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FOM PROGRAM 
REQUIREMENTS 
 

General 
Information 

Children may be referred for foster care placement or services from 
a variety of sources, both outside and within the Department of 
Human Services. Depending on the referral source, there are some 
differences in roles and responsibilities between the referring staff 
and foster care staff which are clarified as follows: 

Coordination With 
Children's 
Protective 
Services (CPS) 

The provision of services to abused or neglected children and their 
parents is a function of children’s protective services staff when 
children are living in their own homes prior to removal. Reasonable 
efforts must be made to prevent or eliminate the need for removal, 
prior to the removal of a child from his/her own home - except in 
emergency removal situations; see Reasonable Efforts in FOM 
722-06 and FOM 902-02.  

When children have been removed from their homes by court order 
and placed in a foster home, shelter facility, or with a relative care-
giver(s), the provision of services to abused or neglected children is 
a function of foster care staff. When children are removed from their 
own homes, it is vital that there be cooperation and coordination 
with CPS staff to permit a smooth transition of responsibility for 
working with the children, parents, and caregiver(s).  

The best practice to facilitate a smooth transfer is a case 
conference outlining CPS activity, objectives and recommended 
treatment. The conference is then followed by a written summary. 

The following describes the responsibilities and functions of CPS 
and foster care staff when children are removed from their homes. 

1. The DHS local office must ensure there are adequate 
procedures for rapid placement in emergency situations. The 
local office must also ensure that a child and foster home are 
suitably matched; see FOM 722-03, Placement/Replacement. 

 CPS staff must provide supportive services during this transi-
tion period to ensure that at no time the child(ren) or parent(s) 
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be without a responsible worker. Efforts must be continued to 
resolve the issues that led to the need for an out-of-home 
placement. Where possible, pursue reunification of the child 
with family. 

2. The five-day packet has been replaced by the transfer to foster 
care module in SWSS-CPS. Within five working days of an 
initial foster care placement, the CPS worker must transfer the 
case in SWSS CPS to foster care. This requires all fields be 
completed by CPS and approval by the CPS supervisor must 
be given prior to transfer. Foster care workers must print 
transfer information from SWSS and place it in the foster care 
file. 

 A case conference is required between CPS and foster care 
staff within five working days of the child's placement when 
CPS has filed, or is required to file, a petition to terminate 
parental rights at the first dispositional hearing.  

 The foster care worker receives all information required from 
SWSS CPS and any additional information deemed 
appropriate at the time of the conference. At a minimum, the 
assigned CPS worker and supervisor, the assigned foster care 
worker and supervisor, and other staff, as appropriate, are to 
be in attendance at the case conference. 

3. Within five business days from the case assignment date to 
foster care, the assigned foster care worker must have a face-
to-face meeting with the child. 

4. Unless documented as harmful to the child, weekly parenting 
time must be provided, effective from the first day of 
placement. CPS must arrange parenting time until service 
responsibility is transferred to foster care; see FOM 722-06, 
Parenting Time. 

5. The CPS case must be kept open through the adjudicative 
phase of the court proceeding. At the adjudication hearing, the 
CPS worker will be required to testify as to allegations 
contained in the petition, the specific efforts provided to prevent 
placement and the reasons those services did not prevent 
placement. The CPS case must be closed after the 
adjudication hearing. 

6. Supervision of a temporary, state or permanent court ward 
placed in a relative's home for protective purposes is the 
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responsibility of foster care and is identified as Relative Care or 
Relative Foster Care; see FOM 722-03, Placement with 
Relatives. 

 Supervision of a child placed with relatives without court 
jurisdiction is the responsibility of CPS. 

 When a child is removed from the custodial parent and immedi-
ately placed with the non-custodial parent, with or without court 
jurisdiction, case supervision remains the responsibility of CPS; 
see PSM 715-4, Coordination With Foster Care. 

7. When one or more children of a family are placed in foster care 
and other children remain at home and a need for further 
services exists, foster care staff must provide services and 
case planning to the: 

 Child(ren) in foster care.  

 Parent(s). 

 Foster parents/relative/unrelated caregivers. 

 Children who remain in the home with the parent, as 
needed, regardless of court wardship. 

 Although the court has deemed the children safe to remain in 
the home, foster care workers are mandatory reporters and 
must file a CPS complaint if there is reasonable cause to sus-
pect abuse or neglect has occurred.  

8. When a child in foster care is returned to his or her own home, 
necessary follow up or aftercare supervision must be provided 
by foster care staff. Ongoing casework responsibility will not be 
returned to protective services from foster care if the child has 
been in foster care for more than 21 calendar days. 

Transfer of Service 
and Case 
Management 
Responsibility 
from CPS to Foster 
Care 

CPS must transfer case management responsibility to foster care 
when a decision has been made to remove a child(ren) or immedi-
ately upon placement of a child into foster care. The children’s pro-
tective services SWSS transfer to foster care information must be 
completed by CPS. 
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Transmittal of the Transfer to Foster Care information from CPS will 
take place electronically via SWSS FAJ. Case assignment will also 
take place within SWSS FAJ. The foster care supervisor receives 
an unregistered case transferred from the CPS portion of SWSS-
CPS.  

The foster care supervisor must review the case information 
received from CPS. The process of the foster care supervisor 
accepting and assigning the case from CPS constitutes the transfer 
of case management responsibility from CPS to foster care. Foster 
care supervisors must now assign cases instead of accepting or 
rejecting cases transferred from CPS. 

Foster care will assume responsibility for case management ser-
vices to the child(ren), parent(s) and foster parent/relative/unrelated 
caregiver upon receipt of the transfer to Foster Care information. 
Prompt transfer of the case information from SWSS CPS is essen-
tial to allow foster care time to develop the initial service plan which 
must be completed within 30 calendar days of a child's placement 
into foster care. 

The CPS supervisor and foster care supervisor are peer members. 
If there is a question of transfer information being substandard, the 
section manager can intercede without disrupting the registration 
process or the implementation of services to that child and/or 
family. 

Case management responsibility will generally be transferred from 
CPS to foster care staff no later than five working days following 
placement of the child into foster care. However, it is recognized 
that in certain circumstances, a child may be removed with the 
expectation that the child's time in foster care will be less than 21 
calendar days. CPS may retain case management responsibility in 
these situations for a maximum of 21 calendar days.  

If the child is not returned home by the 21st day, the case must be 
transferred to foster care by the 21st day. Such circumstances 
require that local management establish procedures to ensure that 
the initial service plan (ISP) is prepared and made available to the 
court within 30 calendar days of the child's placement.  

If a child is in foster care for less than 21 calendar days, a foster 
care case must still be opened to determine the funding source and 
make payments for the child’s care. 
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If CPS has transferred case responsibility to foster care and the 
child is returned home prior to having been in placement for 21 cal-
endar days, case management responsibility will revert to CPS. 
Foster care staff must retain case management responsibility for all 
cases in which placement in foster care extends beyond 21 
calendar days even if the child is returned home. 

Children's 
Protective 
Services - Foster 
Care Transfer 
Summary 
Information 

Transmittal of the Transfer to Foster Care information from SWSS 
CPS takes place electronically via SWSS FAJ. Informational fields 
from SWSS CPS pre-fill into SWSS FAJ post-transfer including, but 
not limited to, ongoing social work contacts. 

Additional documents which are not contained within the SWSS 
CPS transfer to foster care module (CPS-FC) are required to com-
plete the CPS case transfer to foster care. The additional materials 
include the following: 

 Copy of the petition and the court order placing the child in out-
of-home placement. 

 Criminal record and central registry check on potential or actual 
placements with the non-custodial parent, relatives or 
unrelated caregivers.  

 DHS-3200, Report of Actual or Suspected Child Abuse or 
Neglect. 

 DHS-729, Confidential Notice to Friend of the Court of CPS 
Disposition and Family Court Action, if applicable. 

 DHS-991, Diligent Search Checklist. 

 DHS-987, Relative Documentation. 

 DHS-990, Relative Notification.  

 DHS-989, Relative Response Form. 

 DHS-988, Relative Search Information. 
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 DHS-0003, Sibling Placement Evaluation, if applicable. 

 Copy of the DHS-3762, Medical Authorization Card. 

 Any other reports, as applicable, not contained in SWSS-CPS 
(for example, psychological evaluation, medical reports, school 
reports, etc.). 

 Documentation pertinent to notification of FIS/ES staff of 
removal, if applicable. 

Note:  A current (taken within the past 12 months) photograph of 
the child must be scanned/uploaded into SWSS-CPS prior to 
transfer of that child to foster care. 

VOLUNTARY 
FOSTER CARE 
PLACEMENT 

For Indian children, see NAA 230, Voluntary Foster Care Place-
ment. 

Voluntary foster care placement may be used as a service for fami-
lies only when the regular caregivers must be absent less than 
three months from the child care role for reasons beyond their 
control such as hospitalizationor incarceration. Voluntary foster 
care may not be used as an alternative/substitute for court-ordered 
foster care placement when out-of-home care is needed for 
protection. The DHS-3813, Request for Assistance/Voluntary 
Foster Care, (RFF 3813), must be used for all voluntary foster care 
placements. This agreement provides for the emergency and 
routine medical care of the child and states that the child will be 
returned to the caregiver upon the caregiver’s request. 

If placement in voluntary foster care is expected to exceed three 
months, a petition is to be filed in the Family Division of the Circuit 
Court requesting that the court assume jurisdiction. If the court fails 
to assume jurisdiction, the child must be returned to his/her original 
caretaker. In no instance can a voluntary foster care placement 
exceed six months.  

If placement into voluntary foster care is initiated by CPS staff, and 
the length of stay in voluntary foster care is expected to exceed, or 
actually does exceed, 21 calendar days, case transfer requirements 
are the same as for children in court-ordered placements. Compli-
ance with all child placing agency licensing rules is expected during 
the period of time the child remains in voluntary care. 
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Exception:  If the child is certified as eligible for an adoption 
medical subsidy and temporary out-of-home placement is 
necessary due to the child’s medical condition, the criteria for 
medical subsidy is located in Adoption Subsidy manual; see AAM 
640, Post Placement Use of the Adoption Medical Subsidy 
Program. 

If the children in need of voluntary foster care placement includes a 
minor parent and his/her child(ren), the criteria for such placement 
is located in the Bridges Eligibility Manual, BEM 201 MINOR 
PARENT. The DHS-3813, Voluntary Placement Agreement, is 
required. However, unlike voluntary placement of other children, 
there is no six month time limit. Child placing agency licensing rules 
also apply to these placements. 

COURT ORDERED 
PLACEMENTS 

A family court order must exist that makes the Department of 
Human Services responsible for the child's placement and care 
(unless the child is a voluntary placement). The department 
assumes legal, financial and service responsibility at the point it 
accepts a child for placement and care. Each local office has been 
delegated the responsibility and authority to handle the official 
acceptance of such children. 

The local office staff is to have the required court material in their 
possession and are to review this material for accuracy and com-
pleteness prior to assuming responsibility for the child. All court 
material is to be date stamped upon receipt. The SWSS FAJ 
acceptance date is the date the court signs the order; see Case 
Acceptance Date in this item. 

Conditions for 
Acceptance 

Court Responsibility 

The court is responsible to: 

 Have the child available for placement. 

 Provide complete and accurate documents to the local office 
staff. In order to ensure proper transfer of these responsibilities 
for the child, these documents must include: 

 Original or true copy of the petition. 
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 Original or true copy of the order placing the child(ren) 
with the Department of Human Services. MCL 712A.20 
requires the court state whether the child is in temporary 
or permanent custody of the court when making the order. 

 Report of medical examination, at court expense, done 
within 30 days prior to commitment. (This provision 
applies only to MCI wards committed under P.A. 220.) 

 Written authorization for emergency medical treatment, 
emergency surgical treatment and routine non-surgical 
medical care. 

 A social file summary. 

State Ward Commitment Orders 

Commitment orders for state wards must: 

1. Contain the words “committed to the Department of Human 
Services” or words with the same meaning. 

2. Reference the public act under which the youth is to be 
accepted by the department; such as, Act 220 or Act 296. 

3. Must include a statement identifying the director of DHS as the 
special guardian to receive any governmental benefits due the 
youth.  

Verification of 
Citizenship or 
Immigration Status 

Foster care workers must verify the citizenship or immigration 
status of all children entering foster care (2006 Public Law 109-
432). During initial meetings with the parent(s) the foster care 
worker must inquire as to the child’s place of birth in order to obtain 
the child’s birth certificate for the case record. The verification of 
citizenship or immigration status is based upon the child’s status 
and not on the parent’s status. Verification must be done in a non-
discriminatory way.  

If the child was not born in the United States, the foster care worker 
must ask the parent(s) to provide documentation to verify U.S. citi-
zenship or qualified alien status. See BEM 225, Exhibit III, U. S. 
State Department Documents for information on the documents 
required to verify citizenship or immigration status. Detailed 
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information on documentation requirements can also be found in 
FOM 902, Verification/Documenting Procedures. 

Foster care workers must make a copy of both sides of any verifica-
tion document(s) and file the copy in the child’s case record.  

If workers determine that a child’s presence in the U.S. is unlawful, 
workers must give the information to their supervisor. For local 
office requirements on U.S. Citizenship and Immigration Services 
(USCIS); see BEM 225, Notification to USCIS. Foster care workers 
are not to contact the USCIS directly regarding the unlawful pres-
ence within the U.S. The local office supervisor must consult the 
Foster Care Program Office regarding the notification to USCIS.  

Notification of 
Consulate 

Any child who is not a United States citizen, regardless of immigra-
tion status, is considered a foreign national. When a foreign 
national is taken into protective custody, or placed with the 
department for care and supervision, the Vienna Convention on 
Consular Relations requires that the appropriate consulate receive 
notification within 48 hours. Foster care workers are required to 
complete and submit DHS-914, Notice to Foreign Consul/Embassy, 
letter to the appropriate consulate. A listing of foreign consular 
offices in the United States may be found at: 

http://www.state.gov/s/cpr/rls/fco/ 

After entering the U.S. State Department Foreign Consular Offices 
website, click on box on left-hand side of the page to access consu-
lar offices by country. 

REFERRAL TO 
CHILD SUPPORT 
 

Automated 
Referral 

If the mother/father is listed in SWSS-FAJ as not in the same home 
as the child, an automated referral will be made to the child support 
computer system (MiCSES) through Bridges. MiCSES will generate 
a 7-day notice from the Office of Child Support specialist to the fos-
ter care worker. The foster care worker must mail or fax the DHS-
3205, Foster Care/Juvenile Justice Ward Benefit Eligibility Record, 
to the child support specialist named on the notice.  
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 Do not send the DHS-3205 to the support specialist until the 
notice letter has been received.  

 Write the court file number for the foster care court case on the 
DHS-3205.  

 The child’s placement must be entered into SWSS FAJ before 
printing the DHS-3205. 

Second Notice 

After nine days, if the child support specialist does not enter the 
information into the computer system, MiCSES will generate a sec-
ond notice to the foster care worker requesting receipt of the DHS-
3205. If the DHS-3205 is not sent to the child support specialist 
within 16 days, the child support case will close. 

Referral to Child 
Support Not 
Appropriate 

If a referral to child support is not appropriate, email or call the child 
support specialist named in the notice to inform him/her that child 
support action will not be pursued at this time. Document the rea-
sons for this decision in the case file. 

Cases Not 
Referred to Child 
Support 

Do not refer the following cases to child support: 

 Cases in which the parental rights have been terminated (legal 
status 41 and 44), unless the court orders for child support 
obligation to continue following termination of parental rights. 

 Cases with a funding source code of 1-own/adoptive family or 
6-self supporting. 

 Cases in which a temporary ward is placed with an unlicensed 
relative. 
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Unlicensed 
Relative and Child 
Support 

When a child is removed from the home and placed with an unli-
censed relative, the children’s services caseworker must open MA 
in SWSS-FAJ regardless of whether the relative plans to apply for 
FIP/ineligible grantee; see FOM 902-11, Children in Unlicensed 
Relative Placement. When a child is placed with an unlicensed 
relative, the opening of MA and/or FIP generates a referral to child 
support. Do not send the DHS-3205 to the child support specialist. 
This will ensure if monies are collected, the relative caregiver will 
receive the money as a third party custodian. 

Child Support 
Orders 

It may be necessary for the foster care worker to provide the 
support specialist, the local prosecuting attorney’s office or the local 
Friend of the Court with information to establish paternity and or a 
support order, particularly if the parent is unavailable. The child 
support specialist will provide the following information to the foster 
care worker: 

 If the location of either parent is unknown, the support 
specialist will provide locating services. When the parent is 
located, the support specialist will inform the foster care worker 
of the location of the parent and initiate appropriate paternity 
and/or support action, if necessary. 

 If the non-custodial parent refuses to cooperate with the 
prosecuting attorney, the support specialist will notify the foster 
care worker of the non-cooperation via telephone, in writing or 
by email. 

Foster Care 
Worker 
Responsibility 

Once a child support order is established, the foster care worker 
must notify the local Friend of the Court via DHS-3205 when any of 
the following circumstances occur: 

 A change of funding source - to ensure the child support is sent 
to the correct place. 
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 Termination of parental rights - to stop the current child support 
charge, unless the court orders for the child support obligation 
to continue following termination of parental rights. 

 When the child is returned home (with either parent) - to 
ensure that the current custodian receives the child support, 
instead of the state or county. 

Write the specific change in the comments section of the DHS-
3205. 

See FOM 902-12, Government and Other Benefits for more infor-
mation on the DHS-3205. 

Case Acceptance 
Date 

The date of acceptance is the date that the local office commences 
supervisory responsibility for the child from the court. The date of 
acceptance is the date the court order is signed by the judge/ref-
eree. Title IV-E payments cannot begin before all required court 
materials are received; see FOM 902,.Case Opening on SWSS 
FAJ. 

Within 21 calendar days of the date of acceptance of the case from 
the court, the following actions must occur: 

 The case must be registered and opened on SWSS FAJ. 

 A Bridges transaction to open the case must be completed 
through SWSS FAJ. 

 The child’s citizenship/immigration status must be entered in 
the Child Information Module Citizen/Qualified Alien section of 
SWSS FAJ. 

Private Child 
Placing Agencies 
DHS-719 

The DHS-719, Child Placing Agency form, must be used by the pri-
vate agency to collect all the family information required to deter-
mine initial funding eligibility and to open the case on SWSS FAJ. 
Private child placing agencies must submit the completed DHS-719 
to the local DHS office before payment authorization can be 
initiated in SWSS FAJ. See FOM 722-08, Purchase Agreement - 
Local Office Approval and FOM 914, Monitoring Worker 
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Responsibilities for more information on the use of this form and 
the time requirements.  

Case Maintenance 

The case must be updated as needed on SWSS FAJ and these 
updates transmitted to Bridges. This includes updating the: 

 Quarterly Review date, whenever a USP is completed. 

 Redetermination due date, whenever a funding 
(re)determination is completed. 

 Placement information, if the child’s placement changes. 

 Legal status, if this changes. 

 Funding source, any time the funding source changes. 

Medicaid updates are accessed through the SWSS FAJ module. All 
medicaid updates are automatically transmitted to Bridges. 

Title IV-E and state ward board and care (SWBC) payments are 
authorized in SWSS FAJ. These payment authorizations must be 
reviewed and modified or terminated as appropriate. Activities that 
may require payment authorization maintenance are: 

 Placement changes. 

 Legal status changes. 

 Completion of a funding (re)determination. 

 Funding source changes. 

 Change in license status of caregiver. 

 Change in DOC rate. 

Note:  County child care fund payments must be paid using local 
office procedures. 

PROBLEM COURT 
ORDERS 

Court decisions, federal statutes, federal regulations and state law 
affect the conditions under which the department can accept care 
and supervision of court wards, the department's jurisdiction over 
wards committed to the state and the parameters for provision of 
care and supervision of temporary and state wards. 
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The Michigan Court of Appeals has determined, in the Grantham 
Decision, July 12, 1982, that the Department of Social Services 
(now known as Department of Human Services) did not have the 
“power to accept custody of children from the circuit court as a 
result of a divorce action.” 

Problematic court orders include those orders which: 

 Conflict with the Grantham decision. 

 Conflict with Title IV-E funding requirements; see FOM 902, 
Title IV-E Eligibility Requirements. 

 Conflict with state policy. 

 Do not include required wording. 

 Order the department to pay for services for a child or an adult 
for which there is not an available funding source.  

The local DHS office must forward copies of problematic court 
orders to Field Operation Administration (FOA) as soon as possible 
but no later than the working day following receipt of the order. 
Placement  agency foster care providers must consult with the local 
DHS office immediately regarding problematic court orders. 
Immediate action must be taken, as any appeal of an order must be 
filed with the court within 20 calendar days. 

Include a written description (memo or email of the problematic 
issues as the local office perceives them including references to 
policy and law. The FOA will forward these on to Legal Affairs. 
Local offices must also attempt to resolve problematic aspects of 
the order with the court and request that the court modify the order. 

Note:  Wayne County DHS is represented by the Attorney 
General’s Office; the local district office should follow the 
established protocol. Wayne County does not need to contact 
Urban Field Operations unless informed to do so by the Attorney 
General. 

Make a second contact with FOA within five working days after 
sending the court order, to notify the office of results of efforts with 
the court to resolve issues pertaining to the problematic court order. 
The second contact may be made by telephone, email, or by fax.  

A panel, including representatives of Legal Affairs, Field Operation 
Administration/Urban Field Operations, and the Bureau of Child 
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Welfare, will make a final decision on whether to request an appeal 
or amendment through the Attorney General's Office. 

See the Administrative Handbook Manual, AHM 1100, Appeal of 
Court Orders and Initiation of Legal Action and AHM 1110, How 
to Handle Court Orders for more information. 

MCI COMMITMENT 
COURT ORDERS 

Send copies of the following SWSS FAJ generated forms (gener-
ated from the legal module) along with the MCI commitment orders 
to Reconciliation and Recoupment Section, Box 30025, Lansing, 
Michigan 48909: 

 DHS-716, Notice of Voluntary Release memo, for voluntary 
releases/commitments under Act 296. 

 DHS-717, Chargeback memo, for commitments with a charge 
county which is different than the county of commitment. 

MICHIGAN 
CHILDREN’S 
INSTITUTE-
OBSERVATION 
(MCI-O) 
COMMITMENTS 

MCI-O commitment orders give the department responsibility for 
youth for a period of 90 calendar days for the purpose of observa-
tion, evaluation and recommendation per MCL 400.203(b). This 
commitment cannot exceed 90 calendar days without a recommen-
dation from the MCI superintendent. Therefore, within 30 working 
days of the receipt of an MCI-O commitment order, the local office 
must prepare a report to the MCI superintendent, utilizing the ISP 
format (DHS-65), with a recommendation regarding the 
continuation of the MCI-O commitment.  

Funding or financial reasons alone are not a sufficient basis for rec-
ommending the continuation of an MCI-O commitment. The MCI 
superintendent will review the submitted material and forward a rec-
ommendation to the committing court prior to the lapse of 90 calen-
dar days with a copy to the local office. 

In those instances where the committing court extends the observa-
tion period beyond the original 90 calendar days without the recom-
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mendation of the MCI superintendent, the procedures in the section 
on Problem Court Orders are to be followed. 
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