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Policy & Resource Links

Look for this
symbol!



Case Details



Family Unit

Details



Case Details: Household Composition

The CPS Workers shall update the Household
Family Unit Members before submitting the

CPS assessment and/or transferring the case to
In-Home or Foster Care

End Date: This can be when you
discover the household member

left the home or the date you
know they left the home. 

Ex- Info gathered from David that
Molly left the home in July. 

*The FRAME case should contain only the people involved in
household at the conclusion of the CPS assessment.*



Ending Participation

Case Managers shall end participation for those
no longer in the family unit before opening a
new service period and an In-Home or Foster

Care episode.

End Date: This can be when you discover the household member is no longer a part of the family unit OR the
date you know they left the family unit OR the opening of the new service period if information is unknown.  

Reason: Choose the end reason that is most applicable to the situation. 



Centralized Intake



RECEIVING THE REPORT
All reports of Suspected Child Abuse or

Neglect are sent to the Central Intake
Unit to be processed by an Intake

Worker (IW). 

IW completes a thorough search of
FRAME to avoid unnecessary

duplication.

IW enters the report into the FRAME
system either into the current family
FRAME case or creating a new one, if

needed.



CASE NAME
Case name is identified by 

LAST NAME, FIRST NAME
of the oldest child in the household



Multiple factors are taken into consideration when determining which case a report will
be entered into when the child has history in multiple cases:

Alleged Maltreatment
Subject(s) of the Report

Subject(s) relationship to the child.
New/Additional family unit members such as significant others and their child(ren).

Household the incident occurred

Example: Jane and David were married and had two children, Arthur and DW. 
A FRAME case was created for Jane and David with both being listed as subjects historically. 

Jane and David divorced. David remarried Susan and together they had two more children. A new report is received
alleging that David and Susan are physically abusing Arthur and DW as well as their two children. 

A new FRAME case would be created for David and Susan’s household. 

Children in multiple cases
FRAME ENTRY



It is important that the Zone is notifying Intake as soon as
possible after they have had contact with a reporter if that is

the initiation of the report. For example, if LE calls you directly
on Thursday, 8/25/25, at 8:13 PM as they need you to respond to

a home and assist them, that is the Date & Time received. 

The Date & Time received by Intake is documented by Intake in:
1. Report Details in FRAME

2. Case Activity Log
3. SFN 960/Tool 1

DATE & TIME DOCUMENTATION

IW will then follow back up with that on call worker to complete
the Tool 1 and get everything inputted into FRAME *if needed.



Continued 
The date and time documented in the
Assessment Details is the date and
time the IW sent the report to the
Human Service Zone/ CPS Supervisor. 

If the Zone already received/reviewed
the report, however, that is the date

and time that will be used, regardless
of when Intake received it. 

Using the previous example, it would
be Thursday, 8/25/25, at 8:13 PM

DATE & TIME DOCUMENTATION

IMPORTANT:
1. This date and time cannot be after the Face

to Face initiated Date and Time.

If a 960 is sent to your agency, please do not fill out
the bottom of the 960 with the report date and time.

This should be completed by Intake only. 



Child on Child
Sexualized Behavior
(CSB)

Substance
Exposed Infant
(SEI)

Unborn babies are never
entered under the
household (they are listed
as non family unit
members). 

DIFFERENT REPORT TYPES
DIFFERENT FRAME ENTRIES

REMINDER: The HSZ is responsible for referring reports that are full kitted to
where it needs to go.

For example: Any reports that need to involve Law Enforcement. 

Pregnant
Woman (PWA)

Licensed Foster
Homes & Daycares

Schools &
Facilities 

These reports are not
kept in FRAME and
referred to ICPS.

No assessment is
started- responsibility of
CPS worker to start
assessment due to Alt.
Response option

Entered as a
Administrative Referral-
CPS worker responsible
for referral to LE, Case
Logs and AR
documentations

Entered under the
name on the license.



Reminders
All reports must be to sent to Centralized Intake for processing. 
Zone Worker can assist reporters who wish to file reports with them
and do not want to use Central Intake by completing the 960, but the
worker is not the reporter. The person telling you the information is the
reporter. 
PLEASE do not enter any reports into FRAME. All new reports must go
through Centralized Intake. 
If backtracking must occur due to having to move reports (that have
already been through Intake) into a different FRAME case, just send
intake an email that this occurring as an FYI.



Child Protective Services



Assessment Details
Extensions up to date
Assessment location is correct
(home, foster care, childcare)
Was safety assessed and
identified?

Present danger and/or
impending danger

Plan for Child Safety?
Present Danger Plan and/or
Safety Plan

Complete all areas; do not keep ‘x’ or ‘.’, etc.



Face to Face
Face to face in assessment details, Tool 3, and Face to
face initiation with the victim in Case Activity Log
(CAL) must match.

Case should always be initiated by face to face with
victim and coded in CAL as “CPS initiated w/contact
with victim”

Face to face date and time cannot be before Date/Time
Received from Intake or Report Date Received



=
Should be equal to or before

&



Tool 1/960 for all reports

Tool 2 (Present Danger
Assessment) and SFN
455 (Present Danger
Plan)- signed

Tool 3/3.1/3.2- signed

Police reports

Affidavit of Mailing (SFN
499) signed (for confirmed
subject letters)- signed

Documentation

Tool 4 (Safety Plan)- signed

Medical records

School records

Notification Letters to
subject(s), non-subject
parent(s), mandated
reporters- signed

CAPTA/DD Referral
(SFN 486)

Pictures

Court related documents

Daycare onset letter

All other documents
obtained or created
throughout the
assessment process



NAMING DOCUMENTS

Simple and consistent
Use individual names or initials,

      if applicable



Uploading Pictures
Combine pictures into one document

Insert into a continuous word
           document, upload a zipped file,
           or combine as a PDF document

Please, do not upload more than
     5 pictures individually



Substance Exposed Infants

Unique in how Intake will initiate them
ALL assessment should start as an

      Alternative Response



SEI CONTINUED
What it will look like when Intake transfers
Do not move into assessment until baby is named and added
into the family unit as the victim

Delete “Unknown Unknown”





SEI ASSESSMENT DETAILS AND DOCUMENTATION
Assessment Details:

Assessment Type- Alternative Response
Alternative Response Offered- Yes/No
Reason Not Offered
Alternative Response Accepted

Intake: 
Complete date and time received from intake as was not completed by
intake previously due to it waiting to be pushed forward by the worker

Additional SEI- AR Documentation:
Completed Plan of Safe Care (SFN 485)
Signed AR Agreement (SFN 495)
Completed and Signed Safety Support Agreements (SFN 487)
Completed and Signed Child Abuse and Neglect Background Inquiry (SFN
433)
Release of Information (SFN 1059)
Birth Medical Records

Plan of Safe Care:
Completed in FRAME



Individuals/Caregivers/Victims &
Maltreatments

Be sure to include all alleged
maltreatments, correct
subjects, and correct victims.



NOTIFICATIONS
Date Notified- date of letter and

       affidavits of mailing (if applicable)

DD Referral- must send for Confirmed finding
assessments for any child under 3 within the
household upon and SEI- AR

Child Near Death- Yes, only if the abuse/neglect
confirmed finding led to the near death of a child,
as identified by medical.

Repeat Maltreatment = confirmed finding within
12 months of another confirmed finding

Child Abuse and Neglect Near Deaths
640-01-10-15-01-40

https://www.nd.gov/dhs/policymanuals/64001/64001.htm#640-01-10-15-01-40.htm?Highlight=640-01-10-15-01-40


CASE ACTIVITY LOGS
All contacts are documented
Can be brief if information is
in Tool 3
Include the contact
individual(s) name and role
Correct contact type
Correct date and time



Case Details: Household Composition

The CPS Workers shall update the Household
Family Unit Members before submitting the

CPS assessment and/or transferring the case to
In-Home or Foster Care

End Date: The date the
individuals leaves the home.

*The FRAME case should contain only the people involved in
household at the conclusion of the CPS assessment.*



North Dakota Child Protective
Services Checklist

UND Training Website

Assessment Submission Checklist

https://und.edu/cfstc/_files/docs/2022-nd-child-protective-services-checklist.pdf
https://und.edu/cfstc/_files/docs/2022-nd-child-protective-services-checklist.pdf
https://und.edu/cfstc/_files/docs/2022-nd-child-protective-services-checklist.pdf


Case Management



Family Unit Details

Case Managers shall update the Household
Family Unit Members before opening a new

service period and an In-Home or Foster Care
episode.

The FRAME case should contain
only the people involved in the
household at the onset of the

Case Management.

This information should be
gathered in conjunction with

CPS during the warm hand off.

*For CM it is important to check that the relationships are accurate as
well as they are interconnected to permanency goals.*



Should be used to add members to the family unit
Can also be used when looking for information

       on a parent or relative needed for parent locator
       requests or placement details

Steps:
1.  Select Edit Family Unit on home screen
2.  Select Add Member
3.  Enter name and select search
4.  If adding to the family unit, select Add New Client to Case
5.  If just gathering information, hit previous to go back

without adding a client

Adding Members-Member Search



Ending Participation

Case Managers shall end participation for those
no longer in the family unit before opening a
new service period and an In-Home or Foster

Care episode.

End Date: This can be when you discover the household member is no longer a part of the family unit OR the
date you know they left the family unit OR the opening of the new service period if information is unknown.  

Reason: Choose the end reason that is most applicable to the situation. 



Client Details

Member details should be
completed for all participants

For any children that are in
foster care, ensure that the
ICWA information is
completed and indicate if the
child has been adopted or
had a prior guardianship Note that placing agency is

only completed if there was a
prior adoption



Absent Parents
Complete as much information as you
know
A parent should not be listed as an
absent parent AND a part of the family
unit
If they move from a part of the family unit
to absent parent or vice versa, you need
to end participation in the other AND
their name needs to be listed exactly the
same in both places---never delete

If not, it will cause issues with child
support referrals

*Paternity Excluded can only be identified if
official determination from child support*



School information needs to be entered
for any child age 5 or older regardless of
their enrollment
In order to update all areas, you need to
hit edit all rather than going into each
area separately
The IEP information needs to be entered
regardless if they are on an IEP.
This information needs to be updated
with each change in school setting as
well as for the September 15 annual
enrollment verification

SCHOOL INFORMATION



MEDICAL INFORMATION
This section is a great place to keep all
medical information in one place and to
follow the child through
You MUST enter something for clinically
diagnosed conditions and Health Tracks
date. These are AFCARS elements.
If there are none, you just chose none as
the option
If you do not have the information at the
time of the first care plan, enter none
but be sure to come back and update
after the information is gathered or
diagnosis are made.
You can print a face sheet that includes
all information from Med tab



Case Management Tab

*FTDM is being removed as we no longer have that service*



Chafee, Independent Living, NYTD
Survey, Credit Reporting



Continued
Youth 14 & older must have independent
living goals developed
Independent Living Services should be
entered monthly
When a youth reaches age 14, a referral is
made to the Chafee Independent Living
Program

If they choose to participate in Chafee,
the coordinator will enter them in as a
participant and enter IL Services-this
does not alleviate the CM requirement

Credit Reporting:
Completed once per year by CFS
CFS will enter the date the report was
completed and send on to CM to
address with youth



Opening Service Period



Opening Service Period - Clients

All children entering foster
care must be listed as a care
plan client.
For in-home, all children that
were identified as vulnerable
to the impending danger. 
Adults in the household
should never be a care plan
client.



NEW
LAYOUT

Service Period Clients



Opening Service Period

This indicates needing to return to Unit
Details to ensure all information is

entered correctly – 
Then return to Opening Service Period



Foster Care Program

Add Worker first, followed by 
Add under the Assigned Workers, then

Add Worker



In-Home Program Add Worker first, followed by 
Edit under the Assigned Workers,

Enter secondary worker, then Save and
Update

FINAL



Opening Service Period: Human
Trafficking



PLACEMENT TAB



A Foster Care Permanency Goal is required at the time the foster
care program is opened and before a placement or a care plan
can be entered.

Goal Types:
Adoption
Guardianship
Live with relative
Reunify with parent(s)
Reunify with legal guardian(s)
Re-establishment of parental rights

FC Permanency Goal



Continued Examples

When the goal is reunification, the
parent(s) involved in the goal must
be selected

The names of the parents will
automatically populate for you to select
as long as you have set relationships
Select both parents unless you know
with certainty that you cannot/will not
reunify with a specific parent

If the goal is anything other than
"reunify with parent(s)" the parent's
name will not display



Permanency Goals & Care Plans
To eliminate the care plan alert and approve the care plan, the user must:

1.  Exit the care plan by clicking “Finish Later”
2.  Go to the Placement tab under the FC Permanency Goals section
3.  View the open FC Permanency Goal and click “Edit”
4.  If the goal is current, enter in the new proposed end date 90 days for the

care plan effective date
5.  If the goal is no longer current, enter the actual end date into the goal and

update
6.  Add a new FC Permanency Goal effective the date the prior goal expires.

The proposed end date will auto populate 90 days from the effective date
of the new goal



First care plan is open effective the
date of foster care entry, subsequent

effective dates use CFTM date

Care Plans: Initial Entry
Under the case management tab: Now laid out in their own tabs



Care Plans: Data Requirements



Care Plans: Members
Care Plan Members

       auto populate with the
       active adults and any
       non-service period
      client from the
      household unit, including the foster parents if the placement is open and the assigned
      case managers

Some members will have an option to remove
Add additional online team agency users, service providers, other/natural support and
foster care providers if applicable 
All care plan client and care plan member updates/removals and changes must be
done before the meeting notes are added



Care Plans: Meeting Notes
Meeting date – date of CFTM
Meeting type: 

Child and Family Team Meeting (In Home)
FC Child and Family Team Meeting (Foster Care)
Interim Meeting

Meeting Notes:
Initial Care Plan notes indicate “Initial entry
into foster care”
Subsequent Care Plan notes provide a
summary of the meeting discussion

Meeting Participants:
Add or remove as needed
Document each participant invited and
attended



LEGAL TAB



Court Orders
A few notes about court orders:

For sibling groups, add one court order and then copy for each sibling.
If permanency is addressed in a TPR hearing, two orders need to be entered into FRAME
Continuance is only for when a hearing is not held but a court order from a previous
hearing is continued or extended until a hearing can be held.

This should not be used if there is a new order with appropriate language
Order date should be the date the order was issued for a TCO. Order date for SC and
Permanency should be the date of the hearing.

For example, TCO is granted on 5/16/24. Shelter care hearing is held on 5/19/24 and
language is covered. The TCO should be dated 5/16/24 and the SCO should be dated
5/19/24

New field requirement: Date notified that ICWA applies-this is an AFCARS element and
needs to be completed 



Court Orders Continued



Court Order
Language



Youth Rights & Representation

Required for all
youth 14+



PLACEMENT TAB



Reason for Foster Care



Foster Care Placement
Non-Foster Care Placement
PRTF
Relative Placement
Trial Home Visit
Runaway/Whereabouts Unknown

Placement Type Settings



Adding Placement



RELATIVE SEARCH
A relative search must be
completed within 30 days of
removal

Enter in the date of relative search
completed for each parent

The foster care case worker must
enter the information into the
SENECA search website (linked)

https://online.senecacenter.org/www/public/familyfinding/requestform.aspx


Types of Placement:
QRTP
PRTF

Steps:
1.Click Add/Request QRTP/PRTF

Placement Request/Approval
2.  Select Client
3.  Select Provider
4.  Enter admission date
5.  Add 1 for emergency placement, 3 for a 90-day approval
6.  Click Add - this will send notification to the FSS to

review & approve

QRTP/PRTF Placement Request/Approval



Closing Cases and
Miscellaneous



Closing Case Management:
Work Right to Left*Before closing, ensure that all care plans and

case activity logs are entered*

Under Placement Tab
First, close out placements
Second, end all permanency goals

Under Legal Tab
You only need to end the order if it was
vacated
Otherwise, it will be considered ended when
the court order expires as previously entered



Closing Case Management:
Work Right to Left

Under Case Management Tab
First, close out any Family Preservation Services
Then move to the Service Period

Good News! No longer need to do Closing Outcomes
For FC: Select Close Program/Workers for each child 
For IH: Select Edit to close workers and episode
Complete entries and select update
Select Close on the bottom of the Service Period Page and
complete entries
Select Close Case back on the home screen



18+ Continued Care
Straight from CFS policy 624-05-23

https://www.nd.gov/dhs/policymanuals/62405/62405.htm#624_05_23.htm?TocPath=Foster%2520Care%2520Services%2520Permanency%2520Planning%2520624-05%257C_____8


Continued

When opening a new foster care episode, you will need to do all
components of closing a case EXCEPT closing the service period and case

prior to opening a new foster care episode.



Continued
An 18+ Continued Care Agreement bridges the time between after the
child turns 18 and getting back into court for the 18+ program
This will allow for payment to be made until a court order can be
entered (needs to be obtained within 90 days)
You will need to add a new agreement any time there is a change in the
3-party agreement



Case Activity Logs 



Entering Monthly Visits 
Federal Social Security Act, Section
422(b)(17) and Section 424(e)(2) require
all foster children receive ongoing contact
and visitation with parent(s), siblings and
custodial case managers. A child in foster
care should have at least one face-to-face
visit with the custodial case manager
each month the child is in foster care.
During each monthly visit, the worker is
required to assess and address the child’s
safety, permanency and well-being with
quality and as necessary as needed to
meet the needs of the child and family. *In-home program requires twice monthly face to face and you

can either use worker/child or worker/family as contact type.*

https://www.nd.gov/dhs/policymanuals/62405/62405.htm#624_05_15_50_30.htm?TocPath=Foster%2520Care%2520Services%2520Permanency%2520Planning%2520624-05%257CPermanency%2520Planning%2520624-05-15%257CCase%2520Plan%2520624-05-15-50%257C_____13


Questions?


