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Ending an Out of Home Placement  
  

1. Expand the Cases expando. Find the case where the Out of Home Placement requires ending. 
 

2. Click on the yellow file folder icon next to the case name to expand the case and see all the icons. 
 

3. Click on the Placement/Services icon to open all of the Out of Home Placements that exist in the case. 
 

4. Click the hyperlink for the child’s current open Out of Home Placement. The current open placement has a 
start date and no end date, and will be located under the “Open Placements” header (highlighted below). 
Clicking on this placement hyperlink will open the child’s Out of Home Placement page. 

  
 

 



October 2011 
 

2 

5. Click on the Options drop-down. Select the option of Placement Ending. Click the “Go” button. This will 
open the Service Ending page. 
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6. Enter in the date you want to record as the end of the placement.  
 
Note: The placement dates should reflect the nights the child slept at the provider (providers get paid based 

on the logic that “overnight gets the money”).  
 

As an example: If you moved the child from the provider’s home on January 24, 2008, you would 
end the placement on January 23, 2008, as this was the last night the child slept in the provider’s 
home. 
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7. Select the purpose for ending the placement from the drop-down list provided in the Ending Purpose field. 
 

 
  
8. Select the reason for the ending of the placement from the drop-down list provided in the End Reason field. 

The “End Reason” field filters based on the Ending Purpose that is chosen. 
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9. Depending on the value selected for the Ending Purpose, you may be required to select a Discharge Reason.  
 

For example, selecting “Discharge from Placement Episode” will require you to select a discharge reason.  
 
Selecting “Placement Change within Plcmt Episode” as in the example above will not require you to select a 
discharge reason, as it is presumed the child will be entering another placement; therefore, the child is not 
being “discharged” from all placements. 
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10. On the Service Ending page, select “Approval” from the Options drop-down. Click the “Go” button. This 

will open the Approval History page where you can complete the approval process for the ending of the 
placement. 
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11. When ending the placement, the system will check to see if there is an open foster care rate attached to the 
placement. If there is an open foster care rate, you will receive the following informational message: 

 
 
 
 
 
 
 
 
 
 
 

 
 

 
 
 
Clicking Yes to this message will allow the system to auto end the foster care rate with the same date as the 
placement is ending. Clicking No will stop the placement ending process and will allow you to make further 
edits either to the placement or to the foster care rate before proceeding. 
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12. The image below shows what the Out of Home Placement and Foster Care Rate will look like on the 
outliner after final approval of the Placement End. 
 
Note: In this example, the ending of the Placement preceded the beginning of the Foster Care Rate. 

Therefore, the system, when auto ending the Foster Care Rate, did two things: it ended the Foster 
Care Rate the day it began, and it set the status of the foster care rate to be “Made in error” since it 
never really happened.  

 
This is not common, yet it can happen. 
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13. If the Placement End is a discharge from all placements then you will also be prompted with the message 
below. If the you click Yes, then the system will end the child’s current Primary Residence address as of the 
ending of the Out of Home Placement, and will create a new Primary Residence address based on the child’s 
original Case or “home” address. 

 
Note: If the child is moving from one provider’s home to another provider’s home then the system will end 

the existing address record and record a new address record reflective of where the child will be in 
care.  

 
 
 
 
 
 
 
 
 
 
 

 
 
The image below illustrates a sample of what the address change might look like on a child that was 
reunified. 
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14. If it was decided that an error was made after the Placement has been ended, you can utilize the “override” 
feature on this page to change the Ending Purpose, Ending Reason, and possibly Discharge Reason, if 
applicable. Selecting the Override checkbox will clear the Ending Purpose and End Reason fields and make 
them editable. 

 
Note: You cannot override a placement ending that was a “Discharge from all placements.” Also, you 

cannot override the chosen End Date of a placement ending because of the possible fiscal 
implications of a change of this nature.  

 
Also, a change of this type does not require supervisor approval.  
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15. This final screen shot illustrates how the outliner view may change after a Placement Ending Override 
occurs. 

 
Note: The Placement End date did not change. However, the purpose and ending reason did. 

 
 

 
 


