requested,

a copy of the stay of execution, if applicable,

the name of the senior manager who consulted with legal counsel,
the name of legal counsel, and

the written legal recommendation to support the request to
proceed.

3. The statutory Director will review the request and consult with the Director
of Legal Services for the Ministry.

4. The statutory Director will provide the CFSA with one of the following
responses within seven calendar days:

Approval to proceed — The statutory Director supports the request
and will establish the position of the Ministry. Day-to-day
instructions for legal counsel regarding the court proceedings will
be given by the CFSA, in accordance with the position established
by the statutory Director. The statutory Director will be copied in on
correspondence related to the appeal proceedings.

Approval to proceed — The statutory Director supports the request
and will establish the position of the Ministry. The statutory Director
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(not the CFSA) will provide day-to-day instructions for legal counsel
regarding the court proceedings.

— No approval to proceed — The statutory Director does not support
the request. The CFSA cannot make application for an appeal to
the Court of Queen’s Bench.

5. The statutory Director will provide the Director of the Social Enhancement
Legal Team Edmonton or the Social Enhancement Legal Team Calgary
with a copy of the response that is provided to the CFSA. Either a Social
Enhancement Legal Team lawyer will be assigned or the appropriate legal
agent will be retained.

Ongoing Communication, Case Management, and Trial Direction

The statutory Director will:
e establish the position of the director for the court proceedings,

e specify which types of communications the statutory Director must be
copied in on,

¢ indicate the level and type of involvement that the statutory Director will
have in ongoing case management and in the court proceedings, and

e confirm the position of the director regarding the proceedings on a regular
basis with legal counsel and the CFSA.

Unless otherwise specified by the statutory Director:

e The CFSA will keep the statutory Director informed by providing copies of
reporting memorandums and e-mails regarding trial proceedings.

e The CFSA will continue to provide ongoing case management of the case,
in accordance with the position established by the statutory Director. The
CFSA may choose to have senior staff direct case management during
the proceedings, on a case-by-case basis.

e The CFSA will provide day to day instructions to legal counsel during the
trial proceedings, in accordance with the position established by the
statutory Director.

DFNA Process

The DFNA Director (or their designate) must submit information regarding the
case to the statutory Director within 10 calendar days of the provincial court
order or the appeal panel decision. Minimally, this should include:

e the case name, ID number and date of the provincial court order or appeal
panel decision,

e a copy of the provincial court order or written decision of the appeal panel,

e a copy of the stay of execution, if applicable
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e the name of the person who consulted with legal counsel,
e the name of legal counsel, and
e confirmation of a legally supportable position.

Ensure that up to date information regarding court proceedings is communicated
to the statutory Director and the appropriate First Nations Liaison Unit manager.
The statutory Director will be available in a consultative and support capacity to
the DFNA.

Related Information

y 1.4.2 Appeals to the Appeal Panel
1.4.3 Appeals to the Court of Queen’s Bench — Director as Respondent

L) Alberta Rules of Court

&
\ Notice of Appeal — Appeal Panel Decision [CS4034]
Notice of Appeal — Provincial Court Order [CS4035]

Notification of an Appeal to the Court of Queen’s Bench — Memorandum
[CS0012]

Response to Notification of an Appeal to the Court of Queen’s Bench —
Memorandum [CS0014]

To report a broken link click here.

Enhancement Policy Manual — Intervention


http://www.qp.alberta.ca/574.cfm?page=1968_390.cfm&leg_type=Regs&isbncln=9780779743285�
https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS4034.pdf�
https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS4035.pdf�
https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS0012.pdf�
https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS0014.pdf�
mailto:hs.communications@gov.ab.ca

Section:

1.5 Intervention Involvement with 'g”‘:”;‘e: ' 2011
.. . r

Employees and Individuals in croper t.

Governance Positions

Subsection: Revision Date:

October 1, 2011

Page 1 of 4

Policy

Intervention involvement with an Human Services employee, or individual in a
governance position with Human Services, must proceed as with any other
case except with heightened sensitivity.

Care must be taken to maintain neutrality and respect the confidentiality of the
individual and their family. The case must be assigned to a worksite, CFSA or
DFNA where the employee/individual does not work at or have a
supervisor/supervisee relationship.

Purpose

This policy applies to involvement with Human Services employees, those in
governance positions in a CFSA or DFNA and their families throughout Human
Services’ involvement (intake, assessment, or intervention services phase).

Additional stress is placed on all those involved when Human Services becomes
involved with an Human Services employee or individual in a position of
governance of a CFSA or DFNA. Staff and/or management may find themselves
in a dual role with a colleague. Intervention involvement must:

e remain child centered,
e proceed in a neutral and sensitive manner, and

e be completed in a timely manner.

CFSAs or DFNAs may choose to develop more detailed policies for their staff
and management.
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Procedures

Intervention Involvement with Employees/Individuals in Governance
Positions

Upon determining at intake that a report concerns an employee or individual in a
governance position, continue to collect information from the reporter.
Consult with the supervisor, who notifies the manager.
Consider the following when determining which receiving worksite should
manage the case:
e Will anyone in the worksite likely know the employee or individual?
e Will the worksite be able to maintain neutrality?
e How quickly will the worksite be able to respond?
e Will the family’s ability to access services be impacted by geography?
e What are the child/family’s wishes?
Assign the case to a worksite, CFSA or DFNA (receiving worksite) where the

employee or individual does not work at or have a supervisor/supervisee
relationship.

Cases involving individuals in governance positions must be managed by a
different CFSA or DFNA.

NOTE: In situations where following these guidelines would place a child at
undue risk, an urgent response may be required by the worksite of
the employee/individual. The file must be transferred to the receiving
worksite as soon as it is safe and practical to do so.

Restrict the file and assign a receiving worksite in a timely manner due to the
sensitive nature of allegations involving an employee or individual in a
governance position.

In consultation with the supervisor and manager, the receiving worksite
determines:

¢ the disposition of the intake,

e whether an investigation is required,

e the disposition of the investigation, and

e whether intervention services are required.
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Make all intervention decisions in the same manner as with any other case.

Staff assigned to deliver intervention services must be experienced and current
in the function (e.g. assessor) that they are being asked to perform.

If approached to become involved in delivering intervention services to an
employee or individual in a governance position, declare any conflict of interest
or dual role that may exist.

If the child of an employee/individual in a governance position requires
placement with a placement provider, the staff member supporting the placement
must be from a different worksite, CFSA or DFNA than the employee/individual.

No one from the employee’s worksite may be involved in any case decision or in
providing support services regarding the case.

No one with whom the employee has a supervisory relationship may be involved
in any case decision or in providing other support services regarding the case,
including an employee’s direct supervisor, manager or supervisee.

Allegation Against Staff of Government Run Residential Facilities

When an allegation is made against a staff member of a government-run
residential facility, follow the process for assessing placement provider concerns
outlined in the Enhancement Policy Manual — Placement Resources.

Human Resource Issues

Where human resource issues arise, the supervisor or manager involves a
Human Resources Consultant to assist in the management of the human
resource issues.

If an employee/individual in a governance position believes that their ability to
perform their duties may be impacted by personal involvement with Human
Services:

e The employee is obligated to advise their immediate supervisor. The
supervisor advises the manager who determines the next steps.

e The individual in a governance position is obligated to advise the
chairperson of their board, committee or council.

If the manager of the receiving worksite determines that the employee/individual
in a governance position’s ability to competently perform their duties may be
impacted, the manager, in consultation with the Human Resources Consultant
and legal counsel if necessary, notifies:
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e The manager of the employee.

e The chairperson of the board, committee or council of the person in the
governance position.

Recording
Complete all appropriate electronic record entries.

Complete all necessary documentation to restrict the case.

Related Information

y 1.1.4 Restricting Intervention Records
3.1.2 Intake
3.1.3 Safety Phase
3.1.4 Intervention Services Phase
Enhancement Policy Manual — Placement Resources
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Subsection: Revision Date:
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Page 1 of 3

Policy

Children must be transported in a safe manner. Arrange or provide transportation
of a child using appropriate child safety seats. Ensure the vehicle used for
transport is in safe, working condition and the driver has a valid operator’s
licence and carries the appropriate amount of insurance.

Purpose

The director is responsible to ensure that children in care are transported in a
safe manner. Adherence to safety standards and insurance requirements
increases the likelihood that a child is transported in a protected manner with
minimal risk.

Procedures

All children ages 12 and under must be transported in the backseat of a vehicle.

Child Safety Seats

Any child weighing less than 18 kilograms (40 pounds) must be transported in an
approved child safety seat, properly installed according to the manufacturer’'s
instructions and the owners manual for the vehicle.

e Ensure a child safety seat has an affixed label certifying that the
manufacturer complied with all standards according to the Canadian Motor
Vehicle Safety Standards.

e A child must be transported in a rear facing child safety seat until they are
at least one year of age and weigh twenty pounds.

e Utilize a tether strap and anchor when transporting a child in a forward
facing child safety seat.

— Arrange for installation of a tether anchorage if a personal vehicle is
without one and obtain reimbursement through an expense claim.
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e The manager is responsible for ensuring any government leased vehicle is
equipped with a tether anchorage.

e The manager is responsible for ensuring that an appropriate child safety
seat is available for transporting a child.

Booster Seats

A child must be transported in a booster seat if one of the following is true:
e the child weighs between 18 and 36 kilograms (40 and 80 pounds),
e the child is nine years of age or younger, or
e the child is under 145 cm tall (4'9).

Insurance Requirements

All caseworkers are required to obtain and maintain vehicle insurance with a
minimum of $1,000,000.00 liability and an endorsement to carry passengers for
compensation.

¢ Obtain and maintain appropriate insurance at all times.

Drivers

If arranging transportation of a child by an individual who is not a delegated
caseworker, complete the following:

e Ensure the driver is employed by a contracted agency.

e Consult with the supervisor and obtain approval for the use of the driver.
Document the consultation in Contact Notes [CS0072] or the contact log.

e Inform the driver of the following:
— the pick up and drop off location,
— the responsible individual at each location,
— the number of passengers, and
— payment according to regional procedure.

Public Transportation

Obtain approval from the supervisor to pay the fare of a child and an
accompanying individual when utilizing public transportation (e.g. bus, airplane,
ferry). Ensure that the individual has the legal authority to accompany the child.
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Taxi

Only arrange for a child to be transported alone by taxi if there is no other option
for transportation and the child is mature enough to travel alone. Obtain approval
from the supervisor to transport a child alone by taxi. The supervisor must
consider:

e the age and maturity of the child,
e the availability of other means of transportation, and

e the cost of the travel.

Document the supervisor’s approval and the rational for using a taxi.

Placement Provider

Information regarding reimbursement of a placement provider for transporting a
child is located in the Enhancement Policy Manual — Placement Resources.

Related Information

y 7.4.2 Approving Travel
Enhancement Policy Manual — Placement Resources

&
&2 Contact Notes [CS0072]

@ Canadian Motor Vehicle Safety Standard 213 — Child Restraint Systems
Government of Alberta Child Safety Seats Information

To report a broken link click here.
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Overview

Joint guardianship orders granted under the Child Welfare Act prior to the
proclamation of CYFEA remain valid until they are terminated by the court, a
private guardianship or adoption order is made in respect to the child, the child
attains the age of 18 years, or the child marries. Joint guardianship remains a
transitional issue between the Child Welfare Act and CYFEA.

Joint guardianship orders may still apply to children in the care of the Director.
Engage a joint guardian in collaborative planning and decision making for a child
as necessary. Consult with the joint guardian on matters affecting the child in
accordance with the terms of the joint guardianship order.

Under a joint guardianship order, the director may exercise authority as a
guardian to the exclusion of the other guardian and still has the sole authority to
consent to the adoption of the child.

Transitional Legislative Sections

Section 116 of the Child Welfare Amendment Act, 2003

116(1) Any joint guardianship that exists on the coming into force of section 39’
of this Act continues to exist until it is terminated by a Court, and sections 36(4)
and (5) and 372 of the Child Welfare Act continue to apply to the joint
guardianship as if section 39 of this Act had not come into force.

1 Section 39 of the Child Welfare Amendment Act, 2003 repeals section 36 (joint guardianship) and
section 37 (review of joint guardianship) of the Child Welfare Act.

2 The text of sections 36 and 37 of the existing Child Welfare Act are included here for reference.
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Section 36 of the Child Welfare Act

Joint guardian
36(1) If a child is the subject of a permanent guardianship agreement or order,
any adult may make an application in the prescribed form to the Court to be
appointed as guardian of the child jointly with the director.
(2) The applicant shall serve notice of the date, time and place at which the
application is to be heard on the director not less than 30 days before the date of
the hearing.
(3) The Court may make an order appointing a person as a guardian of a child
jointly with the director if it is satisfied that
(@)  the person is capable of assuming and willing to assume the
responsibility of joint guardianship of the child,
(b)  the person has had a significant and continuing relationship with the
child,
(c)  the child has consented, if the child is 12 years of age or older,
(d)  the director is of the opinion that it cannot reasonably be anticipated
that the child will be adopted within a reasonable time, and
(e) the appointment of that person as a joint guardian will be beneficial to
the child.
(4) If the Court makes an order under subsection (3), the director
(@)  subject to any order of the Court under subsection (5), may exercise
all the authority of a guardian of the child to the exclusion of the other
guardian, and
(b)  has sole authority to consent to the adoption of the child.
(5) If the Court makes an order appointing a joint guardian, it may, on the
application of the director or the joint guardian and on being satisfied that the
director and the joint guardian have been unable to negotiate an agreement or
have not complied with the terms of an agreement, make an order prescribing
(@)  the access that will be provided between the joint guardian and the
child, and
(b)  the conditions under which the director shall consult with the joint
guardian on matters affecting the child.

Section 37 of the Child Welfare Act

Review of joint guardianship

37(1) If the Court makes an order under section 36, the director, the joint
guardian or the child, if the child is 12 years of age or older, may apply to the
Court in the prescribed form at any time for a review of the order.

(2) The applicant shall serve notice of the date, time and place at which the
application for a review is to be heard on the director, the joint guardian and the
child, if the child is 12 years of age or older, not less than 5 days before the date
of the hearing.

(3) The Court may, on hearing the application and in accordance with section
36, continue, vary or terminate any order made under section 36.
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Overview

Existing Long Term Foster Care Agreements (LTFCAs) signed under the Child
Welfare Act prior to the proclamation of CYFEA may still apply to children in the
permanent care of the Director.

LTFCAs remain valid until they are cancelled by a party to the agreement or they
expire. LTFCAs expire upon the termination of a PGO or PGA or if a private
guardianship or adoption order is made in respect to the child.

NOTE: Long Term Foster Care Agreements cannot be signed under
CYFEA.
Review of Existing Long Term Foster Care Agreements

All LTFCA signed under the Child Welfare Act were reviewed upon the
proclamation of CYFEA.

The review was completed to ensure that all possible permanency options had
been appropriately explored for a child and that the LTFCA was in the best
interests of the child in terms of permanency.

The review of each LTFCA included:

e Conversation with the child and the foster parents.

e Consultation with supervisors, regional permanency planning specialists,
and First Nation designates or Métis resources, where applicable.

e Consideration of other permanency options, including adoption, private
guardianship or return of the child to their Aboriginal community, if
applicable.
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Honouring Existing Long Term Foster Care Agreements

Where no other permanency option was determined viable, the existent LTFCA
was honoured. Details regarding the decision to honour the LTFCA should be
recorded in the child’s file, including the following details:

e every alternative considered and why it was not chosen,
e reasons for the permanency plan on Part B of the concurrent plan,
e the child’s wishes,

e plans to maintain the child’s familial, cultural and religious connections,
and

e if the child is Aboriginal, plans for maintaining regular contact with the First
Nation or Métis community.
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Page 1 of 5

Policy

Procedural rights include, but are not limited to, access to information;
participation in decision making; access to justice and judicial review; due
process and a fair hearing; and subsequent redress. Procedural rights arise in
the context of procedural law which comprises the rules by which a court hears
and determines what happens in proceedings before it. Procedural law
comprises the rules designed to ensure fair and consistent application of due
process to all cases that come before the court.

Procedural rights must be discussed with children in a manner that reflects their
age, their developmental level, any special needs they might have, and the type
of intervention, as follows:

e When intervention services include removing the child from the parental
home, the child must receive a copy of the appropriate Children Have
Rights booklet and have the opportunity to have a discussion that includes
an explanation of their procedural rights and general rights.

e A child must be informed of his or her procedural rights immediately at the
time of placement.

e |f the case involves a court hearing soon after the child is placed, the child
must be informed of his or her procedural rights prior to the court hearing
as Court will want to ensure that the child is aware of his or her rights.

Purpose

Children need to know what to expect if they are receiving services under
CYFEA. All children have rights, regardless of their age. Informing a child of his
or her procedural rights is not only required by CYFEA, but it provides an
opportunity to develop the child’s problem-solving capacity.

CYFEA increases accountability by ensuring that children are informed of their
procedural rights.
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S.2(d) establishes that a child who is capable of forming an opinion is
entitled to the opportunity to express his or her opinion and have it
considered in making decisions that affect the child.

S.2.1 states that the director, when it is appropriate, must inform a child of
the child’s procedural rights under CYFEA.

The Office of the Child and Youth Advocate provides children who are receiving
services under CYFEA (and PSECA) with two types of supports in order to
ensure that they are aware of and able to exercise their procedural rights:

advocacy services per s.3, and

legal representation, either by direct referral or court ordered per s.112.

Procedures

Definition

The term “procedural rights” refers to certain actions that must be taken.
Procedural rights form an integral part of good casework practice.

Explaining Procedural Rights to a Child

Children’s procedural rights must be explained in detail to them.

Depending upon the age and developmental level of the child, it may be
necessary to have several discussions with a child.

Meet with the child in a location that is comfortable for them and provides
an opportunity to discuss the Procedural Rights Booklet.

If appropriate, the caregiver (e.g. foster parent, kinship care provider,
group home staff) may be included in the discussion. Ensure that
caregiver’s have copies of the Procedural Rights Booklets.

Provide explanations that are age and developmentally appropriate.
Give the child the opportunity to ask questions.

Let the child know that he or she may ask to discuss their procedural
rights at any time.

Let the child know that his or her opinions will be considered in decisions
made on his or her behalf, and that a discussion about his or her rights will
occur whenever a significant decision is being made.

The child must be made aware that he or she has the right to have a
decision that is being made about him or her reviewed, either informally or
formally.
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Ensure that a child who is 12 years of age or older is informed that CYFEA
has certain provisions that apply specifically to them and that the director
must comply with those provisions.

Procedural Rights Identified CYFEA

A child has the right to have a lawyer represent him or her in court; a child
may be represented by a lawyer through a direct referral from the court
(s.112), or by referral to LRCY.

A child has party status with respect to proceedings under Part 1, Division
3 or 4 or an appeal from these proceedings and as such is allowed to
participate formally and actively in the proceedings (s111(2)).

The child has the right to appeal a SO, TGO or PGO of which he or she is
the subject, within 30 days of the judge making the order (s.114(1)).

If a child is 12 years of age or older, the child has the right to be advised of
the nature, date, time and place of every court hearing which is about him
or her. The child has the right to attend court and express their opinion
(s.23).

If a child is 12 years of age or older, the child has the right to request one
court review of any SO or TGO of which he or she is the subject (s.32).

If a child is 12 years of age or older, and the subject of a TGO or PGO, the
child has the right to apply for an access order, say yes or no to an access
order and to request the court review the access order (s.31(4) & (5) and
s.34(8), (9) & (13) respectively).

If a child is 12 years of age or older, and the subject of a PGO, the child
has the right to say yes or no to an access agreement (s.34(11)).

If a child is 12 years of age or older, the child has the right to say yes or no
to an adoption or private guardianship order that is being made about him
or her (s.59 and s.55 respectively).

If a child is 12 years of age or older, the child has the right to receive a
copy of a private guardianship order of which the child is the subject
(s.56).

If a child is receiving intervention services under a secure services order,
the child has the right to receive a copy of the order and a written
statement explaining the reason for confinement. The child also has the
right to be told when the period of confinement is over (s.44), and to be
advised that the order may be reviewed or appealed (s.49).
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Children Have Rights Booklets

Ensure that the child has been provided with the Children Have Rights Booklet
that is most age and developmentally appropriate for the child. Two booklets are
available, one for children 11 years of age or under (Children Have Rights) and
one for children 12 years of age and older (Children and Youth Have Rights).

The Children Have Rights Booklets describe the rights of children who are in the
care and custody of the director, including the following:

e The right to have their rights explained to them, at a level that they can
understand.

e The right to live with people who care about them, respect them and keep
them safe.

e The right to know their own history, culture and religion.

e The right to a reasonable amount of freedom and privacy, as long as they
are safe.

e The right to be involved in decisions made about them and to know why a
decision was made, including the right to know the plans made for their
care, and to know why they are in care.

e The right to have contact (visit or talk) with family or friends, and to be told
why if they cannot.

e The right to privacy when visiting or talking to family, as long as they are
safe.

e The right to dental, optical, physical and mental health care.

e The right to an education equal to what any other child in Alberta receives.
e The right to keep their belongings with them.

e The right to develop their own identity and express themselves.

e The right to express their opinion.

e The right to learn to be the best person possible.

e The right to plan for leaving care and becoming independent.

e The right to know about and be assisted in calling the Office of the Child
and Youth Advocate.

Recording

Document the date that the child’s procedural rights and/or the children’s rights
booklet was discussed with the child on Contact Notes [CS0072] and/or in the
contact log.
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Related Information

y 1.3.0 OCYA Overview
1.4.0 Administrative Reviews and Appeals Overview
5.4.0 Secure Services Overview
7.3.0 Placement Overview
8.1.2 Legal Representation of Children and Youth

% Canadian Charter of Rights and Freedoms (Part | of the Constitution Act, 1982)

0

Contact Notes [CS0072]

©

Children Have Rights Booklet (11 and under)
Children and Youth Have Rights Booklet (12+)
United Nations Convention on the Rights of the Child
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Section: 1.9 Police Involvement and Offences | 'ssuebate
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Subsection: Revision Date:
April 1, 2012
Page 1 of 3
Policy

Police may be involved in a case through several different circumstances. These
include:

e act as a reporter under s.4 and s.5,
e exercise authority granted under CYFEA, or

e assist in a joint investigation.

Purpose
The role of the police is separate and distinct from the role of the director.

In a joint investigation, the director and police have differing mandates, skills,
decisions to make, and actions to take. The director is responsible to determine a
child’s intervention needs and provide intervention services, whereas a police
officer is responsible to maintain law and order, determine whether a law has
been violated, and bring alleged offenders to justice.

In addition, a police officer may execute an apprehension order or apprehend
without an order per s.19.

Procedures

Police as a Referral Source
Police may act as a referral source by proving a report under s.4 or s.5.

Ensure that reporter information is handled as privileged, as it is with any other
person making a report per s.126.1.
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Exercise of Authority by Police
Police are authorized to take certain actions under CYFEA including:

e assist in an apprehension per s.19(1)(b) and s.19(3),
e apprehending a child without an order, per s.19(12) and s.19(14),

e apprehending and conveying a child, who is the subject of a secure
services order or certificate, to a secure services facility per s.48(1), 48(2),
and s.48(11).

Police Assistance in a Joint Investigation

In instances where it is determined a joint investigation is necessary make every
effort to coordinate this activity with police.

If there appears to be imminent risk to a child and the police are unable to
respond in a timely manner, initiate an investigation without police involvement.
Delays in coordinating this activity shall not limit a director’s ability to provide
intervention services or ensure the safety of a child.

To involve police in an investigation:

e consult with a supervisor,
e continue to provide intervention services,
e continue to provide all mandated duties as required by CYFEA, and

¢ involve police as directed by the supervisor.

Sharing Information with Police

When involving police in a joint investigation, information can be shared with
police per s.126(1) and s.40(q) of FOIP. The disclosure of reporter
information cannot be provided to police even when completing a joint
investigation.

If police request reporter information, consult with a supervisor and legal counsel.
Contact Notes or other documents that are created during a joint investigation
should only be disclosed to police if requested and only after being vetted for
privileged information.

Reporting an Offence

The Criminal Code includes various offences towards children such as those
related to:

o failure to provide the necessities of life, and
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e other violent or sexual offences toward a child.

Referral to police should occur when:

¢ a child has observable injuries and it is believed the injuries are a result of
abuse,

e a child has been sexually assaulted, and/or

e a child whose whereabouts are unknown is believed to be in need of
intervention.

In addition, if the director has reasonable grounds to believe that a person has
committed an offence per s.4(6), 126.2(4) or 130, consult with a supervisor
regarding referral of the matter to police.

If a director has information indicating that a person may have committed an
offence:

o if appropriate encourage that person to self-report to the police, and

e where a caseworker has reasonable and probable grounds to believe that
an offence has been committed, a report should be made to the police,

Recording

Record all discussions regarding the involvement with police on Contact Notes
[CS0072] or a contact log.

Related Information

]
& 1.2 Releasing Information
3.1.1 Receiving Referrals
3.1.2 Intake
3.1.3 Safety Phase

u Criminal Code

B
\ Contact Notes [CS0072]

To report a broken link click here.
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Overview
“Indian” in CYFEA means an Indian as defined in the federal Indian Act.

This section addresses matters that are specific to Indian children receiving
services under CYFEA.

Related Information

g Indian Act

&
\ Consent to Involve a First Nations Designate or Métis Resource [CS1634p]
Cultural Connection Plan [CS4028]

To report a broken link click here.
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Page 1 of 6

Policy

The director is required to involve a First Nations designate (designate) in
planning for a child when the child is believed to be Indian and a member of a
band. The designate involved is the designate appointed by the Chief and
Council of the child’s member band.

If the child is:
e in need of intervention and lives on reserve, always involve the designate,

¢ in need of intervention but not a resident of a reserve, involve the
designate only if the guardian consents, or

e the subject of a temporary guardianship order, permanent guardianship
agreement or order, or an application for a permanent guardianship order,
always consult with the designate regardless of whether the child is
resident of a reserve and regardless of guardian consent.

NOTE: These criteria do not apply when a child is receiving services under
CYFEA from a DFNA, per s.107(7).

Purpose

The involvement of a designate in planning ensures consistency as well as
community and cultural expertise in supporting children and families in
maintaining cultural and familial ties to their communities and preserving the
child’s cultural identify while in the care of the director.

S.67 and s.107 affirm the significant contribution that First Nations communities
make through collaborative efforts involving CFSAs, DFNAs and the designate.
S.67 requires the director to involve the designate in decision-making for a child
who is being adopted. S.107 requires the director to involve the designate in
planning for services to be provided for the child while the child is receiving
services under CYFEA.
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Procedures

Appointing a Designate

The person appointed as a designate is required to:
e complete a criminal record check,
e complete an intervention record check,
e be familiar with CYFEA, and

e sign an oath of confidentiality through the DFNA (where one exists), the
nearest CFSA geographically, or the Ministry’s First Nation Liaison Unit.

Designate Related to a Child Receiving Services

A designate that is related to the child or family member receiving services will
need to take the issue to the Chief and Council for discussion regarding other
potential individuals that could act in the stead of the designate on the particular
case in order to mitigate any conflict of interest or potential conflict of interest that
may exist. This will highlight the importance of protecting the privacy of those
involved, and identify the potential consequences of inappropriately disclosing
information.

Obtaining and Documenting Consent

In circumstances where it is necessary to obtain the consent of the guardian in
order to involve a designate, discuss the potential benefits of the available
supports to the child and the family with the guardian.

Inform the guardian that:

e if a temporary guardianship order or a permanent guardianship order is
granted, the legislation requires that a copy of the court order will be
provided to the designate regardless of their consent, and

e if an application is made for a permanent guardianship order, the
legislation requires the involvement of the designate regardless of the
guardian’s consent.

If the guardian of a child consents to the involvement of a designate,

e complete the Consent to Involve a First Nations Designate or Métis
Resource [CS1634p],

e mark the box that indicates consent, and
e Have the guardian sign the form.
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If the guardian does not consent to the involvement of a designate,
e complete the consent form,

¢ mark the box that indicates that the guardian is does not consent to
involving a designate, and

e have the guardian sign the form.

NOTE: If the guardian refuses to sign the form, indicating lack of consent,
document this information on a Contact Note and place in the child’s
file.

Notification Requirements and Timeframes

The designate must be provided with information within specific timeframes in
certain circumstances.

For a child that lives on-reserve:

¢ Notify the designate on the day that an apprehension order is
executed.

e Provide a copy of a supervision order, temporary guardianship order or
permanent guardianship order to the designate not more that 20 days
after the date of the order, per s.107(3).

For a child that does not live on-reserve:

e Provide a copy of a temporary guardianship order or permanent
guardianship order to the designate not more than 20 days after the
date of the order, per s.107(3).

e Provide a copy of a supervision order to a designate only if the consent of
the guardian to involve the designate has been obtained, not more than
20 days after date of the order, per s.107(4).

Working with the Designate

Involve the designate in the planning process in a manner similar to the
involvement of other professionals. In particular, seek information from the
designate regarding extended family members or potential community
placements and in permanency planning.

Contact

e Face-to-face contact with the designate is preferable, where possible.

e Where face-to-face contact is not possible, alternate means of contact
may be agreed upon between the caseworker and the designate,
including telephone, video conferencing, email, fax or other written
correspondence.
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e Ensure that contact with the designate occurs minimally on a quarterly
basis, unless the need for more frequent contact is identified and agreed
upon.

e Contact the designate in the event of a placement breakdown to explore
any potential appropriate placement options the designate may be aware
of within the extended family or community.

Confidentiality Requirements and Information Sharing

Confidentiality

Maintain, respect and protect the confidential information received from the other
parties. Only release confidential information that is authorized for release.

Ensure the confidentiality and integrity of information disclosed to other parties.

Safeguard the information received against accidental or unauthorized access,
disclosure, use, modification, or deletion by staff.

In the event of unauthorized disclosure or use, immediately notify the other party
in writing of the details of the unauthorized disclosure or use.

Sharing information with the designate

Information is shared with the designate under s.126(1). FOIP applies to all
information obtained, released, generated, collected or provided in the
designate’s role with respect to any child who is the subject of an investigation,
agreement or order under CYFEA.

Information provided to the designate must be limited to the personal information
that is required to provide services to a child or family, or as otherwise required to
carry out the responsibilities of the position. This information may include copies
of court orders, notification as required and copies of concurrent or transition to
independence plans.

The designate shall ensure that any information identifying a client is used and
disclosed only with the consent of the director.

Information security

The designate is responsible for:

e safeguarding the confidentiality of all personal information obtained during
the course of fulfilling their role,

e ensuring all personal information is kept separate from all other records,
and
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e ensuring that personal information cannot be accessed by any other
person.

All information forwarded to the designate must be clearly marked “confidential.”

Information from the Designate

The designate will provide information regarding appropriate prospective
placements with extended family members or within the community, or lack
thereof, to the caseworker.

The designate will provide a calendar of community/cultural events and activities,
and identify potential opportunities for the child’s involvement in the community.

The designate may also provide information regarding cultural resources, such
as community elders.

Access to Information

Limits on the designate accessing and disclosing information

A designate has no authority to access or disclose any information contained in
Ministry documents or electronic files.

Only staff members of a CFSA or DFNA who are duly delegated under CYFEA
have the legislative authority to access, use, and disclose information contained
in Ministry documents and electronic files.

The designate only has access to information provided by the caseworker.

Designate with Dual Roles

As Ministry file information is not normally accessible to a designate, when an
individual who is appointed as the designate is also a staff member of a DFNA,
steps must be taken to ensure that Ministry file information is not accessed or
disclosed inappropriately and to ensure that the information being shared is
consistent with what would be allowable for the particular role the individual is
performing at the given time pertaining to a given child.

In this circumstance, the designate is responsible for clearly documenting in the
file what information is shared, with whom, for what purposes and what role they
were performing (i.e. designate or delegated caseworker) at the time of the
disclosure.
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Recording
Record all contacts with the designate on Contact Notes [CS0072] and/or the
contact log as appropriate. Reference the contacts in the assessment record.

File the original signed copy of the consent form in the child’s file.

Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information
3.1.2 Intake
5.3.2 Supervision Orders
5.3.3 Temporary Guardianship Orders
5.3.4 Permanent Guardianship Orders
5.4 Registered Indian and Métis Child (Enhancement Policy Manual — Adoption)
Appendix D, Practice Supports, D-3 First Nations Designate Involvement

£50

o
=>d Freedom of Information and Protection of Privacy Act

@ Consent to Involve a First Nations Designate or Métis Resource [CS1634p]
Contact Notes [CS0072]

To report a broken link click here.
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Policy

For every child receiving intervention services, the director must inquire with the
Registrar of the Indian Act whether the child is eligible for, or has registered
Indian status. The Registrar of the Indian Act has the power to determine
whether a child is eligible to be registered as an Indian.

For every child receiving intervention services who is determined to have
registered Indian status, determine the band membership of the child where
possible and/or applicable.

Purpose

To ensure that the director does not interfere with a registered child’s
constitutionally protected rights and ability to exercise and receive the benefits,
entitlements and rights the child might have as an Indian under the federal Indian
Act, or whatever benefits, entitlements and rights a member or a band or Treaty
Indian might have as a band member and/or Treaty Indian.

For eligible children, registration as an Indian under the Indian Act is a
constitutional and legislative right. Band membership is a privilege granted to a
child in accordance with the band membership code.

Procedures

Determination

Determine if a child has registered Indian status and band membership by asking
the parent or person responsible for the care and custody of the child for this
information. If the child is already registered, obtain the 10 digit registration
number and band membership information.

NOTE: In this policy, the term “parent” is used instead of the term
“‘guardian.” The Indian Act does not use the term “guardian,” but
instead “parent or person who is responsible for the care and
custody of the child.”
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If it is uncertain whether a child is registered, but there is reason to believe the
child may be Aboriginal and eligible for registration, send an inquiry to:

Manager, Indian Registration and Band Lists
Indian and Northern Affairs Canada

630 Canada Place

9700 Jasper Avenue

Edmonton, Alberta T5J 4G2

Indian and Northern Affairs Canada (INAC) will respond in writing with
confirmation if a child is already registered, is eligible for registration or is not
eligible for registration.

Registration

If a child is eligible to be registered, facilitate the registration of the child with the
Manager, Indian Registration and Band Lists at INAC by:

e requesting that the parent register the child, or
e by directly registering the child.

The Manager registers the child and provides a letter indicating the registration
number. Each Registration Number has 10 digits. Interpret the numbers as
follows:

e The first three numbers represent the band number.
e The next five numbers represent the number assigned to the head of a
family.

e The last two numbers represent the individual’s rank order in the family
unit.

Registered Child, not a Member of a Band

A child may be registered as an Indian, but not a member or a band nor eligible
for band membership.

The Indian Act sets out the criteria and processes for determining band
membership and band membership codes, and whether an individual band or the
Registrar of the Indian Act is responsible for maintaining the membership list for
that band.

Each membership code identifies a specific process for applying for membership.
If a registered child is not a band member, the membership code will identify who
can apply to the band for membership for the child.
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If the director is the sole guardian of a registered child who is not a band
member:

e Consult the child’s parents and request that they apply for membership on
behalf of the child.

e |If the parent cannot be located or will not apply for membership for the
child, apply to the band for membership on behalf of the child.

e Determine the appropriate protocol for seeking membership for a child,
and ensure that the band receives a copy of the letter from INAC with the
registration information.

If the child’s parents are members of different bands and neither can be
contacted for consultation, determine in consultation with a supervisor and the
bands in question with which band to affiliate the child in accordance with the
membership codes.

Recording

Place the written confirmation of the child’s registration or eligibility from the
Manager, Indian Registration and Band lists at INAC in the child’s file.

Record the registration number and band name, if applicable, in both the paper
file and the electronic records.

Related Information

£
i 2.1.1 First Nations Designate
2.1.3 Rights and Privileges of Status Indian Children

9 Indian Act

To report a broken link click here.

Enhancement Policy Manual — Intervention


http://laws.justice.gc.ca/en/showtdm/cs/I-5�
mailto:hs.communications@gov.ab.ca

Section:

2.1 Indian Child Issue Date:
October 1, 2011

Swsection: 2 1.3 Rights and Privileges of Status | fevsonbate

. . October 1, 2011
Indian Children clober

Page 1 of 4

Policy

Ensure that a child who is receiving services under CYFEA and who is registered
as an Indian under the Indian Act has access to, or information on how to
access, at minimum:

e registration / status Indian card

e trust accounts

e non-insured health benefits, as covered by First Nations & Inuit Health

e education benefits

NOTE: In no way is this a comprehensive or exhaustive list of the
constitutionally protected benefits, entitiements or rights for a child
who is registered as an Indian under the Indian Act, and/or has band

membership, or any other federal legislation and programs pertaining
to Indians.

Purpose

To ensure that the director does not interfere with a registered child’s
constitutionally protected rights and ability to exercise and receive the benéefits,
entitlements and rights the child might have as an Indian under the federal Indian
Act or whatever benefits, entitlements and rights a member or a band or Treaty
Indian might have as a band member and/or Treaty Indian.

For eligible children, registration as an Indian under the Indian Act is a
constitutional and legislative right. Band membership is a privilege granted to a
child in accordance with the band membership code.

S.71.1(b) of CYFEA requires an adopting parent to take reasonable steps
necessary for the child to exercise any rights that the adoptive child may have as
an Indian.
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Procedures

Registration as Status Indian
All status Indian youth (16 years of age and older) must apply for their status
Indian card from:

Alberta Region

Lands, Revenues & Trusts

Head, Membership Entitlement
Indian and Northern Affairs Canada
Suite 630, Canada Place

9700 Jasper Avenue

Edmonton AB T5Y 4G2

This card is required in order to access all status Indian benefits funded by the
federal government.

Trust Accounts

Make inquiries to Lands, Revenues and Trusts at the above address to
determine if any trust funds are being held in trust until the child reaches the age
of majority. For further information call 780-495-2873.

Non-Insured Health Benefits (NIHB) Covered by First Nations & Inuit Health
Benefits

First Nations & Inuit Health Benefits may pay for the following services,
depending upon circumstances, where no other insurance program provides
coverage for that item:

e prescription drugs

e transportation to medical facilities

e hospital admission fees

e boarding homes, translators and escorts

e dental treatments

e eye glasses

e prosthesis and medical supplies

e medicals for entering alcohol treatment centers
e emergency air ambulance

e crisis intervention counselling
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o referral services:
— Treaty 8 Area (780-495-2708)
— Treaty 6 Area (780-495-2708)

— Treaty 7 Area (403-292-5284)
(780-495-2708)

Status Indian children may access all services (regardless of guardianship
status) that are accessible to status Indian adults. Contact the Native Liaison
Coordinators at Indian and Northern Affairs Canada or Medical Services Branch
when children are denied access to services because of their relationship with
Human Services.

Contact information for Non-Insured Health Benefits in the Alberta region is:

Non-Insured Health Benefits

First Nations and Inuit Health

Health Canada

9700 Jasper Avenue, Suite 730
Edmonton, Alberta T5J 4C3
Telephone: 780-495-2694
Telephone (toll-free): 1-800-232-7301

Educational Benefits

All status Indian children (regardless of guardianship status) who reside on a
reserve are entitled to federally funded primary and secondary education (i.e. K-
12).

Educational assistance (including tuition, training allowances, subsistence and
books) for post-secondary education of various forms is also available for status
Indian youth and adults.

Additional assistance may be available to status Indian children requiring special
education due to extenuating circumstances.

Educational assistance may be provided through individual bands and/or tribal
councils.
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For further information, contact:

Indian & Northern Affairs Canada

Director

Education

Suite 630, Canada Place

9700 Jasper Avenue

Edmonton AB T5J 4G2

Phone: 780-495-2824 (for grade 1-12);
780-495-3346 (for post secondary education)

Related Information

y 2.1.2 Registered Indian
5.4 Registered Indian or Métis Child (Enhancement Policy Manual — Adoption)

Q Indian Act

@ Health Canada

To report a broken link click here.

Enhancement Policy Manual — Intervention


http://laws.justice.gc.ca/en/showtdm/cs/I-5�
http://www.hc-sc.gc.ca/fniah-spnia/index-eng.php
mailto:hs.communications@gov.ab.ca

Secton: 2.1 Indian Child gsuiD;te: 1, 2011
ctoper 1,

supsection: 9 1 4 On/Off Reserve Verification Revision Date:
October 1, 2011

Page 1 of 3

Policy
Determine whether a child is designated as ordinarily resident on-reserve or off-
reserve for every child receiving intervention services who also:
e isliving on a reserve or in a “specified” community, or
e is of Aboriginal descent, or

e s receiving services from a DFNA.

Purpose

The information regarding on/off reserve residency is used to determine who is
financially responsible for the cost of services provided to the child and family
(whether INAC, a DFNA or a CFSA).

The designation of on/off reserve residency is based on the residency of the
parent, guardian or caregiver at the time the intake began.

NOTE: The designation remains in effect for as long as services are
provided on a continuous basis. Transitions that occur when a case
moves between protective services and family enhancement
services do not represent a break in services provided the services
are continuous. If a file closes and reopens, on- or off-reserve
residency will need to be determined again.

Procedures

Determine on- or off-reserve residency
1. Determine whether the child is:
— Aboriginal
— Aboriginal — Registered Indian Status or Potential to Be Registered
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— living on a reserve or in one of the “specified” communities of
Cadotte Lake, Fort Chipewyan, Fort McKay, Garden River or Little
Buffalo, or

— receiving services from a DFNA

2. If the child is not included in one of the above categories, take no further
action.

3. If the child is included in one of the above categories, complete the four
questions for On/Off Reserve Verification Status in the electronic
information system and submit it to the verification officer.

— If the answer is “no” to all four questions, the child is designated
off-reserve.

— If the answer is “yes” to any question, the child is designated on-
reserve.

When the on-reserve/off-reserve residency for a child has been determined, the
verification status must be provided to the verification officer, as there may be a
transfer of funds, for the following cases:

e CFSA files for all children ordinarily resident on-reserve, and
e DFNA files for all children ordinarily resident off-reserve. DFNAs must
also complete forms for all children on-reserve and provide these to INAC.

The verification officer will review the information for accuracy and to determine
which agency (INAC, a DFNA or a CFSA) has financial responsibility for
services.

The verification officer will forward the form to the responsible agency. When the
form is returned, the verification officer will either verify the decision or forward it
to the caseworker for further determination.

If an issue arises, the verification officer will contact the caseworker and agency
to assist in resolving the issue.

Timeframe

Verification of residency and all recording must be completed within 30 days of
opening the file.

Recording

Place a hard copy of the On/Off Reserve Verification Status in the child’s paper
intervention file.
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Contact Information
The designated verification officer is located at:

Verification Officer

10" Floor Sterling Place

9940-106 Street

Edmonton, AB T5K 2N2 Fax: 780-422-5415

Related Information

y 3.2.1 Case Transition

@ Canada/Alberta Arrangement for the Funding and Administration of Social
Services (Administrative Reform Arrangement)

In January 1992, Alberta and Canada jointly announced the introduction of this
document, which pertains to the funding and administration of social services to
Indians living in Alberta. The Administrative Reform Arrangement:

e Is intended to ensure that all persons have access to the same or
comparable level and range of services regardless of whether they live on-
or off-reserve.

e Sets out the respective funding and administrative roles of Canada and
Alberta in relation to services provided under CYFEA to Indians in Alberta.

o Establishes the criteria used to determine “ordinarily resident on-reserve”.

On-reserve children: INAC is responsible for funding the delivery of services
under CYFEA to all persons ordinarily resident on-reserve or in a specified
community.

Off-reserve children: Human Services is responsible for funding and delivering
services under CYFEA to all persons ordinarily resident off-reserve (excluding in
specified communities).
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Policy

When it is determined that a client is Métis or a client identifies themselves as
Métis at any point in time while services are being provided under CYFEA,
provide the client with the opportunity to involve a Métis resource in case
planning, support and service provision for the child and family.

Written consent must be obtained from the guardian of a child prior to involving a
Métis resource.

Purpose

CYFEA does not legislate the involvement of a Métis resource. The legislation
affirms the significant contribution that Aboriginal communities make in planning
for their children through collaborative efforts between the CFSAs and Métis
cultural resources.

CYFEA does require, per s.57.01 and s.63(f), that a cultural connection plan is
filed with the Court when an application for private guardianship or a petition for
adoption of a child who is, or who is believed to be, Métis. It is best practice to
determine as early as possible if a child is Métis (whether affiliated to a land-
based settlement or not) as a part of comprehensive and purposeful permanency
planning. The involvement of a Métis resource in planning may provide cultural
expertise in supporting children and families in maintaining cultural ties to their
communities and preserving the child’s unique cultural identity while in the care
of the director.

Procedures

Métis Resource
Métis resources may include:

e Region 10 Métis Settlements CFSA (for settlement-affiliated Métis
children),
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NOTE: If a child is not affiliated to a Métis settlement, then Region 10 will
refer to the Métis Nation of Alberta to determine if the child meets the
criteria to be legally identified as a Métis person.

e The Métis Nation of Alberta (for Métis children who are not affiliated to a
settlement), or

e Regional Métis resources, which are identified through CFSAs and may
be a referral source.

NOTE: Region 10 staff are Métis resource persons. Therefore, Region 10
staff do not need written consent in order to work with a family and
provide cultural supports when Region 10 has an open file.

Obtaining and Documenting Consent

Discuss the potential benefits of the available supports to the child and the family
when seeking the consent of the guardian to involve a Métis resource.

If the guardian of a Métis child consents to the involvement of a Métis resource,

e complete the Consent to Involve a First Nations Designate or Métis
Resource [CS1634p] form,

e mark the box that indicates consent, and

e have the guardian sign the form.

If the guardian does not consent to the involvement of a Métis resource,
e complete the consent form,

¢ mark the box that indicates that the guardian is does not consent to
involving a Métis resource, and

e have the guardian sign the form.

Recording
Provide the guardian with a copy of the completed consent form.

If the guardian consents to involve a Métis resource, provide a copy of the signed
form to the resource.

Place a copy of the completed consent form in the child’s file.

Ensure the electronic information system reflects the child’s Métis status and
their affiliation to a Métis settlement, if applicable.
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Related Information

y 2.2 Metis Child

2.3 Cultural Connection Planning

4.2.6 Permanency Planning

€
\ Consent to Involve a First Nations Designate or Métis Resource [CS1634p]

@ Métis Resource Contact Information

Resource Phone Number Website

Region 10, Métis Settlements Child Edmonton: www.metissettlementscfsa.gov.ab.ca/

& Family Services Authority 780-427-1033 (The website also has a full listing of
St. Paul: community offices for the CFSA)
780-645-6227
High Prairie:

780-523-6717
Paddle Prairie:
780-987-8002

Métis Nation of Alberta 780-455-2200 www.albertametis.com
1-800-252-7553

To report a broken link click here.
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Policy

When an Aboriginal child is the subject of a petition for an adoption order or an
application for a private guardianship order, the petition or application to the court
must be accompanied by a plan that sets out how the child’s connection to their
Aboriginal culture will be maintained by the new guardians.

NOTE: The definition of “Aboriginal” for this policy is consistent with the
CYFEA definition, which includes Indian, Métis and Inuit.

Purpose

Preparing a cultural connections plan per s.52(1.3) and s.63(1) will reinforce with
prospective adoptive parents or private guardians the importance of preserving
the uniqueness of the child’s Aboriginal culture, heritage, spirituality, language
and traditions.

The requirement that prospective adoptive parents or private guardians complete
this plan is consistent with the statutory requirement that all decisions concerning
an Aboriginal child must take into account the importance of preserving the
child’s cultural identity.

NOTE: The completion of this plan is not a part of the approval process for
either adoption or private guardianship; the plan is submitted with the
rest of the package to the court.

Procedures

Caseworker Responsibility

Ensure that the prospective adoptive parents or private guardians know that they
must complete and submit the regulated form to the court at the same time that
the adoption petition or private guardianship application is filed.
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Provide prospective adoptive parents or private guardians with the regulated
Cultural Connection Plan [CS4028].

NOTE: The requirement to complete this plan only applies to circumstances
where the child has status under CYFEA.

Assist prospective adoptive parents or private guardians in completing the form
as needed.

Ensure that adoptive parents or private guardians are aware that they must take
reasonable steps to comply with the plan. The Court will inform adoptive parents
or private guardians of this obligation.

Applicant Responsibility
The applicants will identify how they plan to:

o foster the child’s connection with Aboriginal culture, heritage, spirituality,
language and traditions, and

e preserve and promote the child’s cultural identity.

Recording
Maintain a copy of the plan in the child’s intervention file.

Related Information

=
& Enhancement Policy Manual — Adoption

B
\ Cultural Connection Plan [CS4028]

Enhancement Policy Manual — Intervention


https://extranet.gov.ab.ca/goainternalforms/forms/CS/CI/CS4028.pdf�

Section:

Issue Date:

3.1 Assessment Phases
October 1, 2011

Subsecion: 3 1 0 Assessment Phases Overview Revision Date:

June 15, 2012

Page 1 of 2

Overview

The Casework Practice Model is a collaborative, decision-based model designed
to achieve optimal outcomes for children through consistent, evidence-based
casework practice. The model provides clear expectations regarding the process
for caseworkers and identifies assessment, engagement and collaboration as the
key pillars in effective casework.

Assessment occurs throughout the life of involvement with the child and family
from initial referral to closure of the case. It consists of three phases of
assessment:

e Intake
o Safety Phase

e Intervention Services Phase

Each phase has specific assessment and documentation requirements which
must be completed within specified timelines.

Summary of assessment phases

Intake

Intake represents the first of a series of assessment activities providing a
preliminary assessment of the child’s need for intervention beginning with the
receipt of a referral. Intake determines if the information received constitutes a
report and if the report requires investigation.
There are two possible outcomes, if the referral constitutes a report:

¢ Investigation is required.

e Investigation is not required.
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Safety Phase

The safety phase begins the investigation of the child’s safety and intervention
needs when intake has determined that there are reasonable and probable
grounds to believe that the child may be in need of intervention s.1(2)(a)-(h).

There are two possible outcomes:

e The child is not in need of intervention.

e The child is in need of intervention.

Intervention Services Phase

The intervention services phase constitutes the ongoing case and is entered
when the investigation has determined that the child is in need of intervention.
Services are provided to the child and family in line with the needs of the child,
service plan and agreement or order. Assessment of need is ongoing throughout
the period of involvement with the child. There are two possible outcomes:

e Continued intervention is not required.

e Continued intervention is required.
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Policy

The ability to receive and respond to a referral from the community regarding a
child who may be in need of intervention services is of highest priority. CFSAs
and DFNAs must ensure there is the capacity to receive and respond to referrals
on a 24-hour a day basis 365 days per year.

Purpose

S.4(1) requires that any individual who has reasonable and probable grounds to
believe a child is in need of intervention must report the matter to a director. The
director must be available to receive referrals from the community and respond to
those that are deemed to be reports in a timely manner.

o A “referral” is where the director receives information from a person
advising that a child may be in need of intervention.

e A ‘“report” is where upon receiving the referral, a decision is made to
initiate an investigation because the director is satisfied that the
information was not provided maliciously, is not unfounded, was provided
on reasonable and probable grounds, and discloses that a child was in
need of intervention per s.1(2).

Procedures

Requirements
e Each CFSA and DFNA must ensure staff are available to receive referrals.
e Coverage for after hours, weekends and holidays must be in place.

e Communications to the community must provide clear information about
how referrals can be made and how emergency intervention services can
be accessed.

e After hours protocols with community resources such as police and health
resources must be in place.

Enhancement Policy Manual — Intervention




3.1.1 Receiving Referrals Page 2 of 4

e The provincial child abuse hotline number (1-800-387-5437) must be
clearly communicated within the community.

e All calls from the community must be responded to by a person and not a
recorded telephone message.

Court Referral

A judge may hear evidence in a court other than Family Court that leads the
judge to believe that a child may require intervention services. If a judge makes a
referral, assess the matter in accordance with the requirements of CYFEA.

Youth Criminal Justice Act and Police System

Section 35 of the Youth Criminal Justice Act (YCJA) allows a Youth Court Justice
to make a report to Human Services and s.4 (1.1) clarifies that referrals received
pursuant to s.35 of YCJA are deemed to be a report.

A peace officer may report a matter to the director per s.5 regarding a child under
the age of 12 years who on reasonable and probable grounds is believed to have
committed a criminal offence, since such a child may not be charged.

Any other referral from a youth worker, police officer or court official is made per
s.4(1). Complete the usual intake procedures and consider the child’s offence as
only one of many factors when assessing the need for intervention.

Child of an Employee

If the report concerns a child of a CFSA or DFNA employee, complete the intake
and consult with a supervisor immediately. Refer to policy 1.5 Intervention
Involvement with Employees and individuals in Governance Positions and follow
the procedure regarding completion of the assessment to determine need for
intervention and restriction requirements.

Residential Facilities

If the report concerns a residential facility (i.e. foster home or child and youth
facility), follow the procedures in the Enhancement Manual — Placement
Resources.

Report to Police
Report information to police in the following instances:

e a child with observable injuries, whose injuries are believed to be the
result of abuse,

e a child who is being assessed for sexual abuse, or

e a child whose whereabouts are unknown and who is believed to be in
need of intervention.
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Refer to Policy 1.9 Police Involvement and Offences for more information.

Failure to Report

If there are concerns that a person has not complied with the duty to report per
s.4(6):

e Consult with a supervisor and seek legal advice if necessary.

¢ Notify the Chief Executive Officer (CFSA) or Director (DFNA) in writing. If
it is determined that the person is registered under a professional or
occupational regulating act, include this information in the notice. S.4(5)
requires the director to advise the appropriate governing body of that
profession or occupation.

e Based on reasonable and probable grounds, the Chief Executive Officer
or Director decides if s.4 has been complied with and determines whether
to make a referral to the police for their investigation.

¢ Information that a child is in need of intervention must be reported
notwithstanding that the information may be deemed confidential per
s.4(2) under another Act.

S.4(4) protects any person who reports information, so long as the reporting is
not done maliciously or without probable grounds.

Exceptions:

The only exception to the reporting requirement under s.4(1) is information that
is subject to solicitor-client privilege per s.4(3).

Recording

Record all activities on the file and electronically as required by the intake and
recording policies.

Enhancement Policy Manual — Intervention



3.1.1 Receiving Referrals Page 4 of 4

Relevant Information

y 1.1.2 Recording Information in ISIS

1.5 Intervention Involvement with Employees and Individuals in Governance
Positions

1.9 Police Involvement and Offences
3.1.2 Intake
Enhancement Policy Manual — Placement Resources

@ Duty Report [CS0113]
Intake [CS1872]
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Policy

All referrals from the community must be assessed to determine if a child may be
in need of intervention. Intake determines if:

e the information in the referral constitutes a report under s.4 or 5, and

e the report requires investigation under s.6(1).

Intake must be completed within five working days from the date of referral,
unless it is determined that an immediate or one day response is required, and
documented on an Intake [CS1872]. Allegations that present an imminent risk to
a child such as suicidal ideation, an intoxicated caregiver, or severe physical or
sexual abuse may necessitate an immediate response.

Purpose

Intake is the first of a series of assessment activities providing a preliminary
assessment of the child’s need for intervention. It involves receiving information
and determining if it constitutes a report under s.4 or 5. Consideration must also
be given to whether the information constitutes a report under s.1(2) of PSECA. If
received information indicates that the child may be in need of protective services
per DECA, the report must still be screened under CYFEA, notwithstanding that
action may be taken (i.e. apprehension) under DECA.

When the information received does constitute a report, intake establishes if an
investigation is required under s.6(1) to determine if the child may be in need of
intervention.

Procedures

Intake Categories
Upon receiving information determine which category of intake is required:

e Intervention (CYFEA and DECA)
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e PSECA
e Provider
e Inter-jurisdictional; refer to Inter-jurisdictional policy

e Supports and Financial Assistance Agreement (SFA)

Receiving Information

On receiving a referral establish:
e what incident precipitated the referral (facts, dates and descriptions),
e why the reporter is making the referral, and

e the current circumstances of, and if there is immediate danger to, the
child.

Determining Whether the Information Constitutes a Report

Information constitutes a report if an investigation is initiated because the director
is satisfied that the information is not provided maliciously, is not unfounded, is
provided on reasonable and probable grounds, and discloses that a child is in
need of intervention as defined in s.1(2).

If it does not provide reasonable and probable grounds to believe that a child
may be in need of intervention, the referral is not a report. Record the referral
and response and follow these procedures:

e Refer the caller to a community resource or police, if appropriate.

e Document all information in an intake recording log, or on a Duty Report
[CS0113] for an open file.

If the information received constitutes a report:
e Gather as much further information as possible (see below).

e Complete the call or visit by notifying the reporter that the report will be
assessed in accordance with the legislative requirements.

¢ Inform the reporter, if they are a professional working with the family such
as school or police, that they will receive a call back once the report has
been assessed. Information may only be shared to assist in the planning
for, or provision of services to the child and family s.126 and FOIP.

If a reporter enquires about the status of their referral, assess whether sharing
information is consistent with the provisions of s.126 and FOIP (e.g. a physician
engages in an ongoing relationship with a family and information is shared per
s.126(1); or a police officer is involved in an ongoing criminal investigation and
information is shared per section 40(1)(q) of FOIP).
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If sharing information is not consistent with the provisions of either s.126 or FOIP,
advise the reporter that all allegations are assessed in accordance with the
requirements of CYFEA. Consider using the Letter to Reporter [CS4038] to
convey this information. Consult with legal counsel if a question or concern arises
related to the sharing of information.

Custody Disputes

If the child is the subject of a custody dispute, determine the need for intervention
independent of the custody dispute per s.39.

The child’s intervention needs must take precedence over any custody or access
dispute between the guardians and information received must be assessed
against the criteria of s.1(2). If evidence for a custody hearing is requested, refer
to policy on Releasing Information.

Determining if the Report Requires Investigation

Once a determination has been made that the referral constitutes a report gather
further information to assist in determining if the report requires investigation
under CYFEA i.e. the report is not malicious, unfounded or made without
reasonable and probable grounds.

Gathering Information

Gather information from collateral sources to assist in the determination of the
need for intervention. Explore whether collateral sources are, or may be, a
support to the child and family.

Refer to s.126(4), s.126 (4.1) and s.126(4.2) and the Records Overview Policy
for clarification on information that can be collected.

Information can include, but is not limited to, the following:

1. Information from the reporter regarding the situation.

o Clarify the nature of the referral (why the referral is being made, the
incident that prompted the referral, details of the abuse or neglect
allegation, information regarding the alleged maltreater and any previous
incidents).

e Enquire whether the situation is recent or ongoing.
¢ Identify factors that may indicate the ability of the child to self protect.

e Collect as much identifying information as possible on all persons
involved.

e Determine whether the family is aware of the referral.

Identify the reporter’s relationship to the family.
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e Document the name, address and telephone number of the reporter
unless they choose to remain anonymous.

e Document if there are any risks to a caseworker who may respond to the
situation.

If indicators of parental involvement in drug activity exist refer to the Drug-
endangered Children Act (DECA) policy.

If indicators of domestic violence exist refer to the Protection Against Family

Violence policy.

Assess if there is a need for protective services under PSECA by considering:
¢ |Is the child sexually exploited because they are engaged in prostitution?

e Is the child sexually exploited because they are attempting to engage in
prostitution?

If yes to any of these questions refer to s.1(2) of PSECA for the definition of a
child in need of protection services and complete a PSECA Intake if appropriate,
referring to the PSECA Policy Manual. Note that legal status under both CYFEA
and PSECA is possible if this meets the intervention needs of the child.

2. Regarding the Child

e Gather identifying information including name, date of birth, gender,
distinct physical features and where they attend school.

e Establish the current circumstance of the child (e.g. is the child injured,
alone or in potential immediate danger?)

¢ Note the date the reporter last saw the child.

e Gather information regarding the child’s background, medical conditions,
culture and lifestyle, including Aboriginal status, Métis Status and
language spoken.

¢ Document details of extended family and any significant persons in the
child’s life, including contact information.

e Document details of other persons or agencies having knowledge of, or
contact with the child.

If there are other children living in the home document their names, dates of
birth, gender, distinct physical features and where they attend school.

3. Regarding the Adults

e Gather identifying information including name, date of birth, gender,
distinct physical features and where they can be located.

e Identify the alleged maltreater.

Enhancement Policy Manual — Intervention



3.1.2 Intake

Page 5 of 8

Clarify whether the reporter knows the guardian‘s explanation of the
condition or injury.

Establish the guardian’s ability and willingness to protect the child.
Identify any parenting and/or custody orders currently in place.

Document the family composition and background information: criminal
history, addiction issues, mental health issues and employment.

Identify the family strengths.

Establish current or previous resources available to, or accessed by, the
family.

4. Reviewing electronic and paper records for prior involvement

Review electronic and paper records to determine whether there is
information about the child, guardian, alleged maltreater or persons
residing in the home.

Identify and document themes or patterns emerging from the record
reviews.

Identify the following from the record reviews and/or contacting the
previous case worker:

— date and location of last involvement with the family,
— previous concerns,

— services provided to the family, and

— the outcome of prior intervention.

Brief Services

Brief services are goods and/or services provided on a one time basis to the child
or family during the 5 day screening period to alleviate immediate needs. The
services that are provided must not be accessible through any other means and
are limited to:

repatriation,
accommodations/rent/damage deposit,
utilities,

groceries,

emergency clothing,

medical/dental/optical: one-time assistance with medical, dental or optical
costs not covered by any other program, and

support services, e.g. homemaking services.
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Consult with the supervisor and obtain approval for all expenditures.

Complete the Referral and Evaluation of Services form if making a referral to a
contracted agency, detailing the referral objective.

Emergency Care

Emergency care provides short term care, no longer than 10 days, to a child in
the least disruptive manner and may be utilized in situations where the child
would be in need of intervention services (i.e. apprehension) if not for the
provision of an emergency care provider (i.e. the guardian cannot be located, is
incapacitated, or has died). It enables the child to remain in familiar surroundings
while the guardian is being located or other plans are made without bringing
the child into the care of the director. Refer to the Emergency Care policy if
emergency care is appropriate.

Allegations

To complete the intake determine at least one allegation per child. Allegations
are specific to each child and an associated alleged maltreater; they are the
grounds for believing that a child is in need of intervention because the survival,
security or development of the child is endangered per s.1(2).

Case Consultation with the Supervisor

The completion of intake represents an important decision point requiring
supervisor consultation and approval.

e Review the intake information, allegations, analysis of safety factors and
intervention needs with the supervisor.

e Determine the recommendation to be made for the intake.

e Submit completed intake to supervisor for approval.

Recommendations

If the intake assessment determines that the report is malicious, unfounded or
does not provide reasonable and probable grounds to believe that the child is in
need of intervention, make one of the following recommendations:

e Closure, or
e Closure with referral.
— Indicate this recommendation when the family is referred to a
community resource as a preventative or protective measure.

If the intake assessment provides reasonable and probable grounds to believe
that the child may be in need of intervention services, and brief services or
emergency care will not be sufficient in alleviating the need:

Enhancement Policy Manual — Intervention



3.1.2 Intake Page 7 of 8

e Determine and indicate if an immediate, one day or standard (five day)
response is required, and

e Proceed to investigation case for safety phase assessment.

NOTE: Initiate a PSECA intake if the intake assessment indicates that the
child may be in need of protective services per PSECA. Legal status
under both the CYFEA and PSECA is possible if this meets the
intervention needs of the child i.e. the child may have an intake
under both CYFEA and PSECA. If the assessment information
indicates that the child is in need of protective services per DECA,
the report must still be screened under CYFEA, notwithstanding that
action may be taken (i.e. apprehension) under DECA.

Recording

If the referral information is determined to be a report record the information on
an intake, complete within five working days of the date of the referral and
complete electronic record entries. If the referral allegation is determined to not
be a report record in an intake recording log, or on a Duty Report for an open file.
Retain all records according to the Retaining Records policy.

All points of consultation, decision making and rationale for the decision must be
documented in the intake.
Enter the following information in the intake narrative:

e contact with child (date and name/role of who had the most recent
contact),

e presenting problem,
e domestic violence issues,
e community connections,
e strengths/resources,
e summary of electronic/paper record review,
e emergency care provided,
e recommendation, and
o safety (risk to caseworker, weapons, drugs, animals).
Refer to the reporter in the intake narrative and in Contact Notes [CS0072] by

name on one occasion and as reporter in any other references, unless
anonymous.
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Related Information

g 1.1.0 Records Overview
1.1.3 Retention of Records
1.2 Releasing Information
3.3 Emergency Care
5.2.6 Support and Financial Assistance Agreement
6.2 Protection Against Family Violence Act
6.3 Drug-endangered Children Act
10. Interjurisdiction
Appendix B — Collaboration with Community and Government Agencies
PSECA Policy Manual

6. Assessment Provider Concerns (Enhancement Policy Manual — Placement
Resources)

35
E Drug-endangered Children Act
Freedom of Information and Protection of Privacy Act
Protection Against Family Violence Act
Protection of Sexually Exploited Children Act

Contact Notes [CS0072]
Duty Report [CS0113]
Intake [CS1872]

Letter to Reporter [CS4038]

To report a broken link click here.
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Policy

S.6(1) requires the director to investigate a child’s need for intervention. This
investigation takes the form of a thorough, comprehensive assessment which
begins in the safety phase.

The safety phase includes a Part A and Part B which constitutes the assessment
of the child’s safety and intervention needs. The completion of Part A is required
during the safety phase. The continued assessment under Part B is based on the
outcome of Part A.

Part A must be completed within 10 working days from the date of referral from
intake and documented on the Safety Assessment [CS3701].

Part B may be required and must be completed within 30 working days from the
end of Part A and documented on the Safety Assessment [CS3701].

Purpose

When intake has determined that there are reasonable and probable grounds to
believe that the child may be in need of intervention per s.1(2), the assessment
of the child’s safety and intervention needs continues in the safety phase. The
safety phase assessment activities involve gathering, consolidating and
analyzing information for a structured in-depth assessment of the child’s needs,
parental capacities and environmental factors.

The outcomes at the end of the Part A may include the following:
e closed with no need for intervention,

e apprehension (order or emergency),

e CAG,
o CAY,
e SFAA,
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e SO,
e PGA, or
o family enhancement services for secure services only.

For all other outcomes, Part B must be completed.

The safety phase is concluded when a determination is made about:
e the safety condition of the child, and
e the child’s need for intervention.

Procedure

Custody Disputes

If the child is the subject of a custody dispute, determine the need for intervention
independent of the custody dispute per s.39.

The child’s intervention needs must take precedence over any custody or access
dispute between the guardians and the referral must be assessed against the
criteria of s.1(2). If evidence for a custody hearing is requested, refer to the policy
regarding Releasing Information.

New Report

If, during the course of the safety phase, information is received that would
constitute a new report under s.4 or 5, an Intake [CS1872] must be completed
and the information assessed.

Reviewing Information

¢ Review all information from the intake and all previous file and electronic
records pertaining to the child and siblings.

e Review the files of all guardians who, as a child, received intervention
services.

e Contact previous caseworkers when a review of file information suggests
important information requires clarification.

e Analyze the information; examine the main themes, patterns and
outcomes of services from previous involvement.

e Document the case analysis of the information obtained from the review
and a plan for completing the assessment, on Contact Notes [CS0072] or
in the contact log.
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Gathering Information

Assess the safety of the child within five working days of referral from
intake by having contact with the child, or someone who has direct contact
with the child, other than the guardian e.g. teacher. Contact can include
the reporter if the child was seen by the reporter on the day the referral
was made.

Have face-to-face contact with, and interview, every child in the home who
may be at risk (alone if possible), the guardian and other care providers.
The face-to-face contact with a school aged child must be made apart
from the guardian.

Convey a child to any place in order to complete the investigation if
deemed necessary per s.6(2).

Interview every sibling, residing in or out of the home, who might have
knowledge about the reported concerns.

Assess if the child is at risk due to sexual exploitation through prostitution
by considering:

— Is the child sexually exploited because they are engaged in
prostitution?

— Is the child sexually exploited because they are attempting to
engage in prostitution?

o If yes to any of these questions refer to s.1(2) of PSECA for
the definition of a child in need of protective services and if
appropriate complete a PSECA Intake, refer to the PSECA
Policy Manual.

Refer to the Protection Against Family Violence policy and complete the
Screening Aid for Family Violence [PFVB3994], if indications of domestic
violence exist.

Refer to the Drug-endangered Children Act (DECA) policy if indicators of
guardian involvement in serious drug activity exist.

Obtain information from any other person or agency that is familiar with
the situation. Refer to s.126 (4), 126(4.1) and 126(4.2) and the Records
policy regarding collection of personal information.

Obtain an external assessment if information is required to help determine
whether the child is in need of intervention, noting that an external
assessment may not be completed within the safety phase time period.

Engage the family in the assessment process by explaining the reason for
involvement and the process of assessment.
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Assess Physical Injury or Sexual Abuse

When assessing a physical injury examine the child in the presence of the
guardian or person caring for the child, being sensitive to the age and gender of
the child. Do not physically examine the child for sexual abuse.

Consult with the supervisor and decide if a medical examination is
appropriate for either physical or sexual abuse.

If a crime may have been committed, report the matter to the police as
soon as practical and according to the procedures described in the police
involvement and offences policy.

If police are involved, coordinate the assessment with the assigned officer.
If the child’s interview will be videotaped, follow the protocol relating to
s.715.1 of the Criminal Code referenced in the Responding to Child Abuse
Handbook.

Determine the child’s capability to be interviewed.

Interview the child alone if possible, or have the fewest possible adults
present. Explain the roles of the police and ministry staff, and record non-
verbal communication. Interview all siblings.

Child Discloses Abuse and/or Sexual Exploitation:

Tell the child:
— that the abuse was not his/her fault,
— what the police and caseworker will do next, and
— that if he/she is afraid to go home, options will be explored.

Interview a non-abusing guardian as soon as possible. Determine whether
this guardian is able and willing to protect the child.

Discuss apprehension with a supervisor if a guardian is not able or willing
to protect and support the child.

Arrange a medical examination immediately.

Child Does Not Disclose Abuse and/or Sexual Exploitation:

If the child does not disclose abuse, interview the guardian and assess the need
for intervention.

Medical Examination

A medical examination may be necessary if:

the child discloses abuse,
the child requires medical attention, or
the assessment requires an examination to confirm abuse.
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In consultation with the supervisor decide if a medical examination is required. If
SO:

e Accompany the child to a medical examination immediately; if possible,
have the guardian attend as well.

e Consult with the supervisor if the guardian is unavailable or refuses to give
consent for the child’s medical examination, as an apprehension or an
order authorising the treatment may be necessary s.22, and s.22(1).

e Review any parenting and/or custody orders that may be in place.
Establish contact with the non-custodial guardian as appropriate.
Provide the Letter to Doctor from Caseworker re: Child’s Exam [CS2825] to the

physician advising:
e that court testimony might be necessary,
e the reason for the medical examination and any specific requests, and

e Of the circumstances in which the child was found and as much of the
following as is known:

— The child’s social and medical history, and social circumstances
— Who has interviewed the child and whether there is a videotape

— What injury/abuse has been reported, observed or disclosed

— The explanations for the injuries if physical injury

— The reason for the medical examination and any specific requests

Ask the physician:

¢ to determine whether there is any evidence of sexual abuse, if
appropriate, and if a sexually-transmitted infection is present,

e to complete a developmental assessment and a complete physical
examination,

e for an oral diagnosis, including any immediate treatment requirements,
and

o for a written report describing the findings.

Interim Services

Interim services are goods and/or services used to address immediate needs in a
family to stabilize a crisis situation and maintain a child in their home.

e Review brief services provided during intake.

e Consult with the supervisor and obtain approval to provide interim
services.
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Emergency Care

Emergency care provides a period of short term care, no longer than 10 days,
to a child who would be in need of intervention if not for the provision of the
emergency care provider (i.e. the guardian cannot be located, is incapacitated, or
has died). It provides care in the least disruptive manner without bringing the
child into the care of the director.

Safety Condition

The safety condition of the child is one aspect of the overall assessment of risk,
protective factors and need for intervention. It relates specifically to the safety of
the child at this point and a determination is made in consultation with a
supervisor. There are three options:

e The child is safe, indicating that there are no safety concerns.

e The child is conditionally safe, indicating that the safety concerns have
been resolved for the present time with the development of a safety plan.

e The child is unsafe, indicating that intervention and removal of the child is
required.

Provide clear rationale in the analysis section of the Safety Assessment
[CS3701] for the decision on the safety condition and its link to the outcome of
the assessment, in particular if:

e the safety decision indicates that the child is safe and the decision is that
further assessment is required, or

o the safety decision indicates that the child is conditionally safe and the
decision is that the matter is closed.

Allegations

Allegations are specific to each child and an associated alleged maltreater; they
are the grounds for believing that a child is in need of intervention because the
survival, security or development of the child is endangered per s.1(2).
Allegations can be created in intake, but new allegations can also be added
during the safety phase.

Allegations are recorded electronically and must be disposed of by the
completion of the safety assessment.

Supervisor Consultation

The completion of the safety phase represents an important decision point
requiring supervisor consultation and approval.

¢ Review assessment information, allegations, analysis of safety factors and
intervention needs with the supervisor.
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e Determine if disposition of allegations (see above) is appropriate and what
further actions are to be taken.

o Consider what and how information will be shared with the child and
guardian.

Review of Assessment with Child and Family

e Discuss the results of the assessment with the guardian and, if age and
developmentally appropriate, with the child.

e Decide in consultation with the child and guardian the actions to be taken
and services to be provided whenever possible. Document rationale for
not consulting with the family.

Decision

The safety phase ends with a determination about the child’s safety, and need for
intervention services.

If the assessment information indicates that the child is not in need of
intervention:

e Notify the family of the decision.

e Dispose of each allegation.

e Make community referrals, if appropriate or requested.

e End the safety phase and assessment of the child’s need for intervention.
If the assessment information indicates that the child is in need of intervention

services at the completion of Part A or Part B of the Safety Assessment
[CS3701]:

e Dispose of each allegation.

e End the safety phase and the assessment of the child’s need for
intervention.

¢ Open an intervention services file.

e Acquire the appropriate intervention services legal authority (i.e. court
order or agreement).

e Consider when the mandatory case conference will be held; it must be
held within 45 working days of completing the safety phase.

If there is an open file and the safety phase is assessing concerns in a new
report, continue to provide services or make changes to services based on the
current assessment.
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NOTE: If the assessment information indicates that the child is in need of

protective services per PSECA initiate a PSECA intake to assess for
further services. Legal status under both the CYFEA and PSECA is
possible if this meets the intervention needs of the child.

If the assessment information indicates that the child is in need of
protective services per DECA, the report must still be screened
under CYFEA, notwithstanding that action may be taken (i.e.
apprehension) under DECA.

Recording

Record all contacts, information gathered and services provided to the
family on contact notes and/or contact log.

Complete the Referral and Evaluation of Services if making a referral for
an external assessment.

Document the rationale for not interviewing the child alone on contact
notes and/or contact log.

Ensure that all points of consultation, decisions and rationale for decisions
are documented on the Safety Assessment, contact notes and/or contact
log and placed on the child’s file.

Document the information that was shared with the family at the end of the
assessment, indicating the family’s response to the information and the
family’s participation in the assessment and case planning process in the
Safety Assessment.

Complete the Safety Assessment and submit the recommendation to the
supervisor.

Complete all electronic record entries.

Related Information

3 1.1.0 Records Overview
1.2 Releasing Information

1.9 Police Involvement and Offences

3.3 Emergency Care

6.2 Protection Against Family Violence Act

6.3 Drug-endangered Children Act

7.1.1 Case Conference
PSECA Policy Manual

Enhancement Policy Manual — Intervention


https://intranet.child.alberta.ca/worklinks/reports/Handbooks%20Manuals%20%20Guides/Protection%20of%20Sexually%20Exploited%20Children%20Act%20(PSECA)/Protection%20of%20Sexually%20Exploited%20Children%20Act%20(PSECA)%20Policy%20Manual.pdf�

3.1.3 Safety Phase Page 9 of 9

6. Assessment Provider Concerns (Enhancement Policy Manual — Placement
Resources)

Criminal Code

Responding to Child Abuse Handbook
Drug-endangered Children Act

Protection of Sexually Exploited Children Act

@ Contact Notes [CS0072]
Intake [CS1872]
Letter to Doctor from Caseworker re: Child’'s Exam [CS2825]
Safety Assessment [CS3701]
Screening Aid for Family Violence [PFVB3994]
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Policy

Provide enhancement and protective services following an investigation under
s.6(1) when it has been determined that the child is in need of intervention.

Continue to assess the needs of the child with the completion of the
Ongoing Assessment [CS3703].

The Ongoing Assessment [CS3703] must be completed within 60 Days if the
safety phase consisted of only Part A and within six months if the safety phase
included Part B.

The Ongoing Assessment is to be completed every 6 months thereafter, yearly
for a child with PGO status.

Purpose

The Ongoing Assessment is the tool within which to document the outcome of
the assessment that was continued from the safety phase and reflects the full
assessment information on the child and family. The completed assessment
provides the basis for determining the child’s ongoing need for intervention and
informs case planning.

Procedures

¢ Review and update the service plan every three months.
e Complete the assessment records.

e Review the assessment information with the child, if age and/or
developmentally appropriate, guardians and placement providers.
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Related Information

y 4.1 Assessment Tools
4.2 Planning Tools

@ Ongoing Assessment [CS3703]
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Policy

An open case may be transitioned between enhancement and protective
services when it is determined that the intervention needs of the child would be
more appropriately met in the other program.

Purpose

Changes in the delivery of services should be seamless when a case is
transitioned between enhancement and protective services. The completion of a
new intake and investigation is only required when new concerns have been
reported.

Procedures

Determine if the service being provided continues to meet the needs of the child,
through ongoing assessment, engagement and collaboration with the family. Any
decision to change programs must occur in consultation with a casework
supervisor and the rationale for the decision must be clearly documented on the
file.

Moving between programs:

When moving from enhancement to protective services acquire the appropriate
protective services legal authority. This authority must be acquired before the
enhancement services involvement is ended.

When moving from protective to enhancement services negotiate an
enhancement agreement (with guardian or youth). The agreement must be
completed, signed and in place before the protective services file is closed.
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Additional common steps:

e Update the legal authority electronically.
e Complete an appropriate service plan.

¢ Include a rationale for the change in the assessment record.
NOTE: This policy does not apply when information that would constitute a
new report under s.4 or 5 is received on an open case. New

concerns must be documented on a new Intake [CS1872] and the
information assessed.

Related Information

E 3.1.2 Intake

=
@ Intake [CS1872]
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Policy

Case transfers should be well planned, timely and coordinated, keeping the
child’s best interest central.

Purpose

A case is transferred when responsibility for casework is reassigned from one
caseworker to another. A transfer may be necessary because the child and/or
family moves, or the child’s intervention status changes. CFSAs and DFNAs may
set transfer criteria for transfers occurring within their respective jurisdictions that
fit the local community and service delivery requirements.

Procedures

Transferring a case

If the child and/or family transfer within the CFSA/DFNA jurisdiction follow the
regionally established directives.

If the child and/or family transfers outside the CFSA/DFNA jurisdiction follow the
procedures described in the Inter-regional/DFNA policy.

Recording

Complete/update the appropriate assessment record, and document all actions
and decisions regarding the transfer on Contact Notes [CS0072] and/or contact
log.

Related Information

i
£ 10.5 Inter-regional/DFNA

B
\ Contact Notes [CS0072]
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Policy

Intervention service cases may be closed when it has been determined that the
child is no longer in need of intervention at the:

e expiry or termination of an agreement, or

e expiry or termination of a court order.

Purpose

The decision to close a file is based on the analysis of the assessment
information which indicates that the child is no longer in need of intervention.
The decision must be made in consultation with a casework supervisor and must
involve the family.

Procedures

Prior to making the decision

e Consult with a casework supervisor and complete a thorough review and
analysis of all information gathered during the delivery of services.

e Consult with the child, family and service providers.
e Consult with the First Nations designate per s.107.

e Consult with a Métis resource if the child is Métis and consent of the
guardian has been obtained.

Refer to the relevant policy for directions on specific processes for agreements
and court orders.

When closing afile

e Complete an Ongoing Assessment [CS3703] for the child, which includes
the information and assessment that supports the closure of the file.
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e Strategize with the child or family on how to maintain changes and identify
resources to provide ongoing supports, and make appropriate community
referrals.

e Review the file to determine if the child was eligible for and received the
Alberta Resource Rebate cheque.

e Review the file to determine if the child was eligible for an Advancing
Futures Bursary.

e Review the file to determine if a Registered Education Savings Plan
(RESP) was established for the child.

e Provide the youth with information from the file related to:

— family background, except for information that could be harmful or
third party personal information,

— developmental history and significant milestones,
— school history with names of schools and for what grades, and

— medical history with details of procedures, childhood diseases and
immunizations.

e Provide the youth with any personal items, from the file, including any
identification documents, report cards, pictures and baptismal certificates.

Recording
Complete/update the Ongoing Assessment electronically.

Record all contacts, consultations, decisions and rationale for decisions on
Contact Notes [CS0072] and/or contact log.

Close the ongoing case electronically.

Related Information

5 CYFEA Agreements and Orders

9.4.6 Advancing Futures Bursary

9.4.7 RESP Program for Children in Permanent Care
9.4.8 Resource Rebate

Contact Notes [CS0072]
Ongoing Assessment [CS3703]
Safety Assessment [CS3701]
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Policy

When a child leaves the care and custody of the director, ensure that planning
has occurred for the care of the child and to assist with the transition to the new
living arrangement and after care services that will meet the child’s needs and
ensure their safety.

Ensure that the child received appropriate medical, dental and optical care while
in the care of the director.

Purpose

A smooth and well-planned transition minimizes the impact of the change to the
child and ensures that appropriate supports will be in place when the child leaves
the care and custody of the director.

Procedures

If a child is leaving the care and custody of the director:

e Hold a case conference to plan for the transition to the new living
arrangement and after care services.

e Review with the child the appropriate plan to ensure that all of the goals
have been, or will be, met by the time the child leaves the care of the
director.

e |dentify any financial benefits or educational incentives that the child may
be eligible for:

— Advancing Futures bursary program

— Registered Education Savings Plan (RESP)
— Resource Rebate

— any funds held in trust
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e |If the child has not had a medical, dental or eye examination in the last
year, have one completed.

e Ensure that all medical or dental treatment, needed or in progress, will be
completed prior to the child leaving the care of the director.

e The treatment services card expires when the current legal authority ends.
If the child leaves the care of the director before the in-care legal authority
expires or is rescinded, retrieve the treatment services card from the
placement provider or child and cancel it on the electronic information
system.

e Cancel Alberta health care by submitting Employee Group
Commencement and Termination [AHC0199].

e Cancel any financing being received on the child’'s behalf.
e Transition to other services, when appropriate.

Related Information

y 3.2.3 Case Closure
5.2.2 Enhancement Agreement with Youth
5.2.3 Custody Agreement with Youth
9.1.3 Medical Care
9.1.5 Dental
9.1.6 Eye Care
9.4.2 Obtaining Funding to Maintain a Child in Care
9.4.6 Advancing Futures Bursary
9.4.7 RESP Program for Children in Permanent Care
9.4.8 Resource Rebate

€
\ Employee Group Commencement and Termination [AHC0199]
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Policy

Emergency care provides a period of short term care, no longer than 10 days,
to a child who would be in need of intervention if not for the provision of the
emergency care provider. It provides care in the least disruptive manner without
bringing the child into the care of the director.

NOTE: An emergency care provider cannot be used if the child is
apprehended or has in care status.

Purpose

S.7 provides for the appointment of an emergency care provider and:

e allows for the care provider to enter the residence the child was found at
to provide care for the child, or

o allows for the care provider to care for the child, for up to 10 days, in the
care provider’s own residence.

e Since the child does not have an in care status, the 10 days are not
included in cumulative time in care. The caseworker must assess the
ongoing safety and care needs of the child during this period.

Procedures

e An emergency care provider may be appointed during the intake or safety
phase, or with an open case under enhancement or supervision order
status. All decisions to appoint an emergency care provider must be made
in consultation with a supervisor and may require legal consultation.

Circumstances when an emergency care provider can be appointed
An emergency care provider can be appointed when:
e the guardian cannot be located after a reasonable search,

e the guardian is incapacitated (such as being hospitalized), or
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the guardian has died.

Appointing an emergency care provider

Locate a person, 18 years or over, who is capable of providing appropriate
care and supervision to the child.

Check the electronic records to determine whether the proposed
emergency care provider or any other resident of the home might have
caused a child to be in need of intervention before appointing the care
provider. After hours electronic record checks may be obtained from the
Edmonton Crisis Unit (Crisis Unit) or Calgary Social Services Response
Team (SSRT). Use the emergency care provider only if you are satisfied
that the proposed care provider presents no risk to the child.

Determine the most appropriate residence to have the emergency care
provider provide care (i.e. in the child’s home or the care provider's home).

Transport the child to the chosen residence, if necessary.

Complete an Appointment of an Emergency Care Provider [CS1628] and
provide a copy to the care provider.

Authority of emergency care provider

The emergency care provider is authorized to:

enter and live in the residence (if other than their own), and carry out
normal housekeeping activities in the residence, and

exercise reasonable control over all children residing in the residence.

Caseworker responsibilities during appointment of an emergency care
provider:

Make all efforts, within 10 days, to locate the guardian, or determine if the
guardian will be able to resume parenting the child.

Assess if a further period of up to 10 days is appropriate only if the child is
being cared for in the child’s home and it is believed that a guardian will be
available before the end of the time period. If the child is being cared for in
the emergency care provider's home a further period is not possible.

Assess if the child is in need of intervention at the end of the emergency
care period. Refer to intake and safety phase policies.
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Recording

e Complete the Appointment of an Emergency Care Provider [CS1628] and
place a copy on the file.

e All points of consultation, decision making and rationale for the decision
must be documented on Contact Notes [CS0072] and/or the contact log.

Related Information

i
& 3.1.2 Intake

3.1.3 Safety Phase

B
\ Appointment of an Emergency Care Provider [CS1628]
Contact Notes [CS0072]
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Policy

Financial assistance may be provided to a 16 or 17-year-old youth while trying to
locate the guardian to assess if the youth is in need of intervention.

Purpose

The age, capabilities and needs of a youth are different than those of a child that
may come to the attention of Human Services. While assessing whether a youth
is in need of intervention, a youth may require some temporary financial
assistance for food and shelter.

Procedures

Upon receiving a referral of a 16 or 17-year-old youth that may be in need of
intervention, determine through the intake and safety phases:

e if the youth believes that it is unsafe to return home, and

e if the guardian can be located immediately to determine the risk to the
youth of remaining at or returning home.

If a youth cannot safely return to the care of their guardian and is in need of
intervention, provide appropriate intervention services.

If the issue is disagreement over the rules and it is determined that the youth is
not in need of intervention, encourage the family to seek a resolution through
counselling, mediation or making their own alternate living arrangements for the
youth.

If the guardian cannot be located immediately and the youth requires financial
assistance, one week of financial assistance according to the Employment and
Immigration (E&I) rates (usually food only) may be provided to allow time to
contact the guardian.
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e Ensure that the youth’s living arrangements are suitable and that any
accommodation costs are within E&I limits.

e If the need for intervention cannot be determined within a week, a
manager may approve providing financial assistance for up to two
additional weeks to allow time to assess the need for intervention.

If the youth is from another CFSA, DFNA, province or country, follow the
Repatriations Policy.

If the youth is not in need of intervention, but the guardian and youth believe that
the youth cannot return home:

e Ask the guardian to make private arrangements for the youth to live with
another adult.

— If the guardian cannot or will not provide financial assistance but
approves of the adult caregiver, advise the adult caregiver to apply
for benefits under the Child and Youth Support Program.

e Refer the youth to Alberta Employment and Immigration.

— A 16 or 17-year-old youth attending a full-time education program
may be eligible for income support. A letter from Human Services
outlining the youth’s situation, their need to live independently and
indicating that the child is not in need of intervention is required with
the youth’s application.

Related Information

y 3.1.2 Intake

3.1.3 Safety Phase
3.1.4 Intervention Services Phase
10.4 Repatriations

@ Alberta Works Online Policy Manual
Child and Youth Support Program

Learner Policy & Procedures, Learner Eligibility, Exceptions to Eligibility Criteria

To report a broken link click here.
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Policy

The eco-map must be completed as part of the comprehensive and collaborative
assessment process.

Review and update the eco-map annually or more often if significant changes
occur, to ensure that it provides a current representation of the child or family’s
ecosystem.

Purpose

An eco-map is a pictorial representation of a child and/or family’s connections to
persons and systems in their environment. It can illustrate three separate areas
for each connection:

e The strength of the connection (weak/tenuous; strong)
e The quality of the connection (stressful; not stressful)

e The impact of the connection (none; draining resources or energy;
providing resources or energy)

The purpose of an eco-map is to support the assessment of the child and/or
family’s needs and to assist in decision-making about potential interventions. It
also creates a shared awareness between the child, family and caseworker of
significant connections and their possible negative or positive influences.

Procedures

Position the child or family unit at the centre of the diagram. Each person and
organization that forms a part of the child or family’s network is named in a
separate circle.

Connections to illustrate may include but are not limited to:

e Significant personal relationships (can include friends and extended
family)
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e Neighbourhood: the physical area where they live

e Community services: includes medical, mental health, substance abuse,
family violence, Human Services, legal, court etc.

e Social groups: church, civic, faith, spirituality, culture, sports etc.
e Education

e Employment/income support

The connection between the child or family and an individual or organization is
indicated by a line drawn between them:

e Anunbroken bold line illustrates a strong or close relationship

e Aline of dashes illustrates a weak or tenuous relationship.

G == -

e A broken line illustrates a stressful relationship.

e Toillustrate the impact of the connection, place an arrow on the end of the
line indicating whether resources and energy are flowing to a person or
away from a person.

— No arrow indicates no impact, no flow of energy or resources.

— Arrows at both ends indicates a reciprocal flow or energy or
resources.

Child >
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Recording

Eco-maps are preferably completed on an Ecomap template [CS1894] or may be
hand drawn on blank paper or a Contact Note [CS0072] and placed in the child’s

file.

Related Information

&
&> Contact Note [CS0072]
Ecomap [CS1894] — paper form only
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Policy

A genogram (minimally three generational) must be completed as part of the
comprehensive and collaborative assessment process.

Review and update the genogram annually or more often if significant changes
occur to ensure that it provides a current representation of the child’s family.

Purpose

A genogram is a diagram representing the membership of the child’s family in an
easily recognizable and simply organized format. Genograms are also a useful
tool for identifying resources within the family.

Common experiences, characteristics and trans-generational patterns of
behaviour can become apparent during this collaborative process, helping the
child and/or family members to identify repetitive patterns and to recognize
hereditary tendencies.

Procedures

Complete the genogram with the child (where age and developmentally
appropriate) and family. Chart at minimum three generations including the child’s
siblings, parents, grandparents, and other children and relationships within the
family system. If less than three generations are illustrated, a brief explanation
must be provided.

In completing the genogram:

e Use circles for females, squares for males and triangles for people of
unknown gender.

e |dentify deceased individuals with an “X” over the circle, square or triangle.

e Draw a line around the family members of the child’s household.
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¢ Indicate the quality of relationships by the types of lines used:
— An unbroken bold line illustrates a strong or close relationship

— Aline of dashes illustrates a weak or tenuous relationship.

oD = = =Cad

— A broken line illustrates a stressful relationship.

Include any family members, aunts, uncles, cousins, etc. that are
important to the child or family.

¢ Indicate birth order of children by placing the oldest child to the left.

e Record geographical location of members, dates of birth and death, cause
of death, adoption, major personal attributes, significant medical issues
and other life cycle events.

e Record substance abuse, family violence, suicide, criminal behaviours,
occupation, and education, where appropriate.

Recording

Genograms are preferably completed using the Genogram [CS1895] or may be
hand drawn on blank paper or a Contact Note [CS0072] and must be placed on
the child’s file.

Give copies of the genogram to the child and family members, as requested.

Related Information

B
\ Contact Note [CS0072]
Genogram [CS1895] — paper form only
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Overview
Assessment records are used throughout the casework process to assess a
child’s intervention needs and support the planning of intervention services. The
assessment records and their completion timeframes are:
e Safety Assessment Part A and Part B — Part A is completed in the
assessment case type within 10 days of referral from Intake, and Part B is
completed within 30 days of completing Part A.
e Ongoing Assessment — completed in the ongoing case type within 60
days if the file is opened from Part A of the Safety Assessment and every
6 months thereafter or yearly for PGO, at transfer, and at case closure.
Purpose

The Casework Practice Model (CWPM) identifies assessment, engagement and
collaboration as key to providing optimal outcomes for children and youth.

The assessment records provide a consistent means to gather, organize, record
and analyze assessment information, informing case decisions throughout the
life of a child’s involvement in intervention services.

The Safety Assessment is used in the investigation case to determine the child’s
need for intervention.

The Ongoing Assessment is used in the ongoing case once a need for
intervention has been established to provide a basis for case planning and
determining a child’s continued need for intervention.

NOTE: The Ongoing Assessment replaces the Information Consolidation
[CS1874] and the Child’s Social and Family History [CS2379].
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Structure of the Assessment Records
The assessment records are structured in a consistent manner and include the
following elements:
e Section 1 — Participants Information
e Section 2 — Domains
— Domain A — Child’s Development
— Domain B — Parenting Capacity
— Domain C — Family and Environmental Factors
e Section 3 — Additional Assessment Information
e Section 4 — Assessment Analysis

Completion of the Assessment Records

Gather information about the child and family as guided by the prompts and
questions for the assessment record.

Refer to the Safety Phase policy for guidelines on gathering assessment
information for the Safety Assessment.

At least one casework supervisor consultation note and one contact must be
recorded before the assessment is submitted for approval.

Related Information

y 3.1.3 Safety Phase

3.1.4 Intervention Services Phase

ed Drug-endangered Children Act
Family Support for Children with Disabilities Act
Protection Against Family Violence Act
Protection of Children Abusing Drugs Act
Youth Criminal Justice Act
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\ Ongoing Assessment [CS3703]
Safety Assessment [CS3701]
Screening Aid for Family Violence [PFVB3994]

To report a broken link click here.
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Overview

A service plan must be completed for every child receiving services under
CYFEA. The type of service plan is determined by the legal authority and may be
further determined by the age of the child.

A service plan identifies specific tasks that must be completed, as well as the
specific services that will be provided. Collaborative and purposeful planning is
essential to achieve successful outcomes for children and families. Service plans
provide a consistent approach to planning for the provision of services.

Common elements

Each type of service plan includes:
e goals,
o tasks,
e person responsible,
e signs of achievement, and

e completion dates.

Common procedures

Develop the service plan in collaboration with the child and/or guardian, and:

e negotiate the tasks and services that are required to meet the child’s
needs,

e clearly identify which individual is responsible for each item,

e identify desired outcomes, signs of achievement and timeframes for each
item,

e print a copy of the service plan to review with the child and/or guardian
and obtain signatures,

e review the service plan on a scheduled basis, and
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enter the service plan in the electronic information system.

Service Plan Types

Depending on the legal authority of the child (and age), one of the following five
service plans is required for each child.

Family Enhancement Plan
Supervision Order Plan
Concurrent Plan, Part A and Part B
Transition to Independence Plan

Secure Services Plan

NOTE: A Voluntary Service Plan also exists for legal authorities under

PSECA. This plan is addressed in the Protection of Sexually
Exploited Children Policy Manual.
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Policy

A Family Enhancement Plan [CS3552] must be completed for each child
receiving services under a family enhancement agreement. Completion of the
plan must be done in consultation with the family and must coincide with the
signing of the family enhancement agreement.

Purpose

The family enhancement plan is based on assessment information and is
intended to address the need for intervention. The child’s safety is paramount in
developing the family enhancement plan and the development of goals, sub-
goals, and plan items must reflect this principle.

The family enhancement plan helps to develop an appropriate action plan for
meeting the child’s needs and evaluate progress. It provides an accurate and
complete record of the services provided on behalf of the child and measures to
what extent those services address the identified goal and need for intervention.

Procedures

Involve the family in developing the family enhancement plan. If the director has
reason to believe that a child is an Indian and a member of a band, involve the
First Nations designate per s.67, s.107 and/or the First Nations designate policy.
Developing a Family Enhancement Plan

To develop a family enhancement plan:

e Engage the family and service providers in a process of planning and
shared decision making.

¢ Review the assessment information with the family in relation to the need
for intervention services.

— Use the information from the assessment activities to form the
basis of the plan.
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— Identify strengths described in the case assessment to build upon
in planning.

e Discuss with the family and service providers the goals and tasks that
address the need for intervention.

e |dentify the person responsible for each task, timeframe for completion
and corresponding signs of achievement.

e |dentify tasks items for which the caseworker is responsible, including
frequency of home visits.

e Take responsibility for the negotiation of the agreement and ensure that
lack of agreement or engagement by the family or any other party does
not compromise the well-being of the child.

e Review and record on the family enhancement plan whether tasks are
completed within the indicated timeframes.

e Complete the family enhancement plan for a period not exceeding three
months, when a review will be conducted and another plan completed if
required.

e Provide a copy of the family enhancement plan to all parties to the plan.

Plan Participants

e All parties listed on the family enhancement agreement must be included
in the family enhancement plan.

e Request all members of the service team to sign the family enhancement
plan.

— Note on the plan reluctance by any of the parties to sign the plan.
This applies to reluctance to agree with either a specific goal, task,
or any other item in the plan.

e Provide a copy of the family enhancement plan to all parties to the plan.

Recording

e Document on Contact Notes [CS0072] and/or the contact log, if anyone
involved in the planning process cannot be at a planning meeting and the
reasons.

e Enter the family enhancement plan in the electronic information system.
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Related Information

y 2.1.1 First Nations Designate
4.2.0 Planning Tools Overview

5.2.1 Family Enhancement Agreement with Guardian or Custodian

€
\ Contact Notes [CS0072]

Family Enhancement Agreement with Guardian or Custodian [CS1616]
Family Enhancement Plan [CS3552]
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Policy

A Supervision Order Plan [CS3801] must be completed for each child listed on
the supervision order or supervision order application. The supervision order plan
must indicate the extent of supervision provided by the director within the
residence of the child.

Purpose

The supervision order plan is a means for documenting and developing an action
plan to mitigate risk, and evaluate progress for a family involved in intervention
services through a supervision order.

It provides an accurate and complete record of the services provided to the
family and measures to what extent those services address the identified goals
and need for intervention. It is imperative that whenever possible, the
development of supervision order plans is a collaborative process between
Human Services and the family.

Procedures

Make every reasonable attempt to develop the supervision order plan in
consultation with the family. If the director has reason to believe that a child is an
Indian and a member of a band, involve the First Nations designate per s.67,
s.107 and/or the First Nation designate policy.

Developing a Supervision Order Plan
To develop a supervision order plan, complete the following:

e Engage the family and services providers in a process of planning and
shared decision making.
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Review the assessment information with the family as related to the need
for intervention.

— Use the information from the assessment activities to form the
basis of the plan.

— ldentify strengths described in the case assessment to build upon
in planning.

Discuss with the family and service providers the goals and tasks that
address the need for intervention. The terms of the supervision order
should be accurately reflected in the plan.

Identify how often the caseworker will provide supervision within the
residence of the child (must be consistent with the order) and identify all
other tasks for which the caseworker is responsible.

Collaborate with the family to develop goals and tasks, and who will be
responsible for the tasks, signs of achievement, and completion dates.

Take responsibility for the negotiation of the agreement and ensure that
lack of agreement or engagement by the family or any other party does
not compromise the well-being of the child.

Provide a copy of the supervision order plan to all parties to the plan.

Review and record on the supervision order plan whether tasks are
completed within the indicated timeframes.

Supervision order plans may cover a period equal to the duration of the
supervision order but should be reviewed regularly as significant changes
occur or as otherwise indicated by the family’s progress.

Plan Participants

All parties listed on the supervision order or supervision order application
must be included in the supervision order plan.

Request all members of the service team to sign the supervision order
plan.

— Note on the plan reluctance by any of the parties to sign the plan.
This applies to reluctance to agree with either a specific goal, task,
or to the entire plan.

Provide a copy of the supervision order plan to all parties to the plan.
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Recording

e Document on Contact Notes [CS0072] and/or contact log if anyone

involved in the planning process cannot be at a planning meeting and the
reasons.

e Enter the supervision order plan in the electronic information system.

e Ensure signed copies of the plan are placed on the file.

Related Information

y 4.2.0 Planning Tools Overview

&
2 Contact Notes [CS0072]
Supervision Order Plan [CS3801]
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Policy

Complete the concurrent plan when a child is the subject of a CAG, application
for TGO or PGO, TGO, PGO or PGA. Both Part A and Part B of the plan must be
completed simultaneously.

The concurrent plan must be initiated within 42 days of the date of an application
for initial custody, a TGO or a PGO. The concurrent plan must be submitted to
the court as evidence in a TGO or PGO application.

Purpose
The overall objective of the concurrent plan is permanency.

Part A and Part B of the plan both represent methods of achieving permanency.

e The goal for Plan A is permanency through reunification with the guardian
from whom the child was removed.

e The goal for Plan B is permanency through an alternative plan, which will
include choosing from a range of potential primary objectives, or
permanency outcomes, including extended family options.

Procedures

Statuses Requiring a Concurrent Plan

Completion of both Part A and Part B

e Custody Agreement with Guardian

e Application for Temporary Guardianship Order
e Application for Permanent Guardianship Order
e Temporary Guardianship Order
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e Permanent Guardianship Order if guardianship is applied for/obtained
solely for the purposes of medical treatment (a treatment order).

Completion of Part B only

¢ All legal guardians of the child are deceased.
e Permanent Guardianship Order

¢ A Permanent Guardianship Agreement is signed.

NOTE: If the director applies for a TGO after a youth has been under an
enhancement agreement with youth or custody agreement with
youth, complete the transition to independence plan with the youth.

Developing the Concurrent Plan

e Discuss the concept of concurrent planning with the guardian,
emphasizing that the primary focus of the plan is to achieve permanency
for the child.

e Work collaboratively with the child, the guardian, and the placement
and/or service providers to develop both the reunification plan and the
alternative plan simultaneously. Where possible, this should be done face-
to-face in a case conference.

e Ensure the child’s participation in the development and implementation of
the concurrent plan, where age and developmentally appropriate. A child
aged 12 years or older should sign the concurrent plan.

Part A

The goal of Part A is permanency through reunification with the guardian from
whom the child was removed. This part of the plan describes the services to be
provided to facilitate the safe return of the child to guardian.
Part A:

e clearly articulates the plan for reunification,

e details services that will be provided to the child and guardian,

¢ identifies tasks that need to be completed by parties to the plan in order to
alleviate the intervention concerns and safely return the child to the
guardian, and

e identifies visitation as agreed upon or ordered.
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Part B

The goal of Part B is permanency through an alternative plan, when reunification
of the child with the guardian is not possible. This part of the plan focuses on
long-term enduring relationships and stability of placement for the child.

Part B:
¢ identifies the long term plan for the care of the child,
e identifies the services required to meet the child’s needs,
e identifies visitation as agreed upon or ordered, and
¢ identifies one of the following primary objectives:
— adoption
— kinship care
— independence
— private guardianship
— foster care
NOTE: If the child’s circumstances are extraordinary, and the permanency
plan is not a return to parental care, private guardianship, adoption,
supported independent living or independent living, ensure that any
alternative permanent placement option has the written support of
the Child and Family Services Regional Director or the Director of

the DFNA or their authorized delegate by completing the Consent by
a Director or Authorized Delegate [CS2047] for signature.

Identifying Significant Others

When developing Part B of the concurrent plan, utilize the genogram and the
Relative and Significant Other Search [CS3503] in collaboration with the
guardian to identify extended family members or significant persons that may
potentially be able to provide a safe, appropriate environment for the child.

If a person who is identified as a potential placement is not able to care for the
child, determine and document if they are interested in initiating or maintaining
contact with the child.

Child’s Cultural Heritage

The concurrent plan must address the child’s cultural, spiritual and linguistic
background, and steps required to support the child’s connection to their
heritage.

e Ensure that the child’s cultural needs are met in a supportive environment.
This requires that all individuals involved with the child, including

Enhancement Policy Manual — Intervention



4.2.3 Concurrent Plan Page 4 of 5

placement providers and service providers have an awareness and
understanding of the child’s cultural background.

e When completing Part B of the concurrent plan, the director must include
goals and tasks that address the cultural background of the child to foster
and support the child’s connection to their heritage.

NOTE: Any goals or tasks regarding the child’s cultural heritage should be
part of case planning, funding for these goals and tasks is not
intended to be supported through a child’s recreation fund.

e |f the director has reason to believe that a child is an Indian and a member
of a band, involve the First Nations designate per s.67, s.107 and/or the
First Nation designate policy.

e Ensure that if the child is Métis, the guardian of the child is provided with
the opportunity to consent to involve a Métis resource.

Review of the Concurrent Plan

An in-person review of the concurrent plan must be conducted with the
participants a minimum of once every three months.

Reviews provide the opportunity to revise the plan, change the sub-goals and
tasks to meet the current needs of the child, to update any completed tasks, to
reflect any new court order (for example, an order respecting access) and to
identify outstanding tasks and reasons why tasks have not been completed.

Re-evaluate the permanency objective for the child at each review of the
concurrent plan in consultation with a casework supervisor to ensure that the
placement continues to appropriately meet the needs of the child. If it is decided
that the placement cannot meet the permanency needs of the child, then further
alternative options must be explored.

NOTE: The concurrent plan must be replaced when the child’s legal status
changes.

Concurrent Plan as Evidence

Submit the concurrent plan to the court as an exhibit when an application for a
temporary guardianship or permanent guardianship order is made.

Submitting the concurrent plan as an exhibit demonstrates to the court that
meaningful planning has occurred for the child, and provides the court with
information regarding the tasks agreed upon, services provided, and the extent to
which the plan was implemented by all parties.
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Recording

Document on a Contact Note [CS0072] and/or contact log as appropriate if
anyone involved in the planning process cannot attend a planning meeting and
the reasons.

Ensure that the original signed plan, or contract, is filed in the child’s paper file. If
a participant does not sign the concurrent plan, document the reasons for this on
a contact note and/or contact log as appropriate.

Ensure that any consent forms are appropriately filed in the paper file.

Ensure that all electronic entries are up to date.
Related Information

y 2.1.1 First Nations Designate
2.2.1 Métis Resource
4.1.2 Genogram
4.2.0 Planning Tools Overview
4.2.4 Transition to Independence Plan
4.2.6 Permanency Planning

% Consent by a Director or Authorized Delegate [CS2047]
Contact Notes [CS0072]
Relative and Significant Other Search [CS3503]
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Policy

Complete a Transition to Independence Plan [CS3476] for youth (16 years of age
and older) who have the following legal statuses:

e CAY

e EAY

e TGO if a CAY or EAY was signed prior to the TGO application
e PGO (with a youth over 16 years of age)

e PGA (with a youth over 16 years of age)

A transition to independence plan must be completed prior to the youth’s 16"
birthday. Youth who enter care after their 16" birthday must have a transition to
independence plan completed at the time of signing an agreement or obtaining a
court order.

Complete a transition to independence plan for a young adult who is receiving
services under an SFAA.

NOTE: Youth over the age of 16 and young adults under PSECA must have
a transition to independence plan that addresses their needs related
to sexual exploitation. Where a youth or young adult has status
under both CYFEA and PSECA only one plan should be developed
and reviewed for both program areas. Refer to the PSECA Policy
Manual.

Purpose

CYFEA includes provisions to support youth/young adults in planning for a
successful transition to adulthood. The transition to independence plan is used to
identify immediate and future goals for the youth and assist in developing a
specific plan of how to prepare the youth for independence and adulthood.
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Procedures

Negotiating a Transition to Independence Plan
Address the following areas when negotiating a transition to independence plan:

Assessment

Review file information/documentation to gain a comprehensive understanding of
the youth’s/young adult’s history (cultural, spiritual, familial, functioning level, and
community).

Expectations
Clarify the department’s expectations with the youth/young adult such as:

e financial contributions,
e attendance at school, employment or day program,
e use of identified resources,
e participation in regular reviews of transition to independence plan, and
e any other terms necessary in order to provide services such as:
— a schedule of contacts,
— medical updates,
— rent receipts, and/or
— consent to contact the school or the landlord.

Identification of Needs

Work with the youth/young adult to identify their dreams, goals and ambitions,
and what supports (both formal and informal) and resources are needed to meet
their goal of independence.

e Determine the type of supports necessary based on an assessment of the
youth’s/young adult’s developmental needs

Support Team

In collaboration with the youth/young adult, identify individuals who can support
the youth/young adult in obtaining their goal of independence.

e These individuals may be from formal organizations or community
members who have a significant relationship with the youth/young adult.

e Invite the selected individuals to participate in the transition planning
process. Clarify the roles and responsibilities of each member of the
support team.
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Completion of Transition to Independence Plan Document

Work through the sections of the transition to independence plan with the youth/
young adult and the support team.

e |dentify life skills the youth/young adult needs to develop such as:

— independent living skills (e.g. budgeting, cooking, securing a
residence, opening a bank account, hygiene),

— coping with stress (e.g. emotional challenges, social anxiety,
prioritizing needs), and

— learning how to obtain identification (e.g., social insurance number,
birth certificate, picture identification).

e Ensure that each youth/young adult who will benefit from either inherited
assets or a trust fund is aware of the funds, the amount available to them,
under what circumstances and how to access the funds. The youth/young
adult needs to be coached in budgeting, investment, estate planning and
preparing a will.

e Address education and employment development. Identify educational
plans, career aspirations and training needs. Establish a plan for
addressing job readiness (including interview skills and work place
etiquette).

— Ensure that each youth/young adult who is the beneficiary of a
Registered Education Savings Plan (RESP) established by Alberta
Human Services is made aware of the existence of the funds, the
amount they are eligible for, and how to access the funds. This
should be a consideration when planning for training and post-
secondary education.

— Provide the youth/young adult with information regarding the
Advancing Futures Bursary Program.

e Develop specific placement objectives that build towards the
youth/young adult living independently. Use input from all sources to
determine whether the current placement can offer stability on a long-term
basis. If another placement is required to meet the youth’s/young adult’s
long-term needs, identify potential locations, type of living situation, cost,
and timing.

¢ Facilitate cultural, spiritual, familial, and community connections.
— Encourage connection with immediate and extended family

members willing to become involved with the youth/young adult in a
positive way.

— Involve immediate and extended family members in transition to
independence planning, if appropriate. Ensure that the youth/young
adult is in agreement to their participation.
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— Ensure the youth/young adult has a positive adult role model,
mentor or significant relationship to support them in their transition
to independence.

e Increase the youth’s/young adult’'s awareness of how to access available
community service/program supports.

— Assist the youth/young adult in increasing their awareness of
services in the community and identifying specific steps for
accessing services.

— Determine what level of support is necessary when examining the
youth’s/young adult’s ability to achieve the goals on the plan.

— Consideration should be given to the youth’s/young adult’s
readiness and acceptance to access services.

e Ensure that the youth/young adult and each support team member sign off
the final transition to independence plan.

Monitoring the Transition to Independence Plan

Review the transition to independence plan with the youth/young adult and
support team every three months or more frequently if requested by the youth/
young adult or if a critical event occurs. Ensure that the plan stays relevant to
current circumstances and the youth’s/young adult’s abilities. Every support team
member reports on progress made towards the goal, sub-goals and plan items.

If it appears likely that a youth who is receiving intervention services will become
a dependant adult, planning specific to guardianship, trusteeship, and program
supports (e.g. AISH or PDD) should be incorporated into the plan and begin once
the youth turns 16.

Review the transition to independence plan when the youth turns 17 and
establish targets for when to end intervention services.

If at age 18 the youth is eligible and willing to enter a SFAA, review and revise
the transition to independence plan to reflect their current situation.

e If at age 18, the youth has not achieved all goals identified on the
transition to independence plan, they may continue to be addressed under
a SFAA.

Recording

Document on Contact Notes [CS0072], and/or the contact log, if anyone involved
in the planning process cannot be at a planning meeting and the reasons.

Enter the transition to independence plan in the electronic information system.
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Related Information

y 4.2.7 Transition Planning for Youth with Disabilities
5.2.2 Enhancement Agreement with Youth
5.2.6 Support and Financial Assistance Agreement
9.3.1 Birth Registration
9.3.2 Social Insurance Number
9.3.3 Driver’s License
9.4.6 Advancing Futures Bursary

9.4.7 Registered Education Savings Plan (RESP) Program for Children in
Permanent Care

@ Contact Notes [CS0072]
Support and Financial Assistance Agreement [CS2041]
Transition to Independence Plan [CS3476]

@ Advancing Futures Bursary Program

To report a broken link click here.
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Policy

An assessment and the development of a plan for services must be completed
when a child remains in secure services for more than 10 days.

Purpose

Secure services, which may be required to stabilize a high-risk child, is the most
intrusive intervention. The stabilization and assessment of a child in secure
services is an on-going process, which begins at the admission of a child to
secure services and continues throughout the secure services intervention. The
intervention brings together the knowledge and efforts of a multidisciplinary team
to assess and create a plan to stabilize and successfully transition the child back
into the community.

If an order per s.43.1(7) or continuation per s.44(4) is granted, the court will
expect that an assessment and the preparation of a plan for services occurs.

Procedure

Initial Period of Confinement (Maximum 10 days)

e Arisk assessment must be completed upon entry to a secure services
facility.

e Collect all relevant documented material (e.g., assessment records,
agency reports) and make them available to the secure services facility to
ensure the risk assessment is accurate, focused and builds upon the
assessment material completed prior to the secure services intervention.
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e Determine within the first 10 days if the child is likely to have sufficiently
stabilized during the initial period of confinement and when the child will
be ready for discharge. If the caseworker and the multidisciplinary team
believe that:

— the child can be stabilized during the initial 10 day period, then the
assessment beyond the risk assessment and the secure services
plan do not have to be completed, or

— if the child requires a further period of confinement to stabilize,
or assess and prepare a plan for services, complete the
assessment and the Secure Services Plan [CS3511].

Multidisciplinary Team

A secure services intervention requires collaboration with the secure services
staff to plan for the child and their successful return to the community. This multi-
disciplinary approach increases cooperation and collaboration with guardians
and secure services staff.

Case Conferencing Requirements

A minimum of 3 case conferences must take place with the multidisciplinary
team during the course of a maximum 30-day intervention in secure services.

The purpose of the case conferences is to discuss the findings of the
assessment and to develop and implement the secure services plan.

The method used to hold the case conferences is negotiable between the
caseworker, facility and others involved.

The first case conference is the intake meeting, and occurs at the time of
placement in a secure services facility.

The second case conference is a planning meeting, which occurs prior to any
application for a further period of confinement. The method used to access
secure services impacts when the case conference occurs:

e |f a 5-day order was granted, the conference should take place prior to the
5" day to determine if an additional order of up to 5 days should be
requested.

e |f a secure services certificate was issued, the case conference should
occur prior to the 3™ day to determine if an additional order for up to 7
days should be requested.
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The purpose of the case conference is to:
e discuss if further assessment is required,

e identify if the child continues to require services offered through secure
services, and

e determine if a further period of confinement is required, and develop the
secure services plan with the multidisciplinary team, as required per the
legislation.

The third case conference is also a planning meeting that occurs prior to the
10" day that a child is in secure services. The purpose of this meeting is to:

e identify if the child continues to require secure services,
e ensure that the secure services plan has been prepared, and

e determine if an additional order for up to 20 days should be requested.

NOTE: The total maximum time that a child may remain in secure services is
30 days.

Additional conferences may be required depending on the needs of the child and
the requirements of the court process.

Prior to discharge, the multidisciplinary team will hold a discharge case
conference to discuss and finalize the transition of the child into a community.
The decisions will be reflected in the secure services plan.

Assessment and Secure Services Plan

Ensure that all members of the multidisciplinary team are identified and invited to
participate in the case conferences.

Involve the child in the development of the secure services plan when possible.
The team reviews the assessment and addresses all components of the secure
services plan at the case conferences including:

e whether the child continues to meet the criteria for confinement outlined in
CYFEA,

e the services required to stabilize the child,
e the services the child will receive while in secure services, and

e the services required upon discharge.
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The secure services plan provides a detailed description of the services and
interventions to be provided to the child and addresses four areas of planning
which include:

e stabilization,
e safety,
e transition, and

e placement upon discharge.

Document the goals, services and tasks agreed upon by the multidisciplinary
team on the secure services plan for each area of planning.

All parties referenced by the plan are responsible for implementing the tasks
according to the document and reporting on the progress at subsequent case
conferences.

When there are incomplete tasks, the person responsible provides the reasons

and seeks direction from the multidisciplinary team in order to complete or alter
the task.

Recording
Complete electronic record entries.

Related Information

T4
& 5.4.0 Secure Service Overview

&
\ Secure Services Plan [CS3511]
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Policy
Permanency planning is a child-specific, dynamic process that begins as soon as
a child becomes the subject of an EAY, CAY, CAG, TGO, PGO or PGA.
Complete either the concurrent plan or the transition to independence plan,
depending on the child’s legal status and age, and review regularly to address
the permanency planning for the child.
Purpose

Enduring relationships and stable placements, two key components of
permanency, are fundamental to a child’s healthy development and ability to
achieve his or her full potential. The earlier permanence occurs, the more
beneficial it is for the child. The objective is for every child to be a wanted and
valued member of a family unit, and to live in an environment with nurturing
caregivers who will support the child through a successful transition into
adulthood, and who are prepared to facilitate the establishment and/or
maintenance of life long positive relationships.

The goal of permanency planning is to cultivate a sense of belonging and well-
being for each child receiving services under CYFEA. A successful permanency
outcome is one that builds on stability, attachment and belonging for the child.
Permanency planning:

e occurs in a purposeful and collaborative way,

e respects the specific circumstances of the child and family,

e ensures the child’s physical, emotional, social, cultural, cognitive and
spiritual well-being,

e recognizes the value of past and current significant relationships for the
child,
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e maintains the child’s positive connections to family history, traditions, race
and ethnic heritage, culture, community, religion and language,

e maintains the child’s positive connections to extended family, siblings, and
other significant adults where appropriate, based on the child’'s needs,

e minimizes disruptions for the child,
e considers the perspective of the child,

e considers the best interests of the child, in keeping with the Matters to be
Considered in s.2, and

e ensures that the child has the opportunity to mature to his or her potential
with a strong natural support network.

Procedures

Supporting Enduring Relationships

It is critical for each child to have a positive, enduring relationship with at least
one significant adult. Support the child in building healthy relationships and
maintaining enduring relationships

e Utilize the genogram, assessments and the Relative and Significant Other
Search [CS3503] to locate potential alternative placements for the child,
and to locate persons who are significant to the child.

e Utilize the eco-map to encourage the child to identify the significant
relationships in his or her life.

¢ Facilitate the stability and continuity of significant positive relationships for
the child by promoting and supporting ongoing contact.

e Facilitate the extended family having a positive role in the life of the child
in the event that extended family members are unable to provide care or
pursue long term custody.

e Recognize that if a child has developed a positive, healthy attachment to a
temporary placement provider, that person can become a significant adult
to the child.

Document any decision about potential placement or maintaining ongoing
contact with extended family or with significant individuals identified for a child,
including the rationale behind the decision and who was consulted when
considering various permanency options for a child.

Permanency Planning and the Concurrent Plan

Part A and Part B of the concurrent plan both have a goal of permanency and are
developed simultaneously. Part B is implemented when the determination is
made that the plan for reunification with the guardian found in Part A is not a
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possibility. It is critical that the permanency objective identified in Part B for the
child consider both stability of placement and positive, significant relationships.

Permanency Planning and the Transition to Independence Plan

For youth aged 16 and 17 years who are receiving services, permanency
planning needs to take into account any plans the youth may have for vocational
training or post-secondary education, existing formal and informal support
networks for the youth and any supports or services that the youth will require to
attain independence.

Permanency Needs of the Child and Placement

Determining whether the child’s current placement can meet the permanency
needs of the child is a critical first step.

e Consider where the current placement falls on a continuum of potential
placement options, listed below:

— reunification
— placement with non-custodial parent, if suitable

— placement with adult members of the extended family (kinship
care), if suitable

— placement with other significant adults in the child’s life, if suitable
— adoption
— private guardianship
— supported independent living or independent living
— foster care
— residential facility
e Assess the willingness and ability of the caregiver to:

— facilitate contact between siblings through regular phone calls,
visits and overnights with siblings in the event that they are not
placed together,

— work towards reunification,

— support and facilitate positive relationships with extended family
members,

— support and facilitate positive connections to the child’s friends,
community and culture,

— facilitate a transition to a preferred permanent placement,
— support an adolescent in preparation for independence, and
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— maintain a positive relationship with the child (where appropriate)
even when they have left the placement, as the child may develop
a significant attachment to temporary caregivers.

Child’s Cultural Heritage

Permanency planning must address the child’s cultural, spiritual and linguistic
background and a strategy to maintain the child’s culture and heritage.

Involvement of the First Nations Designate

The First Nations designate may make a significant contribution in permanency
planning activities for a child.

Ensure that the First Nations designate is involved per legislative requirements.
S.67 requires the director to involve the designate in decision-making for a child
who is being adopted. S.107 requires the director to involve the designate in
planning for services to be provided for the child while the child is receiving
services under CYFEA.

Involvement of a Métis Resource

A Métis resource may make a significant contribution in permanency planning
activities for a child. When working with a Métis child and their family, ensure that
the guardian is provided the opportunity to consent to involve a Métis resource.
Refer to Métis Child policy.

Recording

Document all persons identified as significant to a child on the Relative and
Significant Other Search [CS3503], the assessments, a Contact Note [CS0072]
and/or the contact log, particularly where the individual was considered as a
placement resource.

Related Information

=

i 2.1.1 First Nations Designate
2.2.1 Métis Resource
4.1.1 Eco-Map
4.1.2 Genogram
4.2.0 Planning Tools Overview
4.2.3 Concurrent Plan
4.2 .4 Transition to Independence Plan
Enhancement Policy Manual — Adoption
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=

E’ Consent by a Director of Authorized Delegate [CS2047]
Consent to Involve a First Nations Designate or Métis Resource [CS1634]
Contact Notes [CS0072]
Relative and Significant Other Search [CS3503]
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Policy
Transition planning for youth with disabilities must occur prior to the age of 16.

At age 16, utilize the Transition to Independence Plan [CS3476] to set
independence objectives and identify adult services that will address the
complexity of the youth’s needs and ensure a successful transition to adulthood.

Purpose

Every youth attains the age of majority at 18 however, each youth attains
independence at a different age. Transition planning is a highly individualized
process that must be specific to the capabilities of the youth.

The transition to independence plan must promote and be consistent with
independence objectives, even when a youth may not fully achieve
independence as an adult due to the need for specialized supports as an adult.

Procedure
Determine whether a youth may require services for special needs as an adult.
Youth that require specialized supports to improve their ability to participate in
daily activities at home, at school and in the community may include youth with:
e developmental disabilities,
e mental illness or mental health concerns,
e physical disabilities,
e medical or health conditions,
e Fetal Alcohol Spectrum Disorder,
e brain injuries, and/or

¢ significant impairments in daily functioning.
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Assess whether the youth will require another person to assist or make decisions
about the youth’s personal or financial affairs when they are an adult.

At least one year prior to their 18" birthday, consult where appropriate:

e relatives and significant others of the youth on their willingness to make a
guardianship application,

e the First Nations Designate per s.107 for possible guardian options if the
director has reason to believe that the youth is an Indian and a member of
a band, and

e the former guardians/parents of a youth who is the subject of a PGO. (The
responsibilities expected of a director are different from those
responsibilities expected of a guardian of a dependent adult. Former
guardians/parents of a youth who was the subject of a permanent
guardianship order may be appropriate guardians for their youth as a
dependent adult.)

Referrals

Explore government programs, natural and community supports to determine
their suitability to meet the needs of the youth. These may include:

e the Office of the Public Guardian

e Assured Income for the Severely Handicapped
e Persons with Developmental Disabilities

o the Office of the Public Trustee

Make appropriate referrals on behalf of the youth.

NOTE: An application for guardianship or trusteeship under the Adult
Guardianship and Trusteeship Act may be made up to 12 months
before the youth’s 18" birthday.

Advocate, on behalf of the youth, to ensure that appropriate supports are
established for the youth and in place prior to or on the youth’s 18th birthday.
Additional advocacy may also be necessary in the event that an initial application
for specialized supports is rejected, and an appeal is necessary.

NOTE: Not all youth will be eligible for formal programs as adults and there
may be regional differences in processes.

Adult Guardianship and Trusteeship Act (AGTA)

The AGTA provides options and safeguards to protect and support vulnerable
adults who require assistance, or are unable, to make personal or financial
decisions for themselves. This legislation allows for guardians and trustees to be
appointed for these adults.
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Guardianship

A guardian may be appointed by the court under the AGTA to make personal
decisions for an adult who lacks the capacity to make personal decisions in some
or all of the following areas:

e health care,

e where the adult can live,

e who the adult associates with,

e social activities,

¢ educational or vocational training,
e employment,

e legal matters, or

e other personal matters as determined by the court.

Trusteeship

A trustee may be appointed by the court under the AGTA to make financial
decisions for an adult who lacks the capacity to make their own financial
decisions.

Office of the Public Guardian (OPG)

The OPG provides surrogate decision-making, supports and safeguards to
dependent adult Albertans who are unable to make personal, non-financial
decisions independently.

e |If there are no guardianship options for the dependent adult, refer the
matter to the OPG up to 12 months prior to their 18" birthday.

e Ensure the application package and related forms are completed and
submitted prior to the youth’s 18™ birthday to ensure commencement of
appropriate adult services.

e Meet with the representative of the OPG and youth to discuss the needs
and wishes of the youth.

e The OPG will make an application to court if appropriate.

Office of the Public Trustee (OPT)

The OPT is appointed by the Government of Alberta under the Public Trustee Act
to protect and manage the financial interests of vulnerable Albertans and act on
behalf of people with mental disabilities, administer the estates of deceased
persons and protect the property interests of minors. An application for
trusteeship may be made up to 12 months before the youth’s 18" birthday.
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Assured Income for the Severely Handicapped (AISH)

AISH provides essential financial and health benefits to individuals who have a
severe, permanent disability that substantially limits their ability to earn a living.

e Obtain the application package for AISH from the nearest local
Employment and Immigration office. (Applications to the AISH program
are accepted up to six months prior to the youth’s 18" birthday.)

e |If the youth or caseworker disagrees with any decision regarding the
benefits or eligibility for the youth, follow the program’s appeal process.
Persons with Developmental Disabilities (PDD)

PDD provides funding to pay for staffing to support individuals with
developmental disabilities to participate in the community.

e Initiate the referral process when the youth turns 16.

e If a youth is not eligible for services through PDD, the intake coordinator
will provide referrals and information on other programs and services that
may be more appropriate.

e Disagreements with decisions regarding eligibility are addressed through a
mediation and resolution process.
Alternate Services to Consider

Not every youth with a disability will be eligible for funding or formal supports.
Consider alternate supports through the health regions, community mental health
programs and other community programs which may include:

e consulting with FSCD for disability related resource information as well as
to assist with case planning,

¢ adult homecare services to address chronic medical or physical care
needs,

¢ the local health region, Alberta Mental Health or the Canadian Mental
Health Association to address mental health issues,

e the Alberta Brain Injury Network,
e local or regional programs for Fetal Alcohol Spectrum Disorder, or

e natural individual supports through community groups, clubs, volunteer
organizations, church or cultural organizations.
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Related Information
E 2.1.1 First Nations Designate

4.2 .4 Transition to Independence Plan

g Adult Guardianship and Trustee Act
Public Trustee Act

Transition to Independence Plan [CS3476]

@ Assured Income for the Severely Handicapped
Employment and Immigration
Office of the Public Guardian
Office of the Public Trustee
Persons with Developmental Disabilities

Program Coordination Protocol Between CIS and FSCD

To report a broken link click here.
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Policy
Per s.33(2) of CYFEA, the total cumulative time that a child may be in the care
of the director cannot exceed:
e 9 months if the child is under 6 years
e 12 months if the child is 6 years or older.

If a child turns six while in the care of the director, the total cumulative time in
care shall not exceed12 months per s.33(2)(b).

Per s.33(3) the court may grant one further TGO for one period of not more
than six months if the court is satisfied that:
e there are good and sufficient reasons to do so, and
e itis anticipated that the child may be returned to the custody of the child’s
guardian within the period of the order.

NOTE: This applies to both children under, and over, the age of six.

Purpose

Earlier permanency for children is paramount for their healthy development. Child
development and attachment issues are primary considerations in permanency
planning. Research has demonstrated that children under six years are at risk
developmentally if they are unable to form loving, stable and sustainable
relationships.

The maximum total cumulative time that a child may be in the care of
the director or the subject of a TGO is:
e up to 15 months if the child is under 6 years, or

e up to 18 months if the child is 6 years or older.
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Procedure

In-Care Statuses Included in Cumulative Time in Care

Cumulative time in care is counted for children in the care of the director under
the following in-care statuses:

e custody agreements (with guardian or youth),
e custody orders granted under s.21.1(2)(a),
e temporary guardianship orders and extensions, and

e interim orders granting custody to the director on adjournment under
S.26(2).

Counting Cumulative Time in Care

Manually calculate the total cumulative time in care to ensure an accurate count
of a child’s cumulative time in care.

Exclude

Exclude the following when calculating cumulative time in care:

e Up to 10 days upon apprehension (s.21(3), 22) prior to an application
under s.21.1 being heard in court. (The exemption excludes the day of
apprehension and includes the day the subsequent application is heard.)

e Up to 42 days of adjournment time prior to the court disposing of an
application for an initial custody order under s.21.1. (The exemption
begins the day that an application for TGO or PGO is filed with the court
following an apprehension.)

Include

Begin counting with, and include the following, when calculating cumulative time
in care:

e The day that a custody agreement is signed.
e The day that an initial custody order is granted.
e The day that a TGO or PGO is granted.

Exclude previous time in care if:

e Five years have elapsed since the child was last in the custody of the
director or the subject of a PGO or PGA (s.33(4)(a)).

e A child is the subject of an adoption order or private guardianship order
and returns to the custody of the director (s.33(4)(b)). (This does not apply
if the guardianship was granted under the Family Law Act.)
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Timeframes for Siblings

If the intent is to have siblings returned home together, remain together in an
alternate placement, or other similar circumstance, only the legislated timeframe
for the youngest child may be used for all siblings. Using the timeline for the
oldest child is not an option.

Children Coming Back into Care
If a child must come back into the care of the director and:
e the maximum total cumulative time in care has been exhausted, and

e less than five years have elapsed since the child was in the custody of the
director.

Apprehend the child and make a direct application for PGO.

Related Information

y 5.2.3 Custody Agreement with Guardian
5.2.4 Custody Agreement with Youth
5.3.1 Apprehensions
5.3.3 Temporary Guardianship Orders
5.3.4 Permanent Guardianship Orders
5.3.7 Custody Orders

@ Checklist for Court Documents

To report a broken link click here.
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Policy

The director may enter into an enhancement agreement with a guardian or
person who has custody (custodian) of a child when:

e the child is in need of intervention per s.1(2),

e the child’s needs for intervention can be satisfied by family enhancement
services and the child’s safety can be assured while the child remains in
the care of the guardian or custodian, and

e the guardian or custodian is willing to enter into an agreement.

The director may sign an EAG for periods of up to three months at a time.

Services may be extended under subsequent EAGs with supervisory review and
approval. If enhancement services are provided for a period longer than six
months, supervisory approval and managerial notification are required.

Purpose

Enhancement services are the least intrusive type of intervention services
available under CYFEA, and are provided when a child’s need for intervention
per s.1(2) does not require protective services. The primary goal of an EAG is to
work collaboratively with the family to address and eliminate the condition that
caused a child to be in need of intervention.

The director may enter into an agreement with the guardian or custodian, per s.8,
when the director is of the opinion that
e the child is in need of intervention, and

e the provision of enhancement services will adequately protect the child’s
survival, security or development if the child remains with the child’s
guardian or custodian.
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Procedures

Negotiating an EAG
Review the assessment information with the guardian to ensure accuracy and
agreement with the information gathered.

Identify all siblings who are in need of intervention in the agreement and include
them in the planning. Do not include siblings who are not in need of intervention
in the agreement.

When negotiating the agreement and determining what services and supports
will be provided:

e Ensure that the guardian or custodian has a full understanding of the
purpose of the agreement.

e Ensure that the guardian or custodian understands the services and
supports provided through family enhancement as services.

e Make every effort to engage the guardian or custodian in a collaborative
and cooperative working relationship to address the intervention concerns.

e Explore the ability of the family to access community resources.

e Explore the ability of the family to contribute to the cost of services through
financial or in kind contributions.

Entering into the agreement

In collaboration with the guardian or custodian,

e choose an appropriate duration for the agreement, up to the three month
maximum,

e complete the Family Enhancement Agreement with a Guardian or
Custodian [CS1616],

e complete the Family Enhancement Plan [CS3552],

e have the guardian or custodian sign a Consent to Release Information
[CS0470] if the family arranges or pays for a service, so that information
may be obtained from the service provider, and

e explain the effect of the consent to the guardian or custodian so it is
understood and inform the guardian or custodian that their consent can be
revoked at any time.

Family Enhancement Plan

The family enhancement plan must be negotiated at the time that the EAG is
signed. The plan may be altered upon review to ensure that the services
provided to the child and guardian or custodian are appropriate to meet the
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identified needs. The plan should also clearly identify the frequency of contact
between the director and the family.

Changing the Agreement

Varying an Agreement

Determine that the circumstances have changed and there is a need to
vary the agreement with the guardian or custodian.

Review the existing agreement and family enhancement plan with the
guardian or custodian.

Negotiate a revised agreement and plan that reflects the current
circumstances and needs of the family.

NOTE: In the event that the needs of the child have changed and a variation

of the agreement is not sufficient to meet these needs, review the
situation with a supervisor to determine if protective services are
required.

Extending an Agreement

Ensure that the case assessment supports extending the agreement and
that the child continues to be in need of intervention.

Ensure that approval is obtained from a supervisor or manager, as
appropriate, to extend services.

Revise the family enhancement plan to reflect the continued need.

Replacing an Agreement

The level of intervention services required in order to meet the child’'s needs may
change over the duration of the agreement.

When it is determined that an EAG is no longer adequate to meet the
child’s intervention needs, determine if a more intrusive intervention is
required, such as the provision of protective services (i.e. supervision
order, custody agreement, apprehension). See Case Transition policy.

Terminating an Agreement or Allowing an Agreement to Expire

Review the terms of the agreement and the family enhancement plan with
the guardian or custodian.

Establish that the child is no longer in need of intervention.

Plan for the withdrawal of services by consulting with the child and family
about strategies to maintain changes, resources available to provide
ongoing supports, and make appropriate community referrals, if
appropriate.
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e Close the file.

NOTE: In the event that a guardian or custodian decides to terminate an
agreement, review the situation with a supervisor to determine if the
child continues to be in need of intervention or if further action is
required.

Closure

All decisions to close a case must be made in consultation with a supervisor. A
case may be closed in the following circumstances:

e when it is mutually agreed that the need for intervention no longer exists,
e when either party to the agreement wishes to cancel the agreement, or

e at the expiry of the agreement.

Recording
Create and maintain a separate file for every child who is identified in the
agreement as being in need of intervention.

Record all contacts, consultations, decisions and rationale for decisions on
Contact Notes [CS0072] and/or in the contact log, as appropriate.

Ensure all electronic entries are up to date, including the start and end date of
each agreement.

Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information
3.2.1 Case Transition between Enhancement and Protective Services
3.2.3 Case Closure
4.2.0 Planning Tools Overview
4.2.1 Family Enhancement Plan
7.1.2 Caseworker Contact

@ Consent to Release Information [CS0470]
Contact Notes [CS0072]
Family Enhancement Agreement with a Guardian or Custodian [CS1616]
Family Enhancement Plan [CS3552]
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Policy
The director may enter into an enhancement agreement with a youth, 16 years of
age or older, when a youth:
e is living independently from their guardian, and

e requires intervention to meet their needs with a limited degree of
supervision and support.

An enhancement agreement may be signed with a youth for a period of up to
nine months.

The director may continue to enter into subsequent EAYs with a youth until the
youth’s 18" birthday.

NOTE: Under an EAY, the director does not assume guardianship or
custody of the youth.

A youth under an EAY is not in care, therefore a youth with an EAY cannot be
placed with an approved placement provider (i.e. foster care, kinship care, group
care or residential treatment), as this requires a CAY at minimum.

The youth must be living independently, (e.g. in a room and board setting, in a
shelter program, a supported independent living (SIL) program or independently
in a private residence).

Purpose
The director may enter into an enhancement agreement with a youth per
s.57.2(1), when the director is of the opinion that
e the youth is in need of intervention per s.1(2), and

e the provision of services under this agreement will adequately protect the
youth’s survival, security, or development while the youth continues to live
independent of the youth’s guardian.
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Procedures

Assessing Youth Competency to Enter into an Agreement

Prior to entering into any agreement with a youth, assess the youth’s
competency to:

¢ make a rational and well-thought out decision to enter into an agreement,

e understand the consequences of entering or not entering into an
agreement, and

e comply with the terms of the agreement.

Be cognizant of any potential barriers to the youth’s ability to comply with the
terms of the agreement.

Determine, in consultation with a supervisor, if the youth has the competency to
enter into an agreement.
e |If the youth is capable, then enter into an agreement with the youth.

e |If the youth is not capable, then make application to the court for a
guardianship order to provide intervention services to the youth.

Negotiating an Enhancement Agreement with a Youth

Review the assessment information with the youth to ensure accuracy and
agreement with the information gathered.

The EAY must include a completed transition to independence plan, per
s.57.2(3).

Entering into the agreement with the youth

In collaboration with the youth,

e choose an appropriate duration for the agreement, up to the nine month
maximum,

e complete the Enhancement Agreement with Youth [CS1617],
e complete the Transition to Independence Plan [CS3476],

e have the youth sign a Consent to Release Information [CS0470] if the
youth or family arranges or pays for a service, so that information may be
obtained from the service provider, and

e explain the effect of the consent to the youth so it is understood by the
youth, and inform the youth that their consent can be revoked at any time.
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Involvement of other parties

e Make every effort to discuss the planning with the youth’s guardian. If this
is not possible or appropriate, consult with a supervisor. Record on
Contact Notes [CS0072] and/or contact log, the reasons for not discussing
the planning with the guardian.

e Provide the youth with the opportunity to consent to involve a Métis
resource where appropriate.
Health Care

Ensure that a youth has health insurance. Determine if the youth has their
Alberta Health Care card, or if it can be obtained from the guardian. If it cannot,
contact Alberta Health Care to secure the number. If the youth is a registered
Indian, it may also be possible to obtain the number from First Nations and Inuit
Health Branch, Health Canada.

Financing

Under an EAY, the director may assume the following financial responsibilities,
depending upon the needs of the youth and the negotiated terms of the
agreement:

e rent,

e room and board,

e SIL placement fees, and

e basic maintenance (including groceries, clothing and personal incidentals).
Refer to the policy on daily living costs for more specific detail.
A parent who is able should assume some financial responsibility for the youth
through child support or contributions in kind for the daily living costs of the

youth. Consider the feasibility of negotiating a child support agreement with the
parent of the youth.

Consent for Services

Under this agreement, the director does not have guardianship authority. If a
service requires consent, obtain it from:

e the youth, if accepted by the service provider (e.g. hospital, school), or

e the guardian.

Under this agreement, it may be necessary to apply for an apprehension or
temporary guardianship order if all of the following criteria are met:

e the service is necessary,

e the service provider will not accept the youth’s consent,
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¢ the guardian has not delegated the authority to consent, and
e the guardian will not consent.
If a youth requires essential medical, dental or remedial treatment and does not

consent to treatment, consult with a supervisor about making application for a
treatment order.

Emergency

If the youth’s survival or well-being is in jeopardy, make every effort to contact
and notify the guardian.

Document all contacts and efforts at contact on a Contact Note [CS0072] and/or
the contact log, as appropriate.

Changing the Agreement

An enhancement agreement with a youth may be varied, extended, replaced,
terminated or allowed to expire.

Varying an Agreement

When the terms of the existing enhancement agreement are not adequate to
meet the intervention needs of the youth:

e Review the existing agreement and transition to independence plan with
the youth.

e Determine if the circumstances have changed and there is a need to vary
the terms of the agreement.

e If appropriate, negotiate a revised agreement and an updated transition to
independence plan with the youth that reflects the current circumstances
and needs of the youth, for a period of up to nine months.

Extending an Agreement

When the goals of the transition to independence will not be reached during the
term of the existing agreement:

e Review the agreement and transition to independence plan with the youth.
Ensure that the review supports extending the agreement and that the
youth continues to require the same level of intervention.

e Ensure that approval is obtained from a supervisor or manager, as
appropriate, to extend services.

o If appropriate, renegotiate the agreement and the transition to
independence plan goals with the youth, for a period of up to nine months.
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Replacing an Agreement

When it is determined that an enhancement agreement is no longer adequate to
meet the youth’s intervention needs:

e negotiate a custody agreement with youth, or
e negotiate a custody agreement with guardian, or

e apply for a guardianship order.

Terminating an Agreement or Allowing an Agreement to Expire

Either party may terminate the agreement at any time, or an agreement may be
allowed to expire on the agreed upon end date. Complete the following steps:

e Review the terms of the agreement and the transition to independence
plan with the youth.

e Establish that the youth is no longer in need of intervention.
e Provide the youth with information from the file related to:

— family background, except for information that could be harmful or
third party personal information,

— developmental history and significant milestones,
— school history with names of schools and for what grades, and

— medical history with details of procedures, childhood diseases and
immunizations.

Provide the youth with any personal items, from the file, including any
identification documents, report cards, pictures and baptismal certificates.

Plan for the withdrawal of services with the youth, including referrals to
community resources.

Set an appropriate termination date, where applicable.

Provide the youth with a written notice of termination and/or expiration
date at least one month in advance.

Youth Involvement with the Criminal Justice System

e If a youth is committed to custody under YCJA, services are normally
continued. Vary or terminate the agreement, in consultation with the youth
and a supervisor, only to better meet the needs of the transition to
independence plan.

Closure

All decisions to close a case must be made in consultation with a supervisor.
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A case may be closed when it has been determined that the need for intervention
no longer exists and:

e either party to the agreement wishes to cancel the agreement, or
e the agreement has expired.

Dispute Resolution
Best practice is to work collaboratively with the youth in order to resolve disputes
or disagreements.

Several informal and formal dispute resolution mechanisms exist, which the
youth can access at any time, including the advocacy and support services
provided by the OCYA.

Recording

Record all contacts, consultations, decision and the rationale for decision on
Contact Notes [CS0072] and/or the contact log as appropriate.

Ensure all electronic entries are up to date, including the start and end date of
each agreement.

Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information
1.3.0 Office of the Child and Youth Advocate Overview
1.3.1 Mandatory Notifications
1.8 Children’s Procedural Rights
3.2.3 Case Closure
4.2.0 Planning Tools Overview
4.2.4 Transition to Independence Plan
5.2.4 Custody Agreement with Youth
5.6 Child Support Agreements and Orders
7.1.2 Caseworker Contact
9.4.1 Daily Living Costs
9.4.2 Obtaining Funding to Maintain a Child in Care
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@ Agreement to Pay Child Support to a Director [CS3679]
Child Maintenance Invoice [CS0011] — paper form only
Consent to Release Information [CS0470]

Contact Notes [CS0072]
Enhancement Agreement with Youth [CS1617]
Transition to Independence Plan [CS3476]

@ Children and Young People have Rights
Children Have Rights

To report a broken link click here.
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Guardian (CAG)
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Policy

The director may enter into a custody agreement with a guardian when:

e the child is in need of intervention per s.1(2), and

e the survival, security or development of the child cannot be adequately
protected if the child remains with the child’s guardian.

Other criteria to consider include:

e less intrusive measures cannot adequately protect the child,

e itis notin the best interests of the child to remain with the guardian,

¢ the parent is willing and able to participate in planning, and

e the child is not the subject of an FSCD agreement or the FSCD agreement
will be terminated once the guardian enters into a CAG.

The director may sign a CAG for periods up to a maximum of six months at a
time.

The director may sign any number of subsequent CAGs up to the total
cumulative time in care per s.33. Refer to Cumulative Time in Care policy.

NOTE: Under a CAG, the level of guardianship authority delegated to the
director by the parents is determined when the agreement is
negotiated and is documented on Custody Agreement with Guardian
[CS1642].

Under a CAG, a child is eligible for all services available to any child in care.

Purpose

The director may enter into a custody agreement with a guardian of a child for a
period of not more than six months each, per s.9, when the director is of the
opinion that a less intrusive measure will not adequately protect the child.
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Procedures

Custody Agreement vs. Guardianship Order

The guardian retains guardianship of the child under this agreement. To
determine whether an agreement or court order is most appropriate for a
particular child, consider whether the less intrusive custody agreement will
adequately protect the security, survival and development of the child. Make the
determination of entering into a custody agreement in consultation with a
supervisor.

Also consider the following:

o the ability and willingness of the guardian to participate in planning and to
comply with the terms of the agreement,

e the views of a non-custodial guardian, if applicable,

e the nature of any neglect or abuse, and

e the value of placing evidence of serious neglect or abuse before a judge.
The situation may arise where an application has been made for a court order
and the guardian indicates a desire to enter into an agreement.

e |If the guardian has obtained legal representation, advise the guardian to
consult with their lawyer before signing the agreement.

e |If the guardian insists on signing the agreement without consulting their
lawyer, the agreement may be accepted upon consultation with a
supervisor. Document clearly that the guardian is entering the agreement
voluntarily and without the benefit of their counsel.

e Withdraw the court application if the matter is resolved through the
completion of a CAG.

Negotiating a CAG

Review the assessment information with the guardian to ensure accuracy and
agreement with the information gathered.

Entering into the agreement

In collaboration with the guardian:

e choose an appropriate duration for the agreement, up to the six month
maximum,

e complete the Custody Agreement with a Guardian [CS1642],
e complete the Concurrent Plan [CS3501],
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e have the guardian sign a Consent to Release Information [CS0470] if the
guardian arranges or pays for a service, so that information may be
obtained from the service provider, and

e explain the effect of the consent to the guardian so it is understood and
inform the guardian that their consent can be revoked at any time.

The CAG must include the following, per s.10:

e the plan for the care of the child, including the services to be provided (i.e.
the concurrent plan),

e the terms of visits or access that will be provided between the child and
the child’s guardian or any other person, and

e the extent of the delegation of the authority of the guardian to the director
(this is identified on the Custody Agreement with a Guardian [CS1642]).

Concurrent Plan

The concurrent plan must be completed at the time that the agreement is signed.
The plan may be altered upon review to ensure that the services provided to the
child and guardian are appropriate to meet the identified needs.

Access

Work collaboratively with the guardian to determine a reasonable schedule of
access that enables the child to maintain contact with the guardian and
individuals with whom the child has a significant, positive relationship.

Determine the frequency, location of visits, and if there is any need for
supervision. Document this in the concurrent plan.

Alberta Health Care

Ensure that the child has health insurance. Obtain the Alberta Health Care
number from the guardian. If the guardian does not have the number, contact
Alberta Heath Care to obtain the number. If the child is a registered Indian, it may
also be possible to obtain the number from the First Nations and Inuit Health
Branch, Health Canada.

If the child does not have full dental and extended health care coverage from
another source, issue a Treatment Services Card via the electronic information
system. A child who is a registered Indian is not eligible for a Treatment Services
Card.

Financing

Ensure that consideration is given to the feasibility of child support when
negotiating the CAG. Complete a child support agreement or apply for a child
support order as appropriate.
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Apply for the special allowance on behalf of the child.

Consent for Services

Under this agreement, the director does not have guardianship. The guardian
provides consent to the director to provide specific services and carry out
identified responsibilities, as negotiated and indicated in the agreement.

Placement

Place the child in an approved placement resource that will meet the needs of
the child.

Delegate to the caregiver only the authorities delegated to the director by the
guardian.

Changing the Agreement

A custody agreement with a guardian may be varied, extended, replaced,
terminated or allowed to expire.

Varying an Agreement

When the terms of the existing CAG are not adequate to meet the intervention
needs of the child:

¢ Review the existing agreement and concurrent plan with the guardian.

e Negotiate a revised agreement and plan that reflect the current
circumstances and needs of the child.

Extending an Agreement

When the goals of the concurrent plan will not be reached during the term of the
existing agreement:

¢ Review the agreement, concurrent plan, and updated assessment
information with the guardian. Ensure that the review supports extending
the agreement and that the child continues to require the same level of
intervention.

e Determine that the extension of the agreement will not exceed the nine
month, or twelve month cumulative time in care for the child depending on
their age.

e Ensure that approval is obtained from a supervisor or manager, as
appropriate, to extend services.

e |If appropriate, renegotiate the agreement and the concurrent plan with the
guardian.
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e If an agreement cannot be negotiated, and the level of intervention
required to meet the child’s needs remains the same, consult with a
supervisor to determine the most appropriate intervention.

Replacing an Agreement

The level of intervention services required in order to meet the child’'s needs may
change over the duration of the agreement.

e When it is determined that a custody agreement is no longer adequate to
meet the child’s intervention needs, apply for a guardianship order.

e When it is determined that a custody agreement is no longer necessary to
protect the child, but intervention services are still necessary, negotiate an
enhancement agreement with the guardian.

Terminating an Agreement or Allowing an Agreement to Expire

Either party may terminate the agreement at any time, or an agreement may be
allowed to expire on the agreed upon end date.

e Review the terms of the agreement and the concurrent plan with the
guardian.

e Establish that the child is no longer in need of intervention per s.1(2).
e Ensure that the guardian is given the following:

— any items purchased specifically for the child by the placement
provider when the child returns home, and

— any personal items, including original identification documents,
report cards, pictures or baptismal certificates.

e Plan for the withdrawal of services by consulting with the child and
guardian about strategies to maintain changes, resources to provide
ongoing supports and make community referrals as necessary.

NOTE: In the event that a guardian decides to terminate an agreement,
review the situation with a supervisor to determine if the child
continues to be in need of intervention or if further action is required.

Closure

All decisions to close a case must be made in consultation with a supervisor. A
case may be closed in the following circumstances:

e when the director determines that the need for intervention no longer
exists, or

¢ when either party to the agreement wishes to cancel the agreement, or

e at the expiry of the agreement.
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Recording

Record all contacts, consultations, decisions and rationale for decisions on
Contact Notes [CS0072] and/or the contact log, as appropriate.

Ensure that the ongoing assessment record is updated every six months as
required.

Ensure all electronic entries are up to date, including the start and end date of
each agreement.

Related Information

% 1.1.1 Recording Contacts and Collection of Personal Information
2.1.3 Rights and Privileges of Status Indian Children
3.2 Case Movement
3.2.3 Case Closure
3.2.4 Leaving the Care and Custody of the Director
4.1 Assessment Tools
4.2.0 Planning Tools Overview
4.2.3 Concurrent Plan
5.1 Cumulative Time in Care
5.2.1 Family Enhancement Agreement with Guardian or Custodian
5.3.2 Supervision Orders
5.3.3 Temporary Guardianship Orders
5.3.4 Permanent Guardianship Orders
5.5 Court Procedures
5.6 Child Support Agreements and Orders
7.1.2 Caseworker Contact
7.3.1 Arranging a Placement
7.3.2 Placing a Child
7.3.3 Casework Responsibilities During Placement
9.1.3 Medical Care
9.4.2 Obtaining Funding to Maintain a Child in Care
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Family Support for Children with Disabilities Act

@ Concurrent Plan [CS3501] — also available on the electronic information system
Consent to Release Information [CS0470]
Contact Notes [CS0072]
Custody Agreement with Guardian [CS1642]

@ Program Coordination Protocol Between Child Intervention Services and Family
Support for Children with Disabilities Program

To report a broken link click here.
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Susection: 5 2.4 Custody Agreement with Youth jevl‘s“’;z'?a‘gom
(CAY) yes
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Policy

The director may enter into a custody agreement with a youth when:
e the youth is in need of intervention, and

e the survival, security and development of the youth can be adequately
protected through the agreement.

Other criteria to consider include:
e ayouth is living independently from their guardian,
e less intrusive measures cannot adequately protect the youth,
e itis notin the youth’s best interests to return to the guardian,
e the guardian cannot or will not protect the youth, and

e the youth is not the subject of an FSCD agreement or the FSCD
agreement will be terminated once the youth enters into a custody
agreement.

The director may sign a CAY for periods up to a maximum of six months at a
time.

The director may sign any number of subsequent CAYs for up to a maximum of
twelve months, or until the youth’s total cumulative time in care is reached per
s.33. Refer to Cumulative Time in Care policy.

NOTE: Under a CAY, the director does not assume guardianship of the
youth.

Under a CAY, a youth is eligible for all services available to any youth in care.
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Purpose

The director may enter into a custody agreement with a youth for a period of not
more than six months each, per s.57.2(2), when the director is of the opinion that
the CAY will adequately protect the survival, security and development of the
youth.

Procedures

Assessing Youth Competency to Enter into an Agreement

Prior to entering into any agreement with a youth, in consultation with a
supervisor, assess the youth’s competency to:

e make a rational and well-thought out decision to enter into an agreement,

e understand the consequences of entering or not entering into an
agreement, and

e comply with the terms of the agreement.

Be cognizant of any potential barriers to the youth’s ability to comply with the
terms of the agreement.

e Ifitis determined that the youth is capable, then enter into an agreement
with the youth.

e Ifitis determined that the youth is not capable, then make application to
the court for a guardianship order to provide intervention services to the
youth.

Negotiating a Custody Agreement with a Youth

Review the assessment information with the youth to ensure accuracy and
agreement with the information gathered.

The CAY must include, per s.57.2(3):

e a schedule of the visits or other access to be provided between the youth
and the youth’s guardian or any other person, and

e acompleted Transition to Independence Plan [CS3476].

Entering into the agreement with the youth

In collaboration with the youth, choose an appropriate duration for the
agreement, up to the six month maximum per agreement, and:

e ensure that the duration of the agreement does not extend past either:

— the twelve month maximum allowable time in temporary care under
a custody agreement or
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— the maximum allowable cumulative time in care for the youth
e complete the Custody Agreement with Youth [CS1641],
e complete the Transition to Independence Plan [CS3476],

e have the youth sign a Consent to Release Information [CS0470] if the
youth or family arranges or pays for a service, so that information may be
obtained from the service provider, and

e explain the effect of the consent to the youth so it is understood by the
youth, and inform the youth that their consent can be revoked at any time.

Involvement of other parties

e Make every effort to discuss the planning with the youth’s guardian. If this
is not possible or appropriate, consult with a supervisor. Record on
Contact Notes [CS0072] the reasons for not discussing the planning with
the guardian.

e Provide the youth with the opportunity to consent to involve a Métis
resource where appropriate.

Health Care

Ensure that the youth has health insurance. Determine if the youth has their
Alberta Health Care card, or if it can be obtained from the guardian. If it cannot,
contact Alberta Health Care to secure the number. If the youth is a registered
Indian, it may also be possible to obtain the number from First Nations and Inuit
Health Branch, Health Canada.

If the youth does not have full dental and extended health care coverage from
another source, issue a Treatment Services Card via the electronic information
system. A youth who is a registered Indian is not eligible for a Treatment
Services Card.

Financing

A parent who is able should assume some financial responsibility for the youth
through child support or contributions in kind for the daily living costs of the
youth. Consider the feasibility of negotiating a child support agreement with the
parent of the youth.

Apply for the special allowance on behalf of the youth.

Consent for Services

Under this agreement, the director does not have guardianship. If a service
requires consent, obtain it from:

e the youth, if accepted by the service provider (e.g. hospital, school), or
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e the guardian.

If consent for service or treatment is required and the consent cannot be
obtained, it may be necessary to apply for an apprehension or temporary
guardianship order and a treatment order. The CAY must first be terminated in
order to apprehend or make an application for an order.

To apprehend or apply for a court ordered guardianship or treatment order,
ensure all of the following criteria are met:
e the service is necessary,

¢ the service provider will not accept the youth’s consent,

the guardian has not delegated the authority to consent, and

the guardian will not consent.

Consult with a supervisor about terminating the CAY and making application for a
treatment order.

Emergency
If the youth’s survival or well-being is in jeopardy, make every effort to contact
and notify the parent

Document all contacts and efforts at contact on a Contact Note [CS0072] and/or
contact log, as appropriate.

Determining Placement for a Youth

Place the youth in an approved placement resource that will meet the needs of
the youth.

Do not delegate any duties and powers to the placement provider, as the director
has no guardianship authority. Engage the youth and placement provider in a
face-to-face case conference to negotiate routines, rules and discipline.

Changing the Agreement

A custody agreement with a youth may be varied, extended, replaced, terminated
or allowed to expire.

Varying an Agreement

When the terms of the existing custody agreement are not adequate to meet the
intervention needs of the youth:

e Review the existing agreement and transition to independence plan with
the youth.
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Determine if the circumstances have changed and if there is a need to
vary the terms of the agreement.

If appropriate, negotiate a revised agreement and an updated transition to
independence plan with the youth that reflects the current circumstances
and needs of the youth.

Extending an Agreement

When the goals of the transition to independence plan will not be reached during
the term of the existing agreement:

Review the agreement and transition to independence plan with the youth.
Ensure that the review supports extending the agreement and that the
youth continues to require the same level of intervention.

Determine that the extension of the agreement will not exceed the twelve
month maximum under a custody agreement or the maximum allowable
cumulative time in care.

Ensure that approval is obtained from a supervisor or manager, as
appropriate, to extend services.

If appropriate, renegotiate the agreement and the transition to
independence plan goals with the youth.

If an agreement cannot be negotiated, and the level of required
intervention remains the same, consult with a supervisor to determine the
most appropriate intervention.

Replacing an Agreement

The level of intervention services required in order to meet the youth’s needs
may change over the duration of the agreement.

When it is determined that a custody agreement is no longer adequate to
meet the youth’s intervention needs, apply for a guardianship order, or

When it is determined that a custody agreement with youth is no longer
necessary to protect the youth, but intervention services are still
necessary, negotiate an enhancement agreement with the youth.

If making application for a guardianship order, ensure that the youth has not
reached their maximum cumulative time in care per s.33.

Terminating an Agreement or Allowing an Agreement to Expire

Either party may terminate the agreement at any time, or an agreement may be
allowed to expire on the agreed upon end date. Complete the following steps:

Review the terms of the agreement and the transition to independence
plan with the youth.

Establish that the youth is no longer in need of intervention.
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e Provide the youth with information from the file related to:

— family background, except for information that could be harmful or
third party personal information,

— developmental history and significant milestones,
— school history with names of schools and for what grades, and

— medical history with details of procedures, childhood diseases and
immunizations.

e Provide the youth with any personal items, from the file, including any
identification documents, report cards, pictures and baptismal certificates.

e Ensure that the youth is given any items purchased specifically for the
youth by the placement provider.

e Plan for the withdrawal of services with the youth, including referrals to
community resources.

e Set an appropriate termination date, where applicable.

e Provide the youth with a written notice of termination and/or expiration
date at least one month in advance.

Youth Involvement with the Criminal Justice System

If a youth is committed to custody under YCJA, services are normally continued.
Vary or terminate the agreement, in consultation with the youth and a supervisor,
only to better meet the needs of the transition to independence plan.

Closure
All decisions to close a case must be made in consultation with a supervisor.
A case may be closed when it has been determined that the need for intervention
no longer exists and:
e either party to the agreement wishes to cancel the agreement, or

e the agreement has expired.

Dispute Resolution

Best practice is to work collaboratively with the youth in order to resolve disputes
or disagreements.

Several informal and formal dispute resolution mechanisms exist, which the
youth can access at any time, including the advocacy and support services
provided by the OCYA.
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Recording

Record all contacts, consultations, decision and the rationale for decision on

Contact Notes [CS0072] and/or the contact log as appropriate.

Ensure all electronic entries are up to date, including the start and end date of

each agreement.

Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information

%

0

1.3.0 Office of the Child and Youth Advocate Overview
1.3.1 Mandatory Notifications

1.8 Children’s Procedural Rights

2.1.3 Rights and Privileges of Status Indian Children
3.2.3 Case Closure

3.2.4 Leaving the Care and Custody of the Director
4.2.0 Planning Tools Overview

4.2.4 Transition to Independence Plan

5.2.2 Enhancement Agreement with Youth

5.6 Child Support Agreements and Orders

7.1.2 Caseworker Contact

7.3.1 Arranging a Placement

7.3.2 Placing a Child

7.3.3 Casework Responsibilities During Placement
7.3.4 Placement Disruptions

9.1.3 Medical Care

9.4.2 Obtaining Funding to Maintain a Child in Care

Family Support for Children with Disabilities Act

Agreement to Pay Child Support to a Director [CS3679]
Consent to Release Information [CS0470]
Contact Notes [CS0072]
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Custody Agreement with Youth [CS1641]
Transition to Independence Plan [CS3476]

@ Program Coordination Protocol Between Child Intervention Services and Family
Support for Child with Disabilities Program

To report a broken link click here.
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Policy

All guardianship responsibilities that apply for a child under a PGO apply to a
child under a PGA.

The adoption program generally has responsibility for children who have been
relinquished to the director under a PGA. Occasionally, however, a child that is
the subject of a PGA is not successfully placed into an adoptive placement
immediately; if this occurs, the child is placed with an approved placement
provider.

NOTE: Itis important to obtain an adoption placement as quickly as
possible. Ensure that any child under a PGA has been referred to the
adoption program for potential matching.

Purpose
The director may enter a Permanent Guardianship Agreement [CS1618] with all
guardians of the child, per s.11, if the following criteria are met:

e the child has been in the custody of at least one guardian for a cumulative
period of less than six months,

e the guardian wants to relinquish guardianship of the child, and
e all guardians are capable and willing to enter the agreement.

A PGA makes the director the sole guardian until:
e adirector or a court terminates the agreement,
e a private guardianship order is granted,
e a court makes an adoption order,
¢ the child attains 18 years of age, or

e the child marries.
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Procedures

Once the criteria have been met, the director may enter a PGA at the safety, or
intervention phase, and complete the required documentation.

Case management responsibilities may be assigned to a protection caseload if a
child under PGA is not immediately placed in an adoption placement.

Ensure that the child receives all services for which any other child under
permanent guardianship is eligible.

Termination of a Permanent Guardianship Agreement

A guardian who enters into a PGA, may, within 10 days after the date of the
PGA, terminate the agreement by providing a request to the director. Upon
receiving such a request, the director is required to notify any other guardian who
is a party to the PGA, and return the child the guardian who requested the
termination within 48 hours.

If the director is of the opinion that a termination requested by a guardian would
result in the child being in need of intervention, the director may enter into an
agreement or make application to the court for a protective services order.

A person claiming to be the parent of a child who is the subject of a PGA, may,
within 10 days of the agreement, apply to the court for an order to terminate the
agreement.
If such an application is made the court may, per s.13(5):

e declare the applicant to be a parent of the child,

e appoint the applicant as the guardian of the child, if:

— the applicant is willing to assume the responsibilities of
guardianship of the child, and

— itis in the best interest of the child, or
e direct that the child be placed in the custody of any guardian of the child if:

— the guardian is capable and willing to assume custody of the child,
and

— itis in the best interest of the child.

If the court makes an order under s.13(5):

¢ the guardianship of any person who was a guardian before the PGA was
entered into is revived,

e the guardianship of the child by the director is terminated, and
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e if a person is appointed as a guardian of the child, that person is an equal
guardian of the child with any other guardian.

If the court appoints the applicant a guardian under s.12(5)(b) it may make a
further order terminating the guardianship of any other guardian, if:

e the other guardian consents to the termination, or

e if the court considers it necessary and desirable to do so.

e An order made under s.13 does not come into effect until the director is
served with a copy of the order.

e |If the director is satisfied that the child under a PGA should be returned to
the guardianship of the person who was the guardian before the
agreement was made:

— the director may apply for an order to terminate the PGA per s.35.

— if the agreement is terminated by the court the person who was
guardian prior to the PGA was made is the guardian of the child,
unless otherwise ordered by the court.

Recording

Record all contacts, consultations, decisions and rationale for decisions on
Contact Notes [CS0072] and/or in the contact log, as appropriate.

Ensure all electronic entries are up to date.

Related Information

y 1.1.1 Recording Contacts and Collection of Personal Information
2.1.1 First Nations Designate
2.1.2 Registered Indian
3.1.3 Safety Phase
3.1.4 Intervention Services Phase
4.2.3 Concurrent Plan
4.2.4 Transition to Independence Plan
4.2.6 Permanency Planning
5.3.4 Permanent Guardianship Order
Enhancement Policy Manual — Adoption
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=

a Concurrent Plan [CS3501] — also available on the electronic information system
Contact Notes [CS0072]
Permanent Guardianship Agreement [CS1618]
Transition to Independence Plan [CS3476]
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Policy

Services can be provided to young adults between 18 and 24 years per s.57.3 by
entering a Support and Financial Assistance Agreement [CS2041].

The director may enter into an agreement if, in the opinion of the director, the
support and financial assistance are not reasonably available to the young adult
from other sources.

The agreement must be accompanied by a Transition to Independence Plan
[CS3476] and can be entered into for periods of up to nine months.

Purpose

An SFAA is available to assist young adults, who were receiving intervention
services on their 18" birthday, in achieving independence.

Procedures

Criteria

When considering an SFAA, determine that the supports and financial assistance
are not reasonably available from other sources s.6(1) CYFEA Regulation and
that:

e The young adult is under 24 years of age, and
e Prior to attaining the age of 18 years, the youth was subject to:
— a permanent guardianship order,
— a permanent guardianship agreement,
— atemporary guardianship order,
— acustody agreement with youth, or
— an enhancement agreement with youth.
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Services

S.6 of the regulation specifies the services that can be provided under an SFAA
may include:

¢ living accommodation,

¢ financial assistance to meet the necessities of life, and

e any other services required to assist the young adult achieve independence.
The regulation further stipulates that the following services may only be
accessed between the ages of 18 and 20 years:

e financial assistance related to training and education

¢ health benefits

Negotiating an Agreement

In negotiating an SFAA all components of the service must be negotiated as the
relationship between the young adult and caseworker is adult to adult, rather
than child to guardian.

Ensure that the young adult has the resources to honour the agreement and with
support will have the finances for accommodation, clothing and incidental
expenses.

Application directly from a legal authority

Three months before a youth receiving intervention services turns 18 years
consider if:

e the youth meets the criteria for an SFAA, and

— the goals of the current transition to independence plan will not be
reached by the youth’s 18" birthday, or

— the youth is incapable of living independently, or

— more needs to be done to build the youth’s support network and
future planning.

e Consult with a supervisor if the young adult does not wish to enter into an
SFAA.

Provide the youth with an overview of the SFAA and other available services
such as Advancing Futures Bursary.
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Ensure the current assessment record describes:
e the youth’s independence goals,

e the youth’s informal support networks and strengths that contribute to the
independence goals,

e what type of service or combination of services will help to establish the
youth, such as:

— accommodations,

— health benefits,

— support services to attain transition to independence plan goals, or
— financial assistance for basic necessities.

e the results of exploring all resources and alternatives that could possibly
provide the services that the youth needs,

e what supplementary services, unavailable elsewhere, are needed from
intervention services, and

e how services provided by intervention services contribute to attaining the
transition to independence plan goals.

Once the youth turns 18-years-old complete the support and financial assistance
agreement with the youth, support team and in consultation with the supervisor.
A transition to independence plan must be developed with the agreement.

If the young adult arranges to remain in the home of their former foster family the
caseworker must negotiate the terms of a three-party agreement between the
young adult, the former foster family and Human Services. If it is negotiated for
the former foster parent to provide any service besides room and board:

e describe the service and rate in the agreement, and

e pay as for any other fee-for-service;.

Application following closure of case

If a young adult whose case closed upon their 18" birthday later requests
support:

e Determine if the young adult is interested in entering an SFAA.

e Complete an Intake [CS1872] ensuring that the intake narrative addresses:
— the steps taken to date to become independent,
— the independence goals of the young adult,
— current supports and services available, and
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— supports and services required to attain or maintain independence
and are not available from another source.

e Review the most recent transition to independence plan and assessment
record.

NOTE: Once the criteria have been met and an intake has been completed
no further assessment is required. An SFAA can be entered and the
case opened.

Transition to Independence Plan

Every support and financial assistance agreement must be accompanied by a
transition to independence plan. The plan is used to identify current and future
planning goals for the young adult and must be reviewed every three months.

In developing a transition to independence plan for a young adult with disabilities
consider what specialized supports will be required to improve their ability to
participate in daily activities at home, at school and in the community.

Denial of Support and Financial Assistance

A young adult denied anSFAA per s.57.3 has the right to request an
administrative review per s.117.1. If the administrative review denies services the
young adult has the right to appeal the decision per s.120(1)(d).

A young adult denied services under an SFAA also has the ability to self-refer to
the Office of the Child and Youth Advocate for advocacy services.

Vary, Extend or Terminate the Agreement

An SFAA can be:

e varied through negotiation,

e extended to provide necessary supports,

e terminated following the decision of either party to cancel the agreement, or
e terminated by allowing the agreement to expire.

All decisions to vary, extend or terminate an agreement must occur in
consultation with a supervisor.

To vary or extend an agreement:

e Determine that the circumstances have changed and there is a need to vary
or extend the agreement.

¢ Review the existing agreement and transition to independence plan with the
young adult.
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e Ensure that approval is obtained from a supervisor or manager, as
appropriate, to vary or extend services.

e Negotiate a revised agreement and plan that reflects the current
circumstances and needs of the young adult.

To terminate an agreement:

e Termination may be considered if:
— the young adult requests the termination,
— support is no longer required, or

— the young adult has persistently failed to comply with the terms of
the agreement.

e Give written notice of termination 30 calendar days prior to date of
termination.

e Review the terms of the agreement and plan with the young adult.

e Plan for the withdrawal of services by consulting with the young adult about
strategies to maintain changes, resources to provide ongoing supports, and
make appropriate community referrals.

e Provide the young adult with information from the file related to:

— family background, except for information that could be harmful or
third party personal information,

— developmental history and significant milestones,
— school history with names of schools and for what grades, and

— medical history with details of procedures, childhood diseases and
immunizations.

e Provide the young adult with any personal items, from the file, including any
identification documents, report cards, pictures and baptismal certificates.

e Inform the young adult that a re-application is permitted at any time prior to
their 24™ birthday.

e Close the case.

Related Information

y 1.4.1 Administrative Reviews
1.4.2 Appeals to the Appeal Panel
3.1.2 Intake
3.2.3 Case Closure
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4.2.4 Transition to Independence Plan
4.2.7 Transition Planning for Youth with Disabilities
9.4.6 Advancing Futures Bursary

@ Support and Financial Assistance Agreement [CS2041]
Transition to Independence Plan [CS3476]
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Policy

Apprehend a child only if:
e the child is in need of intervention per s.1(2),
e less intrusive measures cannot adequately protect the child, and

e remaining in the current situation will endanger the child’s survival,
security or development.

Approval from a supervisor must be obtained prior to making an application for
an apprehension order or completing an emergency apprehension.

NOTE: A peace officer may also complete an emergency apprehension
under s.19(12) or (14).

Purpose

Apprehending a child is an intrusive measure, used when less intrusive
measures will not adequately protect a child, that sets in motion a series of
events requiring both legal and casework attention. As a result, consider:

e Under which section of 1(2) is the apprehension to be executed?
e Will forced entry be necessary?

¢ |s atreatment order needed?

e Are secure services needed?

e How will the apprehension be executed? (e.g. is police assistance
required?)

¢ Is the child an Indian child and, if so, residing on reserve?
e What actions to take after the apprehension?

e Whether an application for an Emergency Protection Order under PAFVA
could alleviate the need to apprehend in situations where there is
domestic violence or severe domestic disharmony?
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Procedures

In consultation with the supervisor, determine under which section of 1(2) the
apprehension will be executed.

NOTE: Apply to the court for an apprehension order in person where

possible. This method is reflective of best practice. If it is impractical
to appear in person in court, apply by telecommunication for an
apprehension order. Be prepared to explain the circumstances that
make attendance in person impractical.

If required, request police assistance in the execution of the apprehension order.

Record the consultation with, and approval of, the supervisor to apprehend on a
Contact Note [CS0072] and/or the contact log.

Apprehension Orders

Application for Apprehension Order by way of personal appearance in court:

Complete and file an Application for an Apprehension Order [CS1602].

Make an ex parte application before a judge, or justice of the peace if no
judge is available, under s.19(1). Service of the application is not
necessary.

If needed, request an order to enter by force under s.19(1)(b). Be
prepared to provide the full address to the court.

If an apprehension order is granted:
— obtain a copy of the order from the court, and

— execute the order as soon as possible.

Application for Apprehension Order by way of telecommunication:

Assemble the information necessary per s.19(8) for an application for an
apprehension order and the Facsimile of Apprehension Order [CS1636].

Phone the court administrator in the nearest court and ask to make an
application to a judge. (This application is made ex parte and service of
the application is not required.) Courts are located in Calgary, Edmonton,
Fort McMurray, Grande Prairie, Lethbridge, Medicine Hat and Red Deer.

— If the nearest court cannot provide a judge, phone the Edmonton or
Calgary Courthouse and ask to make an application to a judge or, if
not available, to a justice of the peace.

— If it is outside of business hours (8:30 AM to 4:00 PM), phone
1-800-661-1907.

Enhancement Policy Manual — Intervention



5.3.1 Apprehensions Page 3 of 7

e Present to the judge or justice of the peace per s.19(8):

— the circumstances, in the opinion of the director, that make it
impractical to appear personally in court,

— the identity of the child, if known,
— the grounds for believing that the child is in need of intervention,

— the grounds for believing that the child will be found in the place or
premises to be searched,

— a statement of any prior application for an order under s.19 for the
same child, and

— where a child has been removed from the custody of the director
without the consent of the director, the authority under which the
director has custody of the child and the grounds for believing that
the child may be found in the place or premises,

e If needed, request an order to enter by force under s.19(1)(b). Be
prepared to provide the full address to the court.

e If an apprehension order is granted:
— complete a facsimile of apprehension order, and
— execute the order as soon as possible.

Emergency Apprehensions

Criteria

In consultation with the supervisor, determine that the child meets the criteria for
an emergency apprehension. s.19(12):

e The director has reasonable and probable grounds to believe that the
child’s life or health is seriously and imminently endangered because:

— the child has been abandoned or lost,
— the child has no guardian,

— the guardian is unable to provide the necessities of life because the
child has left the custody of the child’s guardian without the
guardian’s consent, or

— the child has been, or there is substantial risk that the child will be,
physically injured or sexually abused.

If the child meets the emergency apprehension criteria or if a child was removed
from the custody of the child’s guardian without the guardian’s consent and the
emergency apprehension criteria are met, apprehend the child without an order
per s.19(14).
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Executing an Apprehension

Prior to executing an apprehension, develop a safety plan that provides for the
safety of those involved in the apprehension, including the child, other persons
who may be present and the caseworker.

Execute the apprehension as soon as possible.

NOTE: Once an apprehension order is granted, it can be executed by any

caseworker delegated under CYFEA within the province of Alberta.

Advise those present with the child that the child is being apprehended
under CYFEA and, where applicable, show the order/facsimile of the order
when taking custody of the child.

Complete the Notice of Apprehension [CS1629] to notify the guardian of
the reasons for the apprehension and of any intention to confine the child
at the time of, or immediately after, the apprehension. Provide the
guardian with the number of the nearest Legal Aid Alberta office.

If after reasonable effort the guardian cannot be informed in writing, notify
the guardian orally of the reasons for the apprehension and any intention
to confine the child. Provide them with the number of the nearest Legal
Aid Alberta office.

Place the order or facsimile and a copy of the notice of apprehension on
the legal section of the child’s file.

Record the circumstances of the apprehension, how the guardian was
notified and if the guardian was not notified, of the efforts made to notify
the guardian, on a contact note and/or in the contact log.

If the situation changes such that an apprehension is no longer warranted
because of new information not presented to the judge or justice of the
peace, do not execute the order. Review the situation with your supervisor
to determine a course of action.

Forced Entry

If it is anticipated that the director will not be allowed access to the child:

apply for an order to enter by force in court under s.19(1)(b) or by
telecommunication under s.19(5) when applying for an apprehension
order, or

enter by force under s.19(13) without an order only when executing an
emergency apprehension.

Request police assistance to enter by force.
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Treatment

If the child requires essential medical, surgical, dental or other remedial
treatment recommended by a physician or dentist before the custody hearing,
refer to the Treatment Orders policy.

Secure Services

If an apprehended child requires secure services, refer to the Secure Services
policies.

Indian Child

If there is reason to believe that a child is an Indian child and a member of a
band, involve the First Nation Designate per s.107. Refer to First Nations
Designate policy.

e If a child is living on a reserve and must be apprehended:

— Be aware of any protocols negotiated between the reserve and
your CFSA.

— If access to the child is denied, obtain RCMP assistance.

— If the RCMP apprehends the child under s.19(12) or (14), assume
case responsibility as soon as possible.

e Contact the First Nation Designate on the day of apprehension if the child
is ordinarily a resident on reserve.

Early Return

If the child may be safely returned to the guardian within 2 days of the
apprehension:

e Discuss the circumstances with a supervisor.

e Determine that the child’s survival, security and development can be
protected in the guardian’s custody.

e If necessary, develop a safety plan with the guardian.
e Return the child to the guardian.

e Record on contact notes and/or in the contact log the consultation with the
supervisor and the change in circumstance that made the child’s return
possible.

e No court application is required.

When calculating the number of days exclude the day of apprehension,
weekends and holidays. Include the day the child is returned.
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Application Following an Apprehension
After taking a child into the custody of the director under an apprehension,
determine with the supervisor what action to take and which application(s) to
make.
Per s.21(1), if a child is not returned within 2 days, the director must apply for:
e a supervision order,
e atemporary guardianship order and initial custody,
e a permanent guardianship order and initial custody, or

e an order to return.

NOTE: An application following an apprehension must be heard not more
than 10 days after the child is apprehended per s.21(3).

Per s.21.1(5.1) the court may hear a motion for an adjournment of an application
after an apprehension by videoconference if the court is satisfied that it is proper
to do so.

To have a motion for an adjournment of an application after an apprehension
heard via videoconference:

e Contact the clerk’s office to arrange a time for the judge to hear the motion
for an adjournment.

e Book a room where the caseworker can have the motion of adjournment
heard. Present evidence supporting the motion for an adjournment.

Access

Attempt to reach an agreement with the guardian regarding access to the child
during the period before the hearing.

Record the access agreed to on contact notes and/or in the contact log.

Recording
Complete all electronic record entries.

Record all contacts, consultations and rational on contact notes and/or in the
contact log.
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Related Information

g 2.1.1 First Nations Designate
5.3.2 Supervision Orders
5.3.3 Temporary Guardianship Orders
5.3.4 Permanent Guardianship Orders
5.3.6 Treatment Orders
5.3.7 Custody Orders
5.4.0 Secure Services Overview
5.4.1 Accessing Secure Services via a Secure Services Order
5.4.2 Accessing Secure Services via a Secure Services Certificate
5.4.3 Secure Services Placement Procedures
6.2 Protection Against Family Violence Act
7.3.0 Placement Overview
7.3.1 Arranging a Placement
7.3.2 Placing a Child

@ Application for an Apprehension Order [CS1602]
Contact Notes [CS0072]
Facsimile of Apprehension Order [CS1636]
Notice of Apprehension [CS1629]

@ Checklist for Court Documents

To report a broken link click here.
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Policy

Apply for a supervision order when it has been determined that:
e the child is in need of intervention per s.1(2), and

e mandatory supervision of the child, and persons living with the child is
necessary to adequately protect the survival, security or development of
the child, and

e itis reasonable to believe that the child’s survival, security and
development will be adequately protected with the supervision.

Apply for a supervision order:
e directly, per s.16(1),
e following an apprehension, per s.21(1)(a), or

e on the review of a current supervision or guardianship order per s.32(1).

Purpose

A supervision order is used when the assessment indicates that the child is in
need of intervention and:

o family enhancement will not ensure the safety and well-being of the child,

e the child can safely remain in, or return to, the home, and

e supervision and the provision of services in the home will meet the needs
of the child.

Procedures

¢ Make all decisions relating to a supervision order in consultation with a
supervisor.
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e Determine that the child meets the criteria for a supervision order.
— Involve the First Nations designate per s.107, as appropriate.

e Consult with a Métis resource if consent has been obtained from the
guardian.

e Follow the procedures for preparing a court application as outlined in the
Preparing for Court policy and the Checklist for Court Documents.

Making a Court Application

Follow the procedures for preparing for a court order as outlined in the Preparing
for Court policy, and:

e Schedule a hearing:
— within 10 days after an apprehension,
— within 30 days of filing the notice for:
0 adirect application, or
0 areview of a previous order.

e Complete, file and serve; Notice and Application for Supervision Order
[CS1594].

e Serve notices at least two days before the date of the hearing.

e Make every effort to reach an agreement on the terms of the order with
the child, guardian and others involved with the family prior to the court
hearing. If possible, obtain signed consents to the order and terms, using:

— Consent by a Guardian [CS1613] or
— Consent by a Child 12 Years of Age or Older [CS1612].

e The application must address the recommended terms of the proposed
supervision order per s.16(2) that include:

— the frequency of visits to the family home by the caseworker to
supervise the child and persons residing with the child,

— any assessment or treatment for the child or other persons residing
with the child, and

— any other terms that may be necessary.

e Prepare a Supervision Order Plan [CS3801] for presentation to the court
that includes:

— the goals, tasks and signs of achievement,

— the proposed frequency of visits (at least one per month) by the
caseworker at the child’s residence,
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— the treatment, services or supports required for the child or any
other person residing in the home, and

— aclear description of the responsibilities of all the parties to the
supervision order plan.

Adjournments

In the event of an adjournment, the court must make an interim order in relation
to access to or custody of the child for the period of the adjournment, per s.26(2).

Provision of Services
Follow the policy and procedures for providing services to a child, guardian, or
any person residing in the home, receiving intervention services, as described in
Purchased Services policy.
In addition:

e provide all services as per the terms of the supervision order, and

e have at least one contact per month, with the child in the residence of the
child, or more often as per the terms of the supervision order.

Review of a Supervision Order

A change in circumstances during the term of the order may require renewal,
variation or termination of the order.

e Pers.32(1) an application for a review can be made, after the appeal
period has expired:

— by a director, at any time during the term of the order, or
— by a guardian, or child 12 years of age or older, once during the
term of the order.
A caseworker must apply for a review of a supervision order when:
e the caseworker is not able to comply with a term of the order,

¢ the caseworker believes that the child, guardian or any other person
residing in the home, subject to the order, is not complying with the terms
of the order, or

¢ the terms of the order are not adequate to protect the child, or the
supervision order plan goals will not be reached during the term of the
existing order and further time is required.
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Upon hearing a review s.32(2) the court may consider any matter it thinks is
relevant and must consider:

e whether the circumstances that caused a child to be in need of
intervention have changed,

e the services that have been provided to the child, or the family of the child,
and

e whether the guardian, other than the director, has complied with the terms
of the order.
To review a supervision order:

e Follow the procedures for preparing for a court hearing and refer to
s.32(1).

e Discuss the application for review with the child, guardian and any other
person residing in the home that is subject to the order, making every
effort to come to agreement regarding the new terms and the
recommendations that will be made to the court.

e Provide a recommendation to the court per s.32.

Breach of a Supervision Order

S.29 enables a director to apply to the court for a review of the order if it is
believed that the guardian or other person residing with the child has failed to
comply with a term of a supervision order. The court may, without hearing any
further evidence as to the child’s need for intervention:

e renew, vary or extend the supervision order, or

e make a temporary guardianship order or a permanent guardianship order.

To bring an application for a review of a supervision order:
o follow the procedures for preparing for a court hearing, and

e provide a recommendation to the court per s.29.

Termination or Expiration of an Order and Case Closure

An order can be terminated by the court following a review, as described above,
or allowed to expire. When an order is allowed to expire:

e ensure that the circumstances of the child have changed so there is no
need for further mandatory supervision, and the child is no longer in need
of intervention, and

e allow the order to expire.
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When an order is terminated by the court or allowed to expire by a director and
the file is being closed, notify the guardian and child, and refer to the Case
Closure policy.

Recording
Record all contacts, information gathered and services provided to the child and
family on Contact Notes [CS0072] and/or the contact log.

Caseworkers, supervisors and managers must ensure that all points of
consultation, decisions and rationale for decisions are documented on contact
notes and/or the contact log.

Update all electronic information system entries.

Related Information

y 2.1.1 First Nations Designate
2.2.1 Métis Resource
3.1.3 Safety Phase
3.1.4 Intervention Services Phase
3.2.3 Case Closure
5.5 Court Procedures
9.5.3 Referral and Evaluation of Services

@ Consent by a Child 12 Years of Age or Older [CS1612]
Consent by a Guardian [CS1613]
Contact Notes [CS0072]
Notice and Application for a Supervision Order [CS1594]
Supervision Order Plan [CS3801]

@ Checklist for Court Documents

To report a broken link click here.
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Policy

Apply for a temporary guardianship order when it has been determined that:
e the child is in need of intervention per s.1(2),

e the security, survival and development of the child cannot be adequately
protected if the child remains in the home,

¢ the child can be expected to return to the guardian or become
independent (if 16 years or older) within a reasonable time, and

e the cumulative time in care has not reached nine months for a child under
six years of age or 12 months for a child six years of age or older. Refer to
Cumulative Time in Care.

Apply for a temporary guardianship order:

e directly(not following an apprehension or a review of an existing status)
per s.17,

e following an apprehension per s.21(1)b, or

e on the review of a current supervision or temporary order per s.32(1).

Purpose

A temporary guardianship order is a court ordered means of providing protective
services to the child and family when it is determined that less intrusive
measures cannot adequately protect the child and removal of the child from the
home is necessary.

Under a temporary guardianship order, the director becomes a joint guardian
with any other guardian per s.31(2). The director may exercise all the authority of
a guardian, to the exclusion of the other guardian, with the exception of matters
relating to Part 2, Division 1 of CYFEA (Adoptions).
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Procedures
Make all decisions relating to a temporary guardianship order in consultation with
a supervisor.

e Determine that the child meets the criteria for temporary guardianship
order; such as:

— the child has not exceeded the maximum cumulative time in care,

— the child can be expected to return home within a reasonable time,
or

— the child (16 years of age or older) will become independent within
a reasonable time.

¢ Involve the First Nations designate per s.107.

e Consult with a Métis resource if consent has been obtained from the
guardian.

e Follow the procedures for preparing a court application as outlined in the
Preparing for Court policy and the Checklist for Court Documents.

Cumulative Time for Temporary Guardianship Orders

e Pers.33(1)(2) the court can grant temporary guardianship orders during
which the child’s cumulative time in care shall not exceed:

— 9 months if the child is under the age of 6 years, or
— 12 months if the child is 6 years of age or older.

e The term of the order cannot result in the child’s time in care exceeding
the maximum cumulative time in care.

e Per s.33(3) the court may grant one additional temporary guardianship
order for a period of not more than six months if it is satisfied that:

— there are good and sufficient reasons to do so, and

— it can be anticipated that the child can return home during the term
of the order.

Making a Court Application
Follow the procedures outlined in the Court Procedures policy, and:
e Schedule a hearing:
— within 10 days after an apprehension,
— within 30 days of filing the notice for:
0 adirect application, per s.17, or

Enhancement Policy Manual — Intervention



5.3.3 Temporary Guardianship Orders Page 3 of 7

0 areview of a previous order, per s.32.

Complete, file and serve the following notices when making an application
following an apprehension:

— Notice and Application for a Temporary Guardianship Order and
Terms [CS1595], and

— Notice and Application for a Custody Order [CS3613]

e Complete, file and serve the following notice when making a direct
application under s.17:

— Notice and Application for a Temporary Guardianship Order and
Terms [CS1595]

e Complete, file and serve the following notices when making an application
to review an existing order:

— Notice and Application for a Review [CS1597]; and

— Notice and Application for a Custody Order [CS3613] if interim
custody of the child is required.

e Service for an application for a court hearing must be completed:

— at least two days before the hearing date following an apprehension
per s.23(3.1), or

— at least five days before the hearing date for other applications.

Terms of an Order

e Make every effort to reach an agreement on the terms of the order with
the guardian of the child, the child if the child is 12 years of age or older or
any other person with whom the child has a significant relationship.

e |If the child is 12 years or older, and the agreement is with someone other
than the guardian, the child must sign the agreement. Complete and file
the following, as applicable:

— Consent by a Guardian [CS1613] and/or
— Consent by a Child 12 Years of Age or Older [CS1612].

e During the period of a temporary guardianship order, following the appeal
period, the director may enter into an agreement with the guardian or
other significant person regarding access, consultation, or other terms
agreed to, by completing Access or Consultation Agreement [CS1619].

e The director, child 12 years or older, guardian, or person with a significant
relationship with the child may during the period of the order, make a court
application to address terms, if they can not be resolved by agreement or
if terms are not being complied with, by completing Notice and Application
of Terms of a Temporary Guardianship Order [CS1596].
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e Pers.31(1) terms of a TGO should address:

access to be provided between the child and the guardian or other
significant person,

the conditions under which the director must consult with the
guardian on matters affecting the child,

participation by the child or guardian, or both, in treatment or
remedial programs, if recommended by a director, or

any other terms the Court may consider necessary.

Child Maintenance

e Make every effort to reach an agreement on child maintenance with the
guardian and complete and file, as applicable:

Agreement to Pay Child Support to a Director [CS3679].

e |f an application for child maintenance is made, complete file and serve:

Evidence

Notice and Application for a Child Support Order [CS4029].

e Evidence at the hearing to support the application for interim custody
must address information to support the application for:

an interim custody order,

0 granting custody to a director pending the disposition of the
temporary guardianship application, or

0 an order returning the child to the custody of the guardian
pending the disposition of the temporary guardianship
application per s.21.1(2).

e Evidence at the hearing to support a temporary guardianship application
must address:

the recommended period of temporary guardianship,

assessment information related to the child, guardian and their
living environment,

the intended outcomes of the intervention,

the proposed frequency of visits by the caseworker with the child
and guardian,

the treatment or services required for the child and guardian,

information to support the recommended terms of access between
the child and the guardian, or other significant persons per
s.21.1(3)(a),
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— information to support any recommended order for an assessment
of the child, guardians, or other person who the child may be in the
custody of, per s.21.1(3)(b), and

— information to support a maintenance application for which an
agreement was not reached per s.57.5.

Adjournments

S.21.1(4) enables a court to adjourn an application for initial custody for a
period of up to 14 days at a time, unless the parties agree to a longer
period; however the total period of adjournment can not exceed 42 days.

S.26(1) allows the court to adjourn an application for temporary
guardianship order for a period longer than 42 days, at its discretion,
however this does not apply to the application for initial custody, per
s.21.1, which cannot be adjourned beyond a maximum of 42 days.

S.21.1(5) requires the court to make an interim order providing for the
custody of the child and may include terms respecting access to the child.

S.21.1(5.1) enables the court to hear a motion for adjournment by
videoconference, if it is satisfied that it is proper to do so.

NOTE: Ensure that the correct expiry date of an order is documented; e.g.

the expiry date for a six moth order granted on June 3 is
December 2, not December 3.

Review of a Temporary Guardianship Order

The director, guardian, or child over 12 years may apply to vary, renew, or
terminate an order under s.32(1), by completing Notice of a Review
[CS1597].

A director may apply to have a temporary guardianship order reviewed at
any time during the period of the order.

A guardian, or child over 12 years, may apply for a review once during the
period of a temporary guardianship order, after the 30 day appeal period
has expired.

If a child expresses a desire to have their order reviewed, advise the child
about their right to also involve a Child & Youth Advocate.

When making a decision whether to terminate an order or allow it to
expire, consider the time remaining on the order and consult with a
supervisor.
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To review an order follow the procedures for making an application to the court,
and:

e Apply to review an order to vary the order when:
— the terms of the original order cannot be met,
— the child or guardian requests a review, or
— other circumstances occur to support a review.
e Apply to review an order to renew the order when:

— a further period of temporary guardianship is required to achieve
the intervention outcome for the child,

— the child can be expected to return home or become independent
within a reasonable period of time, and

— the cumulative time in care will not exceed the legislated timelines
per s.33.

e Apply to review an order to terminate the order when:

— itis determined that the child can safely return to the care of the
guardian, or live independently,

— or, if further services are required through a different legal status,
obtain the appropriate legal authority to continue to provide
services,

— or, if no further services are required, follow procedures for closing
a case.

Case Management
e Provide the services available to any child in care as described in policy.
e Monitor the compliance with terms of any order or agreement.
e Maintain contact with the child as directed in policy.

Recording

e Complete documentation as described in Court Procedures policy,
Checklist for Court Documents and other relevant policies.

e Caseworkers, supervisors and managers must ensure that all points of
consultation dates, decisions and rationale for decisions are documented.

e Record all contacts, information gathered and services provided to the
child and family on a Contact Note [CS0072] and/or in the contact log.

e Complete entries in the electronic information system.
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Related Information

o

@

2.1.1 First Nations Designate

2.2.1 Métis Resource

3.2.4 Leaving the Care and Custody of a Director
5.1 Cumulative Time in Care

5.5 Court Procedures

5.6 Child Support Agreements and Orders

7.3.2 Placing a Child

7.3.3 Casework Responsibilities During Placement
7.3.4 Placement Disruptions

9. Services for Children

9.1 Medical

9.4.2 Obtaining Funding to Maintain a Child in Care

Access or Consultation Agreement [CS1619]

Agreement to Pay Child Support to a Director [CS3679]

Consent by a Child 12 Years of Age or Older [CS1612]

Consent by a Guardian [CS1613]

Contact Note [CS0072]

Notice and Application for a Child Support Order [CS4029]

Notice and Application for a Custody Order [CS3613]

Notice and Application for a Review [CS1597]

Notice and Application for a Temporary Guardianship Order and Terms [CS1595]

Notice and Application for Terms of a Temporary Guardianship Agreement
[CS1596]

Checklist for Court Documents
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Policy
Apply for a permanent guardianship order (PGO) when it has been determined
that:

e the child is in need of intervention per s.1(2), or the subject of a temporary
guardianship order,

e the security, survival and development of the child can not be adequately
be protected if the child remains, or is returned to the guardian, and

e the child cannot be expected to safely return to the custody of the
guardian within a reasonable time.

Apply for an order:
e directly, per s.18,
e following an apprehension per s.21(1)(b),
e on the review of a current supervision or temporary guardianship order, or

e when a child’s cumulative time in care is about to be exhausted and the
child can not be returned to the guardian.

Only a director, not a guardian, can apply for a PGO.

Purpose

Permanent guardianship provides the director with full guardianship
responsibilities for the child. This includes the responsibility to provide for all of
the child’s needs normally provided by a guardian and providing a permanent
placement for the child.

Under a PGO order, the director becomes the sole guardian of the child and the
Public Trustee is the sole trustee of the child’s estate.
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Procedures

Obtaining Permission to Proceed for a PGO

In consultation with the supervisor ensure that the criteria for a permanent
guardianship order are met, and

e review and analyse all case information to determine that permanent
guardianship is the best option for the child,

e consult with the child, as appropriate, to understand the child’s wishes,
e consult with the manager, and

e complete a Consent by a Director or Authorized Delegate [CS2047], for
the manager’s review.

The manager is responsible to ensure:

e that a diligent effort has been made to make the child’s return home
possible,

e that the child is unlikely to return home within a reasonable time,
e that involvement with a First Nations designate, per s.107 has taken place,

¢ that consultation with a Métis resource has taken place, with the consent
of the guardian, and

e that a clear permanency plan is in place.

The manager shall:

e provide a written decision within 10 working days of receiving the request
by completing, Consent by a Director or Authorized Delegate [CS2047].

Prior to a Hearing

e Explain to the guardian the reasons for the application and the finality of a
permanent guardianship order.

e Keeping the best interests of the child and their permanency paramount,
make every effort to reach agreement on access with the child, the family
and other involved persons.

e Consider the impact of access on the adoptability of the child.
e Consider the importance of continuing existing relationships to the child.

¢ Advise the child and guardian that, per s.34(8), a director, a former
guardian of the child, the child 12 years of age or older, or any person with
a significant relationship with the child, may apply to the court for an order
prescribing access between the child and the former guardian or person
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with a significant relationship by completing; Notice and Application for
Access under a Permanent Guardianship Order [CS1600].

e Ensure that the service plan includes the permanent placement objectives
and prepare to present the plan to the court.

e Discuss contribution towards maintenance of the child with the parent and
complete, if applicable, Agreement to Pay Child Support to a Director
[CS3679].

e |f the child is believed to be an Indian and a member of a band, involve the
First Nation designate per s.107.

e If the child is Métis, consult with the Métis resource if consent has been
obtained from the guardian.

Making a Court Application
Follow the procedures in the Court Procedures policy, and:
e Schedule a hearing:
— within 10 days, if the application is following an apprehension,
— within 30 days of filing the notice for:
o adirect application, or
o areview of a previous order.
e Complete file and serve, as applicable:

— Notice and Application for a Review [CS1597] if the child is under
an existing TGO or SO, or

— Notice and Application for a Permanent Guardianship Order
[CS1598] if the child is not under an existing order.

e Serve notices at least two days before the date of the hearing.

e Whenever possible, complete an Access or Consultation Agreement
[CS1619], that sets out the access between the child, and the parent or
any other person with whom the child has a significant relationship.

e If the matter cannot be resolved by agreement or if the terms of an
agreement have not been complied with, complete, file and serve Notice
and Application for Access under a Permanent Guardianship Order
[CS1600]. The application for access can be made at the same time as
the PGO application.

e Per s.34(9), the consent of a child 12 years of age or older is required
before an access order can be made.

e Obtain, as applicable, the following:
— Consent by a Child 12 Years of Age or Older [CS1612],
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— Consent by a Guardian [CS1613], and
— Access or Consultation Agreement [CS1619].

¢ Make every effort to reach an agreement on maintenance for the child and
complete, as applicable:

— Agreement to Pay Child Support to a Director [CS3679]
e Provide evidence at the hearing and include :

— information that ensures the legal criteria for a PGO are met per
s.34(),

— address cumulative time in care, and if required, a plan of care for
the child, and

— information to support other applications such as an access
application or a maintenance application.

Following the Hearing if a PGO is granted:
e Inform the care giver and all service providers.

e Advise all parties to any access order made, that a review may be
requested at any time under s.34(13).

e If the child is Indian and a member of a band, provide a copy of the order
to the band designate within 20 days of the order being granted per
s.107(3).

e If requested, send a copy of the order to the Public Trustee.

e If appropriate, prepare the case for transfer.

Terms of an Order
Per s.34(8) the court may make an order prescribing access between the child
and a former guardian or other person.
Per s.34(10) the director may enter into an agreement providing for access
between the child and a former guardian or other person.

e Monitor any terms of access to ensure compliance.

e |If the terms of an existing order are inadequate, complete, file and serve
Notice and Application for a Review [CS1597] and present the matter to
the court.

e The court may vary access terms only if:
— the child consents, if the child is 12 years of age or older; and

— the court is satisfied that the access terms will not interfere with the
adoption of the child.
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Duration of an Order

Per s.40(2), a permanent guardianship order remains in effect until whichever
occurs first:

e the order is terminated by the court,
e a private guardianship order is made,
e an adoption order is made,

e the child turns 18, or

e the child marries.

Case Management
e Provide the following as directed in policy:
— services available to any child in care,
— contact with the child, and
— case planning.
e Provide information to the child as follows:

— Provide background information to the child on an ongoing basis
and as appropriate.

— Determine what information to provide by considering the best
interest and the child’s desire to have information.

— If uncertain about sensitive information, consult with the supervisor
about releasing it.

Terminating a Permanent Guardianship Order or Agreement

S.35(1) allows the director to apply to have a PGO or PGA terminated. To
proceed with this application, the director must be satisfied that the child should
be returned to the guardianship of the person who was the guardian prior to the
permanent guardianship agreement or order.

When permanent guardianship is terminated, guardianship reverts to the person
who was guardian prior to permanent guardianship, unless the court orders
otherwise.

e When considering an application to terminate permanent guardianship,
review the following:

— assess the stability and suitability of the former guardian’s
circumstances

— consider the child’s opinion
— consider how long the child has been in care
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— consider how involved the former guardian has been during the
time in care

— assess the stability and relationships of the current placement
— consider the opinions of the care giver

— consider what services will be needed if guardianship is not
terminated

— consult with the supervisor

Consult with the manager and provide the recommendation and reasons
for termination:

— within 30 days of receiving a request for termination, or
— upon deciding to initiate an application for termination.

The manager shall provide a written decision by completing Consent by a
Director or Authorized Delegate [CS2047].

If the manager provides consent for an application to terminate, complete
file and serve:

— Notice and Application to Terminate a Permanent Guardianship
Order or Agreement [CS3614], to terminate a permanent
guardianship order or agreement, or

— Notice and Application for a Review [CS1597], to terminate a
permanent guardianship order.

If there is also a joint guardianship order in place:

— Complete file and serve Notice and Application for a Review
[CS1597], to terminate the permanent guardianship and joint
guardianship orders.

— In the notice, insert “Permanent Guardianship and Joint
Guardianship” in the space indicated for the type of order.

— After the first sentence in the “Application” section, add “I am also
applying to terminate the joint guardianship order that was granted
on (date)”.

Present the case in court following the procedures for all court hearings
and be prepared to justify the application to terminate the order.

If the permanent guardianship is terminated:

Notify the guardian and any care providers.
Cancel any benefit being received on behalf of the child.

Advise the guardian to register for Alberta Health Care and apply for the
Canada Child Tax Benefit.

Follow procedures in policy for a child leaving care.
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Review the file to determine if the child was eligible for and received the
Alberta Resource Rebate cheque.

Review the file to determine if a Registered Education Savings Plan was
established for the child in order to receive the Alberta Centennial
Education Savings grant and other educational incentives.

Cessation of an Order

Once permanent guardianship ends at a youths’ 18" birthday:

Notify the youth, the school and the care provider.

Work with the young adult in signing an SFAA. Advise the young adult that
a Support and Financial Assistance Agreement [CS2041] may be entered
into at any point up until their 24" birthday if they do not sign an SFAA at
their 18" birthday.

Cancel any benefit being received on behalf of the child.

Advise the youth to obtain Alberta Health Care coverage.

If the file is closing, notify the youth and any involved First Nation.
Follow the procedures in policy for a child leaving care.

Related Information

y 2.1.1 First Nations Designate
2.2.1 Métis Resource

3.2.4 Leaving the Care and Custody of the Director

4.2.4 Transition to Independence Plan

5.2.6 Support and Financial Assistance Agreement

5.5 Court Procedures

7.1.2 Caseworker Contact
7.3.2 Placing a Child
7.3.3 Caseworker Responsibility During Placement

9. Services for Children

9.1 Medical

9.4 Financial

9.4.2 Obtaining Funding to Maintain a Child in Care
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=

a Access or Consultation Agreement [CS1619]
Agreement to Pay Child Support to a Director [CS3679]
Consent by a Child 12 Years of Age or Older [CS1612]
Consent by a Director or Authorized Delegate [CS2047]
Consent by a Guardian [CS1613]

Notice and Application for Access under a Permanent Guardianship Order
[CS1600]

Notice and Application for a Permanent Guardianship Order and Access Order
[CS1598]

Notice and Application for a Review [CS1597]

Notice and Application for Terms of a Temporary Guardianship Agreement
[CS1596]

Notice and Application by a Director to Terminate a Permanent Guardianship
Agreement [CS3614]

Support and Financial Assistance Agreement [CS2041]

@ Checklist for Court Documents

To report a broken link click here.
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Section: 5 3 Ord ers Issue Date:

January 1, 2014

Subsection: 5 3 5 ReVIeW Of a Perman ent Revision Date:
Guardianship Order by a Former
Guardian Page 1 of 4
Policy

An applicant(s) who was a guardian immediately prior to the current permanent
guardianship order may make an application to review the permanent
guardianship order.

Note:

Purpose

An application can be made when:

The permanent guardianship order continues to remain in place (no
adoption or private guardianship order in regards to the child(ren) has
been granted) and one of the following:

More than one year has elapsed since the 30 day period for
appealing the permanent guardianship order expired,;

If the permanent guardianship order was appealed within the initial
30 days, more than one year has elapsed since the appeal was
disposed of; or

More than two years has elapsed since the last application by the
former guardian under this section was disposed of.

S.35.1(1) allows a former guardian of a child(ren) to bring forward an application
to review the permanent guardianship order. The former guardian, in order to
demonstrate that their circumstances have changed, is able to present evidence
to the court to support their view that they are capable of assuming guardianship
and custody of their child(ren).

Procedure

Application

Provide the former guardian the following to assist in the completion of the

application:
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e Information to the applicant(s) on contacting legal aid or other services
that might be required

e A copy of the PGO to the applicant(s)

o Verify former guardians of the child(ren) to confirm who will need to be
served by the applicant(s)

Service

Upon being served with a Notice and Application by a Former Guardian to
Terminate a Permanent Guardianship Order [CS0025]:

e Consult with a supervisor
e Consult with legal counsel

e Adjourn all scheduled applications regarding permanency for the child(ren)
(adoption or private guardianship applications) until the PGO Review is
heard and disposed of by the court

Note: If permanency has been achieved through adoption or private
guardianship, refer the applicant to seek legal advice and provide
information about the post adoption registry, if appropriate

¢ Make a referral to the OCYA for the child(ren) for legal representation and
to assist in ensuring that the child(ren)’s rights, interests, and views are
represented

Advise those who may have a role with the child(ren), that an application has
been made. This may include:

e Band designate or Metis Resource
e The offices of the Public Guardian and the Public Trustee
e Current caregiver/prospective adoptive parents for the child(ren)

The former guardian making application for the review is responsible for service,
including all other former guardians of the child(ren) and the child(ren) 12 years-
of-age and older

e |If there is no access to the child(ren) the caseworker may be requested to
serve the child(ren) on behalf of the applicant(s)

e Any substitutional service of the child(ren) requires a completed Affidavit
of Service to be filed with the court

Note: Service of the child(ren) by a caseworker must occur in a public place
(i.e. the local service delivery office).

The child(ren)’s current placement address may not be known to the
applicant and the address of service is included in the Affidavit of
Service
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Assessment

An assessment of the applicant will be required by a caseworker

e Gather information about the applicants current circumstances and ability
to care for the child(ren). Considerations to include:

— Changes in the circumstances present at the time the PGO was
granted

— The stability of their relationships and housing
— Ability to provide for and support the child(ren)
— Supports currently accessed and available in the community

e Provide information to the applicant(s) regarding the child(ren)’s current
functioning, health and any specific exceptional needs including the level
of care required/being provided to assist in determining the applicants
ability to care for the child(ren)

e Document the assessment on contact notes and include the assessment
in an ongoing assessment record

Note: The court may order a Home Study to be completed

Meet with the applicant(s) to advise them of the director’s position and rationale
prior to the court date.

Prior to the court date, for any child(ren) capable of expressing a view, ensure
the child(ren) has been provided with information regarding the applicant’s
current circumstances and ability to care for the child(ren) and ascertain the
child(ren)’s view on the application. Provide this information to the applicant and
the court.

Attending Court

Prepare evidence for the court to address the director’s position and the best
interests of the child(ren) based on the child(ren)’s identified needs, the
child(ren)’s views if they are able to express a view, and the capacity of the
applicant(s) to meet their needs

e |If the director is in agreement of the child(ren) returning to the former
guardian under a Supervision Order, the prepared evidence should
include proposed terms for the Supervision Order

Upon hearing the application the court may:
e Dismiss the application; the PGO remains in effect;

e Grant the application; terminate the PGO without any further order from
the court and appoint the applicant as the guardian of the child; or

e Grant the application; terminate the PGO and appoint the applicant as the
guardian of the child and grant a Supervision Order
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If the permanent guardianship is terminated:
e Notify any care providers
e Cancel any benefit being received on behalf of the child

e Advise the guardian to register for Alberta Health Care and apply for the
Canada Child Tax Benefit

e Follow procedures in policy for a child leaving care
Recording

File a copy of the court order terminating the permanent guardianship on the
child’s file and indicate the outcome in the electronic information system.

Related Information

y 1.3 Office of the Child and Youth Advocate
1.3 Home Study Report — Placement Resources
2.1.1 First Nations Designate
2.2.1 Metis Resources
3.2.4 Leaving the Care and Custody of the Director
5.3.2 Supervision Order
5.3.6 Private Guardianship
5.5 Court Procedures
8.1.1 Legal Representation for the Director
8.1.2 Legal Representation for Children and Youth
8.5 Receiving or Being Served with Court Documents
15.1 Post Adoption Registry Overview - Adoption

Relevant Forms

@ Contact Notes [CS0072]
Ongoing Assessment Record [CS3703]

Notice and Application by a Former Guardian to terminate a Permanent
Guardianship Order [CS0025]
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Policy

Purpose

Any adult may make an application for a private guardianship order of a child
who is in the custody of the director, as defined in s.1(5) or is a subject of a
temporary guardianship order or, permanent guardianship order or agreement.

NOTE: Private guardianship applications under CYFEA only apply to

children who are in the custody or guardianship of the director.

For other guardianship applications refer the person to the family
court or the person’s lawyer to make an application for guardianship
under the Family Law Act.

Private guardianship provides an alternative to adoption as a permanency option.

S.52(1) allows any person to apply for the private guardianship of a child in the
custody or guardianship of the director. This permits multiple applications to be
made to the court for the same child.

S.56(1) allows a court to grant a private guardianship order when it is satisfied

that:

the applicant is able and willing to assume the responsibility of a guardian
toward the child,

it is in the best interest of the child, and

the child has been in the continuous care of the applicant for a period of at
least three months immediately prior to the hearing.

NOTE: The “continuous care for three months” requirement may be waived

if the court determines it is in the child’s best interest.
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Procedures

Deciding Whether to Support a Guardianship Application

To make a decision of whether to support a private guardianship application,
work through the decision making process with the applicant.

When considering support for an application for private guardianship, assess the
prospective private guardian’s willingness and ability to:

e work cooperatively with all parties (e.g. biological parents, service
providers, other family members) to develop and implement a plan for the
care and safety of the child — families may be offered counselling services,
mediation services or case conferencing to assist with this planning,

e understand and acknowledge the child’s needs,

e provide the resources (financial and otherwise) to meet the specific needs
of the child,

e provide for the needs of the child during the time the child has been in the
home (if the child has been in the family’s care), and

e access community resources to meet any special needs of the child.

Also explore the views of the child and their relationships with the applicant
family.

Providing Information to the Prospective Private Guardian

The importance of the applicant being enabled to make an informed decision
about private guardianship is essential. Ensure that applicants are aware of the
following factors about the application process:

e The application process includes the completion of a home study report.
e The application requires the consent of:
— the current guardian,
— achild 12 years of age or older, and
— adirector, if the director is not the guardian.
e Per s.55(2) the court may make an order dispensing with the consent of:
— the guardian of the child, other than the director,
— the child, or
— adirector, unless a director is the guardian of the child.
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NOTE: This means that the director must consent in all cases and this
consent can not be waived. If the director is not the guardian, then
the guardian’s consent is also required; however, this consent can
be waived by the court.

e |f the child is an Aboriginal child, the application must include a cultural
connection plan, which outlines how the child’s Aboriginal culture will be
preserved, and, per s.57.01(a), the guardian must take reasonable steps
to comply with the cultural connection plan.

e Pers.57.01(b) if the child is an Indian child the private guardian must:

— take reasonable steps on behalf of the child necessary for the child
to exercise any rights the child may have as an Indian, and

— inform the child of the child’s Indian status as soon as, in the
opinion of the guardian, the child is capable of understanding the
child’s status as an Indian.

e All parties served with the application for private guardianship shall
receive a copy of the completed home study report and the cultural
connection plan, if one is required.

e The court may waive service of the home study or cultural connection plan
on any person other than the director — such a waiver may be appropriate
in instances such as where a child may have access to personal
information about a prospective private guardian.

¢ Involve the First Nations designate per s.107.

e Where multiple applications are made for a child, the court would
determine who should be granted the guardianship of the child.

e The court may terminate the guardianship of any other guardians if:
— the guardian agrees with the termination, or
— the court feels it is necessary and desirable to do so.

e The court may choose not terminate guardianship of a previous guardian
and a private guardianship order may include terms respecting custody
and contact with the child — this would apply in instances such as where
the guardianship of a previous guardian is not terminated or if a person
with a significant relationship is granted access to the child.

e The applicant may be eligible for financial assistance if the child was
subject to a permanent guardianship order or agreement at the time the
private guardianship order was granted.

e |If a private guardianship order is made, a guardian whose guardianship
has not been terminated may make an application to terminate the private
guardianship order to return guardianship to the original guardian.
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When the applicant has questions regarding legal issues, suggest that the
applicant obtain legal advice.

In every instance where a private guardianship application is made, the
application should be supported by the concurrent plan and be made in the best
interest of the child.

Private Guardianship Applications

A private guardianship application under CYFEA must meet the following
conditions prior to proceeding with the application process:

e the child is in the custody or guardianship of the director,

e the applicant is willing to undergo a home study report in the regulated
format.

e the consent of the following is obtained:
— the guardian of the child,
— achild 12 years of age or older, and
— the director, if the director is not a guardian of the child
— (the court may dispense with consents as per s.55(2))

NOTE: The consent of a child 12 years of age or older must be taken by a
person who is delegated to take the consent of the child for the
purposes of private guardianship. If the child has any questions
about the legal meaning of private guardianship they should be
referred to LRCY.

Notice of the hearing must be served not less than 30 days before the date of the
hearing, on:

e the guardian(s) of the child,
e a child 12 years of age or older, and

e the director if the director is not a guardian.

Service shall include:
e the notice and application of private guardianship,
e the home study report, and

e the cultural connection plan, if one is required.

The court may waive some of the service requirements per s.53(2).
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Assisting Applicants

A director may make an application for private guardianship on behalf of the
applicant if;

¢ the applicant agrees in writing, and

e the director is satisfied that it is the best interest of the child for the child to
be placed in the guardianship of the applicant.

Assist applicants with the private guardianship application process when the
director supports the application. Determine with the applicant to what extent
assistance is required. This may vary based on the status of the child and the
circumstances of the applicant.

Permanent Guardianship

If the child is under permanent guardianship the director shall be responsible for
preparing the home study report and supporting the applicant with the application
process.

NOTE: If the director is served with a Notice and Application by a Former
Guardian to Terminate a Permanent Guardianship Order [CS0025],
any application for private guardianship must be adjourned until the
application by the former guardian is disposed of.

Temporary Guardianship or Custody Agreement

If the child is under TGO or custody agreement, and where the director supports
the application, and if the caregiver states they cannot afford to pay for a home
study report, the director may prepare, or hi