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CERTIFICATE OF PLACEMENT (COP) PROCESS OVERVIEW

Purpose

The Department has developed the Certificate of Placement (COP) Process to document placement activities, to track services provided to youth and to authorize services for payment.  The COP is built on a base of established practices:

· That staffings are held for youth for the purpose of identifying appropriate resources to meet their needs and recorded in ASSIST,

· That recommendations for services are determined as a result of staffings,

· That referrals are sent to appropriate programs for consideration,

· That programs respond with the acceptance or rejection of a referred youth,

· That services are authorized by the Department prior to placement or to the onset of services, 

· That the Department receives invoices from programs for services rendered, and

· That the Department pays the programs for approved services.

A database has been developed to manage the COP Process.  The database communicates with ASSIST and with the Cost Management system.   For example, it automatically pulls staffing information from ASSIST, creates referral letters, tracks acceptances and rejections from programs, enters admission information into ASSIST, notifies case managers of placement authorizations, and provides Cost Management with the needed information to pay invoices. 

A critical component of the entire process is the actual authorization of the placement by the Resource Office.  The Resource Office authorizes placements through the issuance of a Certificate of Placement to the program that has accepted the youth and for whom an admission date has been set.   An authorized Certificate of Placement (COP) form must be presented to the receiving program prior to the youth’s admission.  At a minimum, the COP establishes the authorization of the placement, the identification of the youth, the identification of the program, a statement of services to be provided with associated costs and assumed responsibility, signatures for the assumption of custody of the youth, and departmental and program signatures to establish the placement agreement.

The Department is beginning the COP Process with the authorization of placements in per diem programs and state owned and operated committed programs.  These include all per diem residential programs, RTC’s, committed programs at Waxter and the Charles H. Hickey Jr. School, the Youth Centers, William Donald Schaefer House, and the Youth Centers.  Excluded programs are detention, shelter care, pending placement and nonresidential programs.

Placement Authorization

Placement authorization through the Certificate of Placement (COP) is as follows:

1. When the program has been selected and an admission date determined, the Case Manager shall seek a Certificate of Placement (COP) from the Placement Review Specialist in the Resource Office.

2. The Placement Review Specialist shall create a COP in the database.  

a. This activity automatically creates a Placement Admission event for the youth in ASSIST on the Aftercare folder or Committed folder. 

b. This activity also automatically creates a placement within Cost Management, thus notifying budget of the impending placement.
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3. The Placement Review Specialist shall develop the COP, print it, review it for accuracy, sign it, then fax or mail the COP to the service provider.

4. The service provider shall review the conditions and cost on the COP, sign it and fax it back to the Resource Office. The Resource Office shall forward a copy to the Case Manager for the file. 

5. At admission of the youth to the program, the service provider shall present their copy of the COP for signatures of the person bringing the youth to the facility and the person accepting the youth into the program.

6. The Case Manager is responsible for entering the actual date of admission in ASSIST.  The ASSIST Worker Worklist tickler serves as a reminder to the Case Manager.  To finalize the Placement Admission event the Case Manager or Committed Worker must complete three data fields: Placement Criteria, Unit, and Placement Date.

7. The service provider shall attach a copy of the signed COP to the 1st invoice for the youth and send it to Accounting.  Accounting shall reconcile the information against the database and pay the provider accordingly.

8. At discharge the service provider shall use their copy of the COP again and secure signatures of the person picking up the youth and the person discharging the youth from the program.  

9. The service provider shall send a copy of the signed COP to the Resource Office.  The Resource Office shall forward a copy to the Case Manager for the file.

10. The Case Manager is responsible for entering the actual date of discharge in ASSIST.

11. The service provider shall send this signed discharge COP to Accounting with the last invoice for the youth.  Accounting shall reconcile the information from the database and pay the provider accordingly.

12. In the event of an AWOL from the program, the service provider shall fax to the Resource Office a copy of the DJJ Incident Report as notification.  The Resource Office shall forward a copy to the Case Manager. 

13. The Resource Office, after consultation with the Case Manager, shall notify the service provider within 24 hours whether the service provider will be authorized to hold the bed for the youth and shall specify the last date the bed can be held if authorization is given.  The Resource Office can only pay for up to three days if the youth does not return.

14. In the event that the youth does not return to the program, the Case Manager shall enter either the actual date of AWOL or the authorized last date to hold the bed for the youth as the termination date in ASSIST utilizing the Alert function.    

15. The service provider shall send the COP of a youth who has gone AWOL to Accounting with the youth’s last invoice, noting that the youth did AWOL from the program and indicating the termination date to be either the actual date of AWOL or the date authorized by the Resource Office.
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