Adoption Assistance
Supervisory Case Review Guide

Instruction Sheet

Complete the identifying information on the case at the top of the page.  

Check yes, no, or not applicable for the following questions:

1a. A separate Form 402, Adoption Assistance Agreement, should be contained in the case record for each child adopted by the adoptive family.  The form should indicate the approved categories of assistance, the certification period of the agreement, and the amount of the monthly maintenance payment.  Form 402 should be signed by the Adoptive Parent(s), the Case Manager and the County Director/Designee, where indicated on the form.  Old Form 402s may not have a line designated for the County Director’s signature.  In this case, Form 402s were approved by the SAU.  
1b. Form 402 must be signed by the Adoptive Parent(s), the Case Manager and the County Director/Designee, where indicated on the form, prior to the adoption finalization and commencing of adoption assistance payments.  

1c. A Deferred Adoption Assistance Agreement should be completed on all children in the permanent custody of the Department and determined to be “non special needs”.  The Form 402 should indicate that it is a Deferred Agreement and no money payment is being made. 
1d. All Form 402s should be submitted to the State Adoption Unit (SAU).  Documentation may include written documentation on Form 452, copy of an email or a fax cover sheet.  

2a. A separate Form 403, Adoption Assistance Memorandum, should be contained in the case record for each child adopted by the adoptive family.  Forms 403s are completed at the time of the initial agreement, for any status changes, and at the annual Medicaid redeterminations.  

2b. The Form 403s should be completed accurately and in its entirety. For private/ independent (relative) adoptions, the Federal Reporting Section must be completed.  The Federal Reporting Section is not required for DHR children.  
2c. All Form 403s should be submitted to the SAU, Regional Accounting and Rev Max.  Documentation may include written documentation on Form 452, copy of an email or a fax cover sheet.  Statewide implementation of the Revenue Maximization Unit was in 2004.  Statewide implementation of Regional Accounting was in July 1999.  
3a. Form 399 should be signed and dated and contained in the record for all adoptions as of January 2003.  
3b. Form 399 is submitted to the SAU as of January 2003. Documentation may include written documentation on Form 452, copy of an email or a fax cover sheet.   

4a. Form 402–A is completed when ONLY Non-Recurring Adoption Assistance benefits are approved for the special needs child for international and private adoptions.  Form 402–A is NOT completed when Non–Recurring Adoption Assistance benefits along with other categories of assistance are approved on Form 402.  Form 402-A is effective as of January 2003.
4b. Form 402-A with approving signatures and the adoption finalization date indicated is submitted to the SAU as of January 2003. Documentation may include written documentation on Form 452, copy of an email or a fax cover sheet.   

5.  All children must have a special needs determination completed by the SAU.  The memorandum of special needs eligibility dated by the SAU should be contained in the record.  The SAU began completing special needs determinations on ALL children, regardless of age, race, or sibling group status in January 2004.  Prior to January 2004, SAU completed special needs determinations only on children with documented physical, emotional, or mental problems or limitations.  Prior to 1998, documentation of special needs eligibility by the county is sufficient.  
6.  Children receiving a specialized per diem should have a specialized rate determination for adoption assistance with the approved amount of assistance.  All specialized rate determinations are made by the SAU.  The memorandum of a specialized rate determination dated by the SAU should be contained in the record.  

7.  If the county has approved up to a $1.75 increased per diem, documentation of this increased per diem should be contained in the record.  

8. A narrative with all of the required information listed on the Review Guide is required for each child on all adoption assistance cases.  This narrative should be contained in the record.  

9. The first court order removing the child from the home, containing the “contrary to the welfare” language, should be contained in the record.  This is required for all children determined to be IV-E eligible.  The court order may be the shelter care order or the dispositional order.  The “contrary to the welfare” language became effective in January 1993.  
10. A copy of the TPR order(s) or Voluntary Surrender(s) for each child should be contained in the record.  

11. A copy of the court order giving a specified relative/individual permanent custody for the purpose of adoption (if applicable) should be contained in the record.  

12. All children must have a IV-E / IV-B eligibility determination completed by Rev Max.  Prior to Rex Max being implemented in 2004, this was completed by the DFCS eligibility unit.  The initial determination when the child first entered care should be contained in the record.  Documentation may include a SHINES IV-E eligibility print out, Form 225 and Form 227, or other forms previously used to determine IV-E / IV-B eligibility.  
13. Some children may be IV-B foster care and still be eligible for IV-E adoption assistance.  A notification of change in IV-E status (if applicable) should be contained in the record.  Documentation may include Form 227 or previous forms used to document a notification of change.  
14. All children receiving a specialized rate for adoption assistance should have an application for SSI.  The award letter from the Social Security Administration or other verification of benefits for a child determined to be eligible for SSI benefits should be contained in the record.  

15a. If an application has been made for Special Services Adoption Assistance, Form 24 and supporting documentation (i.e., verification of the need for services, invoices from the provider) should be contained in the record.  Form 24 was implemented in July 1998.  Prior to July 1998, documentation of approval by the county is sufficient.  
15b. All Special Services applications must be approved by the SAU.  Form 24 should have the signature of the adoptive parent(s), Case Manager, and the Approval/Denial signature of the SAU Program Consultant.  .  Form 24 was implemented in July 1998.  Prior to July 1998, documentation of approval by the county is sufficient.  
All Adoption Assistance Case Review Guides should be discussed with the Case Manager and the date noted on the Review Guide.  If case corrections are needed, this should be noted on the Review Guide with a due date.  The date case corrections are completed should be noted on the Review Guide.   Any comments should be noted on the Review Guide.
Findings/Comments of the Second Level Case Record Review should be noted on the Review Guide.  If case corrections are needed, this should be noted on the Review Guide with a due date along with comments of discussion with the Supervisor.  
