Licensing Home Providers

Introduction

The responsibility for the management of each Foster Home, Adoptive Home, Kinship Care Home,
Non-Relative, and Subsidized Guardianship Home Provider record is allocated to a specific county -
referred to as the home provider's “Designated County.” The designated county is defined at the time the
home provider record is created.

Workers of the designated county manage all aspects of the home provider record, including the addition
of licensed services for other counties to the provider's license. Non-designated county workers are not
able to create or maintain provider licenses, nor are they able to generate work from within the Home
Provider License.

The county of the worker accessing the page will always be screened to establish whether it matches the
designated county of the home provider record. Note: the designated county may differ from the home
provider's physical location (noted as the County of Residence).

The responsibility for the management of Level 3, Level 4, and Level 5 Foster Home provider records is
allocated to any worker with Level 3, Level 4, and Level 5 Foster Home security associated with his or
her User Group. Level 3, Level 4, and Level 5 Foster Home Providers and their associated licenses are
not subject to the designated county restrictions. As long as a worker has the Level 3, Level 4, and Level
5 Foster Home security, he or she can create and maintain the provider record regardless of the
provider's designated county.

MAXIMUS contracts with the State to maintain Level 3, Level 4, and Level 5 Foster Homes that are

licensed by a parent agency. Designated county and MAXIMUS contacts are located on the
eWIiSACWIS Knowledge Web.
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Creating a Home Provider License

Note: In order to create a foster home license, an assignment to the provider record is needed.

1. Once there has been a screened in Home Inquiry, the Home Provider page needs to be updated. See
the Quick Reference Guide on Maintaining Home Providers. Once the Home Provider page is
updated, the licensing actions can begin on creating a license for the provider. Make sure the
provider is listed on the desktop under the Providers expando. If the provider is not on your desktop,
see your supervisor for assignment.

2. From the desktop, select Create > Provider Work

or click the Provider Work hot button FE::
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3. Select Licensing Activity from the License drop-down and select the appropriate Provider. Click the
Create button.

‘2 Create Provider Work - Microsoft Internet Explorer provided by DHFS - State of Wisconsin |Z||E||X|
cWiSACWIS Privt (& sp
Create Provider lems Providers
al maministrative | v Person, Existing (S033019)
Check | w | Provider, Home [ 8
['] Fike Cabinet | v/
License | Licensing Activity bt |
H Maintenance | v|
Marrative | w |
ﬂ; Paymerit | v |
[ support Plans | v|
@ Done é & Trusted sites

Note: The Birth Date, Race(s), and Ethnicity for Parent 1 and Parent 2 must be documented before
a license can be created, otherwise a Validation Errors message will appear.

A Validation Errors -- Web Page Dialog

You must correct the following errors hefore proceeding:

® There iz demographic information mizsing for Parent 1. Please check the Person Management
record and update the Bith Date, Race, andior Bthnicity field(s).

=
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4. The Licensing page will open with the Application Activity tab. In the Basic group box, the Home
field is a hyperlink to the provider’s Home Provider page. Clicking the hyperlink allows you to
update the Home Provider page. The Licensing page will then refresh to retrieve any updated
information that may have been documented on the Home Provider page.

‘A Licensing - Microsoft Internet Explorer provided by DHES - State of Wisconsin |._||E||5|
cWiSACWIS ™ Print (8  SpeliCheck (- Help (P
Basic
Home: Provider  Home (30331957 Winrker: Allie Cake Designated County: Milwaukes
Completion Date; Status:
ﬂpplicatinn Activity
Application Actiity
Application Status: | w | Application Type: | w |
Date Application Provided to Family: IEIDIDDJ‘EIEIDD Date Signed Application Received: IDDJ‘EIEI!DDDEI
Date Completed Application Received: IDDIDEIJ'EIEIDD
Decision: | Pending hd Decision Date: IDDJ’DDJUDDEI
Rehal Review |
@ Done é & Trusted sites

5. Select the Application Status, Application Type, Date Application Provided to Family, and Date
Completed Application Received. Then in the Decision drop-down, select Create License. The
Decision Date will default to today’s date, but can be updated.
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6. When the Decision of Create License is selected, the License Information and Service tabs appear.

2} Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin

cWiSACWIS i Pt (&

Basic
Harme: Prowider, Home (80331958 wiarker: Allie Cake Designated County: Milwaukes
Completion Date: Status:

Application Activity
Application Status: | Iniitizl b Application Type: | Foster Care w

Date Application Provided ta Family: |1 M0E2009 Date Signed Applicstion Received: IDDJUD.I’EIEIDD
Date Completed Application Received: |1 0r3072009

Decision: | Create License A Decizion Dste: |D1 s2010

Rehshb Review O

@ Dane é @ Trusted sites
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7. The License Information tab contains three group boxes. The Home Information group box pre-fills
with demographic information from the Home Provider page. The Licensee(s) field will display
Parent 1, Parent 2, and any member identified as Licensee. Clicking on the hyperlink opens the
Person Management page for the associated Parent 1, Parent 2, or Licensee.

The License Information group box contains the specifics for the foster home license. Enter the
Effective From and Effective To dates. Select the appropriate Certification level. Select the
appropriate radio button related to exceptions and waivers (see step 11 on page 10 for documenting
exceptions/waivers). Note: either the Exceptions/Waivers Required or the No Exceptions/Waivers
Required is required in order to approve the license, except for Out of State licenses.

The Additional Information group box pre-fills the age, gender, and capacity specifics for the
provider from the Home Provider page.

2} Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||£|
[ o I'{frf- le_t"l (_' W;—I 15' T ',- Prirt l’i Spell Chec
Basic
Harme: Prowider, Home (80331980 wiarker: Allie Cake Designated County: Milwaukes
Completion Date: Status: Pending

License Information

Home Information

Licenseea(s): Provider, Home

o704

Street: 234 Anniversary lane At

City: hadizon State: Wyl Fip: 53701
County of Residence: Cane

License Information

Type: Foster Care - DCF 26 Effective From: |U1 m3s2010 Effective To: |D1 0452012
Certification: Level 2 ¥ " Exceptionsivvaivers Required % o Exceptionsiaivers Required

Additional Information

Tatal Bed Capacity: 4 Preferred Age: Oto18 Preferred Gender: Male: 4 Female: 4
@ Done S @ Trusted sites
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8. The Services tab contains the Licensed Services group box which displays the service types that this
license will authorize, including the name of the county with which each service is associated. You
can view the capacity allocated to each licensed service type. Any updates to these capacities occur
on the Edit Licensed Services page. The Edit Licensed Services hyperlink (enabled for designated
county workers when the county specific radio button is selected in the Licensed Services group
box) launches the Edit Licensed Services page.

The Licensed Services group box shows licensed services for the Home Provider in two formats:

* By selecting the county specific radio button, you will only see licensed services for the
selected county. The County column is not visible in the Licensed Services group box. In this
view, the Edit Licensed Services hyperlink is available and located to the right of the county
specific drop-down. When selecting this hyperlink, the Edit Licensed Services page opens and
allows you to update licensed services.

» When selecting the All Counties radio button, services associated with the provider from every
county. The County column heading is visible for licensed services.

2} Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||£|
c I'{frf- le_{ 1 (_' WfI S T 1,- Prirt l’i Spell Check l"- Help ('i
Basic
Harme: Prowider, Home (80331980 wiarker: Allie Cake Designated County: Milwaukes
Completion Date: Status: Pending
Services
Licensed Services
Al counties 1 Edit Licensed Services
Category Type Status
[oove ] cione
@ Dane é @ Trusted sites
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9. To add a Service Category and Type, select the Edit Licensed Services hyperlink. Select the
checkbox next to the service(s) you wish to add.

Note: Services will remain “Inactive’ until the license is approved. Once approved, the status
will switch to “Active.’

Service Rates can be added from the Options drop-down. Service Rates can only be entered by those
with the proper security.

Click Save and Close.

2 Edit Licensed Services - Webpage Dialog

cWiSACWIS

Provider Mame: Provider, Home( 80331593} Total License Bed Capacity: 4 License Type: Foster Care - OCF 58 County: Milwaukee

Licensed Services

Category Type Status Select Service
% Foster Care Foster Home (0-4 years old) 1active v
i~ Foster Care Foster Home (5-11 years old) ractive v
i~ Foster Care Foster Home (12-14 years old) ractive I~
i~ Foster Care Foster Home {15+ years old) iactive Ird
i~ Foster Care Foster Home (Mon-Paid) Tactive -
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10. You will now return to the Services tab. The Service Categories and Types will be displayed. The

status of the Service is currently inactive. The status will become Active once the license is

approved.

{= Licensing - Windows Internet Explorer, provided| by DHFS - State of Wisconsin

c WiSACWIS

Basic

Home: Provider, Home (8033198)

Completion Date:

Application Activity

Licensed Services

formation

Warker: Allie Cake
Status; Pending

Services

™ print (B Spelcheck ! Help (P

Designated County: Milwaukee

 AllCountiee % Edit Licensed Senvices
Category Type Status
% Foster Care Foster Home (0-4 yearz old) In Active
" Foster Care Foster Home (5-11 years old) In Active
~ Foster Care Foster Home (12-14 years old) In Active
" Foster Care Foster Home (15+ years old) In Active
Done E o Trusted sites iy - BT
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11. If the Exceptions/Waivers Required radio button was selected on the License Information tab, the
Exceptions/Waivers tab will appear. In the Exceptions/Waivers group box, click the Insert button.
This will open the Exception/Waiver Request page.

2} Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||£|
cWIiSACWIS ™ et (B s
Basic
Harme: Prowider, Home (80331958 wiarker: Allie Cake Designated County: Milwaukes
Completion Date: Status: Pending
ExceptionsWaivers
Exceptions\Waivers
Exceptiontaiver Start Date  End Date mod Start Mod End Decision
Date Date
Requests
I Sendto Exception Panel Date Sent: [ Additional Exceptionsiaivers Requested Drate:
[T Sendto Licensing Worker Date Sent:
@ Done S| @ Trusted sites
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12. The radio button will default to Licensing Agency Exception/Waiver. If the request is a DCF
exception or waiver, select the DCF Exception/Waiver radio button.

2 Exception/MWaiver Request -- Web Page Dialog

ceWiSACWI S Print (2 Spell Chedl

ExceptionWWaier
f* Licensing Agency Exceptioniiaiver {~ DCF Exceptioniaiver

Licensing Code: | » | Code Citation

Licensing Sukb Code;

Description:

Start Date: IDDIDDJ’DDDD
Encl Date: IEID.I'DEIJ’CIDEIEI

Licenszing Vwaorker
Marrative (include
rationale for
exceptionfaiver
request);

b Licensing Agency Decision

h DCF Decision
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13. Select the appropriate Licensing Code and Licensing Sub Code. When the Licensing Sub Code is
selected, the Description will appear. To see the Licensing Code and Licensing Sub Code, click on
the Code Citation hyperlink to view the Wisconsin Administrative Code.

Enter the Start Date and End Date for the exception or waiver. Enter text in the Licensing Worker
Narrative text box.

Click Save and Close. This will return you to the Licensing page.

2 Exception/MWaiver Request -- Web Page Dialog

eWiSACWI S Print (2 Spell Chedl

ExceptionWWaier

f* Licensing Agency Exceptioni™aiver " DCF Exceptioni™aiver
Licensing Code: | a26.04 Applying for a license b | Code Citation
Licenszing Sub Code: | 5604042003 DOCUMENTS REQUIRED PRICR TO LICEMSING. w |

(&) Initial license. Before an applicant for anintisl icense may be izsued a license, the applicant shall
=ubmit the followwing to the licensing agency: 3. A written statement from a physician, physician
assistant, or nurse practitioner that indicates any physical or mental conditions of the applicant or any
houzehold members that would affect the ability of the family to provide care for a foster child ar
thresten the health or safety of & foster child. The statement shall be based upon & medical examination
performed within the previous 6 months, except as provided in subd. 4.

Start Date: 010502010
Encl Deate; 0 0472012

Licenszing Vaorker
Marrative (include
rationale for
exceptionfaaiver
request:

Deszcription:

Licenszing Worker text here. ..

Licensing Agency Decision

Licensing LAgency
Supervisar
Marrative:

Licensing Agency - .
Decision: Decision Date:

b DCF Decision
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14. The Exceptions/Waiver tab will display the exception or waiver.

2} Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin

cWIiSACWIS ™ it (&
Basic
Harme: Prowider, Home (80331958 wiarker: Allie Cake Designated County: Milwaukes
Completion Date: Status: Pending
Exceptions\Waivers
Exceptiontaiver StartDate  End Date mod Start hod End Decision
Date Date
SE.04 Applving for & license 01052010 010472012 Pending Delete
Requests
[ Sendto Exception Panel Date Sent: [ Additional Exceptionsiaivers Requested Drate:
[T Sendto Licensing Worker Date Sent:
Options: | v [ S
@ Done S @ Trusted sites
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15. Click the Insert button to document additional exceptions and waivers.

A Exception/Waiver Request -- Webpage Dialog

cWiSACWI 5 print (& Spell Check |

Exception\Waiver

= Licensing Agency Exception/Waiver % DCF Exception/Waiver

Licenszing Code: | 56.04 Applying for a license b | Code Citation
Licensing Sub Code: | 965.04(1)a) WHO MUST APPLY. L |

L Any person proposing to provide foster care for children =hall apply to a licen=sing agency for a foster

De=scription: home license
Start Date: 01/05/2010
End Date: 01/042012
Licenzing Worker

Narrative (include Licen=sing Worker text here...
rationale for

exception/waiver

request):

v Licenzing Agency Decizion

Licenzing Agency
Supervizor
Narrative:

Licenzing Agency
Decision:

A

ending Decizion Date:

DCF Decigion

Modified Start Date:

Modified End Date:

Exception Panel
Chairperzon
Narrative:

Exception Panel
Decizion:

=]
-

Decizion Date:

i1
=]

sove
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16. If a DCF exception/waiver is requested, the Send to Exception Panel checkbox will be enabled on
the Exceptions/Waivers tab. Select the checkbox to send the DCF Exception/Waiver request to the
DCF Exceptions Panel. When the checkbox is selected, the Date Sent will display with the date the
checkbox was selected. This will send an e-mail to the DCF Exceptions Panel and will create an
assignment to the provider record for the DCF Exceptions Panel.

Note: The Licensing Agency Decision on the Exception/Waiver Request page must first be
documented for the DCF exception or waiver before the Send to Exception Panel checkbox is
enabled. This process is done separate from the license approval. There is no online process
for a worker to let his or her supervisor know of DCF exceptions and waivers.

) Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||5|
cWiSACWIS ™ Pt (B s * Help (P
Basic
Home: Provider, Home (8035198 Wiorker: Allie Cake Dezignated County: Milveaukee
Completion Date: Status; Pending
Lic nformation Exceptions\Waivers
ExceptionsWanvers
Exceptiontaiver Start Date  End Date mMod Start  Mod End Decision
Date Date
26.04 Applving for & license 0132010 0oz 2 Pending
26.04 Applving for & license 01022010 010452002 Pending
Requests
[ Sendto Exception Panel Date Sent: [ Additional Exceptionsivaivers Requested Drste:
[ Sendto Licensing Warker Date Sent:
@ Done é & Trusted sites

17. The Exceptions Panel will make a decision on the requested exception or waiver. After the decision
has been made, the DCF Exceptions Panel will select the Send to Licensing Worker checkbox. This
will send an e-mail to the Primary Worker for the provider record.
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18. Return to the License Information tab. Under Options, select Foster Home License and select Go.
The license will need to be launched in order to view and/or print the license in the future.

Y Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E 5|
cWiSACWIS ™ P (B
Basic
Home: Provider, Home (8035198 Wiorker: Allie Cake Dezignated County: Milveaukee
Completion Date: Status; Pending

License Information

Home Information

Licensee(s): Brovider  Home

Ch0:

Street: 234 Anniversaty lane At

City: Maclizon State: 1l i 5370
County of Residence: Dane

License Information

Type: Foster Care - DCF 56 Etffective From: |D1 s/2010 Effective To: |EI1 042012

Certification: Lewvel 2 A > Exceptionziizivers Reqguired " ha Exceptionsiviaivers Recuired

Additional Information
Total Bed Capacity: 4 Preferred Loe: Oto18 Freferred Gender: Male: 4 Female: 4

Options; [ Foster Home License b 0 m

Checklist
Stepz Completed Checklist

Foster Home Li SE
Foster Home Licensure Matification
Letters

License Hold Matice Letter
Renewal Letter
@ Done Revooation Letter S @ Trusted sites
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19. The license will pre-fill with the certification level and the provider’s name and address. The license
will also pre-fill with the number of children, sex of children, age ranges, license dates, and licensing
agency. The second page of the license will pre-fill approved exceptions and waivers (Note: if the
license template is accessed prior to the exceptions and waivers having a Licensing Agency/DCF
Decision documented, the exceptions and waivers will pre-fill. Therefore, the license may display
exceptions and waivers that are not approved). Once the license has been completed, print the
license and click the Close and Return to eWiSACWIS button.

0§ 12547684.0. rtf - Microsoft Word

(M Fle Edit Wiew Window  Acrobat Comments Type a question for help [+ 2 @ X

=3 M i EE Y g | dRead 100%  ~ H i % Spell Check | B Copy From Bookmarks | 74 Close and Return to eWiSACWIS H

E---E---|---1---|---2---|---3---|---4---|---5---|---s---l---?---|---8---|---é---|-f
DEPARTMENT OF CHILDREN AND FAMILIES STATE OF WISCONIIN

Divigion of Hafety and Permanence

N DCF-F-CF30111 (R. 0172010
State of Wisconsin

- Department of Children and Families

: Foster Home License — Certification Level 2
Be it known that

Provider, Home
234 Anniversary lane
Madison, W1 533701

" having been found to be in substantial compliance with Ch. DCF 5a of the Wisconsin Administrative Code, is
: licensed to conduct and maintain a foster home at the above address subject to that following provisions:

MNumber of children who meay receive cave at one time: 4

Sex of children who may receive care: Female: 4 Male: 4

Age af children who may receive care: O fo 18

- Other Provisions {specify):

This license is issued 1 compliahce with Section 548.62 (1) (a) of the Wisconsin Statufes, and shall be in effect
during the period from Q1052010 fo 01/04/2012 unless earlier revoked by the issuing agency or by the

: Department of Children and Families for reasonable and just caiise.

- Licenszing Agency from Home Provider page
Name of Issuing Agency

Authorized Signatire

“ o on|e

se[E:w< >
Page 1 Sec 1 113 Ak z.g" Ln & ol 1 English {U.5
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20. Once you have returned to the License Information tab, access the Foster Family Assessment. A
checklist is also available to record completed items for licensing. The Foster Home Notification is
also available. Finally, there are various letters including Renewal, Revocation, and License placed
on Hold that can be created. Templates should be created prior to approval as they cannot be created
after final approval.

21. To approve the license, click on the Application Activity tab. Select Approval from the Options
drop-down and click Go.

2 Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||5|
cWiSACWIS ™ et (&
Basic
Home: Provider, Home (8035198 Wiorker: Allie Cake Dezignated County: Milveaukee
Completion Date: Status; Pending

Application Activity
Application Status: | Initizl b Application Type: | Foster Care L4
Date Application Provided to Family; Im Date Signed Application Received: Im
Date Completed Application Received: |1 Qi30:2003
Decision: | Create License W Decizion Date: M
Rehak Review |

Actions

Text
Megsative Action Matice
Letters
License Denial Letter
@ Dane

é & Trusted sites
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22. Select the Approve radio button in the Approval Decision group box and click Continue.

2 Approval History -- Web Page Dialog

c I"prf-,,g jl C WI 5 Pririt I(i Spell Check fF Help rﬁ

Document Information
Provider: Provider
Type: Home Pravider Licenze
Drate: D2MBR2010

Approval Decision
f¥ Aparove " Reroute [ RecalReturn © Mot Approve  Clear

Supervisor Approval

You have completed and are about to approve this piece of wark. Da you
wizh to route this wwork to the supervizor listed belowy for future approval? If
no, please select "Cther to select the appropriste party.

Supervisar: Richard Worker

=
=
]
b

Approval Historny
Worker Mame  Status  Date Action
Allie Cake Initial 02ME2010 Initial

23. To send the license for supervisory approval, click Save on the Licensing page. When the designated
county wants to add another county’s service types to a provider record, the designated county can
add the service types without having to modify the provider’s license. If the designated county wants
to change its own service types, the designated county is required to modify the provider’s license.

Note: The supervisor must first update the Decision drop-down on the Exception/Waiver Request
page (for all exceptions and waivers) before the license can be approved.
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24. Once the License has been Approved, go back into the Licensing page (Services tab) to verify that
the Service Category and Types have been activated.

{= Licensing - Windows Internet Explorer provided by DHFS - State of Wisconsin

cWiSACWIS

Basic
Home:
Completion Date:

Provider, Home (8033188}
02182010

Application Ac

Licensed Services

Category

9

Foster Care
Foster Care

Foster Care

9N

Foster Care

Worker:
Status:

Allie Cake
Active-Regular

Services

" Alcountes
Type
Foster Home (0-4 years old)
Foster Home (511 years old)
Foster Home (12-14 years old}

Foster Home (15+ years old)

A=)

™ Print(® Spelicheck(.s Help (9

Designated County: Milwaukese

Edit Licensed Services

Status

Active
Active
Active

Active

X

Options: Go

Cane

o Trusted sites 5 -

Hioon v
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25. Below is an example of how the approved license will look from the desktop.

2 eWiSACWIS - Microsoft Internet Explorer provided by DHFS - State of Wisconsin

cWiSACWIS

Create  Maintain - Utilitiezs  Adoption Search Help

Allie Cake's Desktop

[T Date Restricted [ Padicipant Views [~ View Mot ApprovediCancelled

b Ticklers
P cases 38

= Providers (21

‘& Person, Existing (8033015)  Actions
Pending Private Individual - Private Provider Cake, &lie La Crozzse

@ Provider, Home (B033198)  Actions
Foster Home 02ME2010 Cake, Alle Milwaukee Des: Milwaukee License Status: Active-Regular
1 Assignments

A Basic

B Hame Inguiries

Licenses
Foster Care - DCF 56
01052010 0142012 Active-Regular  Milwaukee
& Members

mParentAgenw
b Workers
b Approvals
b Access Reports

b Home Inguiries
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Creating a Home Provider Out of State License

1. Once there has been a screened in Home Inquiry, the Home Provider page needs to be updated. See
the Quick Reference Guide on Maintaining Home Providers. Once the Home Provider page is
updated, the licensing actions can begin on creating a license for the provider. Make sure the
provider is listed on the desktop under the Providers expando. If the provider is not on your desktop,
see your supervisor for assignment.

2. From the desktop, click Create > Provider Work

A eWiSACWIS - Microsoft Internet Explorer provided by DHFS - State

cWiSACWIS
Create  Maintain  tlitiez  Adoption Search Help
Caze Work

Financial \wark. — » top

Frovider '/ork atticipant View [~ Wiew Mot ApprovediCancelled

\ Aocess Fepart

Information and Referral

Provider 3

Recrutment Event

Provider /7

or click the Provider Work button == in the eWiSACWIS banner.
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3. Select Licensing Activity from the License drop-down and select the appropriate Provider. Click the
Create button.

ﬂ? https:/ jappst.dcf.wisconsin.gov/?action=CREATE&fromWhere=desktop - Create Provider Work - Windows Internet Explorer  [Ilj[=]

cWIiSACWIS
— Create Provider ltems — Providers
g Administrative | =1 ||
:State, Out (60
Check | |
D Imaging | j
License ILicensing Activity j
B waintenance I LI
Marrative | ﬂ
$ Payment | ﬂ
EI Support Plans I LI

— [ | | | | [ Trustedsites | Protected Mode: OFf a~|Rwo% - 4

Note: The Birth Date, Race(s), and Ethnicity for Parent 1 and Parent 2 must be documented before
a license can be created, otherwise a Validation Errors message will appear.

,g Validation Errors -- Webpage Dialog

You must correct the following errors before proceeding:

# There is demographic information missing for Parent 1. Please check the Person Management
record and update the Birth Date, Race, andfor Ethnicity field(s).

=
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4. The Licensing page will open with the Application Activity tab. In the Basic group box, the Home
field is a hyperlink to the provider’s Home Provider page. Clicking the hyperlink allows you to
update the Home Provider page. The Licensing page will then refresh to retrieve any updated
information that may have been documented on the Home Provider page.

,_C'_'hl:t|:~s.:,|",|"a|:~|'.ls.t.r:lcf.wis.r:r:-ns.in.g|r:-'|u',|l - Licensing - Windows Internet Explorer

e WiSACWIS ™ Print(® SpelCheck (. Help (P
— Basic
Home: State, Qut (50000003 Worker: “onda Mason Designated County: Milwaukee
Completion Date: Status:
gpplication Activity
— Application Activity
Application Status. I LI Application Type: I LI
Date Application Provided to Family: |mmwnmn Date Signed Application Received: II}D.I‘DUIIJI}DI}
Date Completed Application Received: IUUIDEHDDDI}
Decision: I Pending LI Decision Date: IDDJ’DEHIJI}DI}
Rehab Review r
optens | Kl <

Dane Trusted sites | Protected Mode: Off q v | ®00% -
| T T T T T ¥ [¥a - % y

5. Select the Application Status, Application Type as ‘Out of State,” Date Application Provided to
Family, and Date Completed Application Received. Then in the Decision drop-down, select Create
License. The Decision Date will default to today’s date, but can be updated.
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6. When the Decision of Create License is selected, the License Information and Service tabs appear.

(_:'_'hl:t|:rs.:,|",|":-:|:r|Js.t.rjx:f.m.ris.ccrns.in.g|cr\n|l - Licensing - Windows Internet Explorer

F= o — F q

c WiSACWIS ™ pit(@ s

— Basic
Home: State, Qut (80000003} Worker: “onda Mason Designated County: Milwaukee
Completion Date: Status:

Application Activity License Information 3

— Application Activity

Application Status: | initial x| Application Type: | Out of State |
Date Application Provided to Family: 0441302011 Date Signed Application Received: 0472872011

Date Completed Application Received: M

Decision: ICreate License ;I Decision Date: Imr

Rehab Review r Enter a date.

mmddyyyy or mmiddiyyyy

Dptiu-ns:l LI Go Save

pone [ [ [ [ [ [ [ Tostdstes |rotecied ode: off Yar [Rw0% - 4

i3
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7. The License Information tab contains three group boxes. The Home Information group box pre-fills

with demographic information from the Home Provider page. The Licensee(s) field will display
Parent 1, Parent 2, and any member identified as Licensee. Clicking on the hyperlink opens the
Person Management page for the associated Parent 1, Parent 2, or Licensee.

The License Information group box contains the specifics for the foster home license. Enter the

Effective From and Effective To dates.

The Additional Information group box pre-fills the age, gender, and capacity specifics for the

provider from the Home Provider page.

EC'_'hl:t|:~s.:,|",|"a|:~|'.ls.t.r:lcf.wis.r:r:-ns.in.g|r:-'|u',|l - Licensing - Windows Internet Explorer

cWiSACWIS

e Pri-.tl’i SpeICheckl':;"' Hehl’i

— Basic
Home:
Completion Date:

State, Qut (60000003 Worker:

Status:

“onda Mason Designated County: Milwaukee

License Information

Application Activity

— Home Information

Licensee(s):
Cio:

Street: 1431 Circadia Lane
City: Oakland

County of Rezidence:

State, Out

Out Of State

State: CA Zip: 94703

— License Information
| Out of State

=
=l

Type:

Certification: [ Out of State

Effective From:

L Exceptions/\Vaivers Reguired

Imﬂ IDSMSENS

T No Exceptions/\Waivers Required

Effective To:

— Additional Information
Total Bed Capacity: 2

Preferred Age:

Zto 18 Preferred Gender: Male: 2 Female: 2

vI Gty

Options: I

[T [ [/ Trstd ates | roecied ode: Of

Save Close

[va~ " w0% -~
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8. The Services tab contains the Licensed Services group box which displays the service types that this
license will authorize, including the name of the county with which each service is associated. You
can view the capacity allocated to each licensed service type. Any updates to these capacities occur
on the Edit Licensed Services page. The Edit Licensed Services hyperlink (enabled for designated
county workers when the county specific radio button is selected in the Licensed Services group
box) launches the Edit Licensed Services page.

The Licensed Services group box shows licensed services for the Home Provider in two formats:

» By selecting the county specific radio button, you will only see licensed services for the
county. The County column is not visible in the Licensed Services group box. In this view,
the Edit Licensed Services hyperlink is available and located to the right of the county
specific drop-down. When selecting this hyperlink, the Edit Licensed Services page opens
and allows you to update licensed services.

* When selecting the All Counties radio button, services associated with the provider from

every county. The County column heading is visible for licensed services.

e WiSACW.

ov/ - Licensing - Windows Internet Explorer

. [ =

s | ee(®

Basic
’T—Iume: State, Out (50000003}

Completion Date:

Worker: Vonda Mason Designated County: Milwaukee

Status: Pending

Application Activity License Information

—Licensed Services

| IDone

 allcounties % | Milwaukee - Edit Licensed Semnvices
Category Type Status
Clptil:lns:l "I Go Save
l_ l_l_l_l_l /" Trusted sites | Protected Mode: OFF |f'.j - | ¥ 100% -~ 2
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9. To add a Service Category and Type, select the Edit Licensed Services hyperlink. Select the
checkbox next to the service(s) you wish to add. Services will remain “Inactive’ until the license is
approved. Once approved, the status will switch to *Active.’

Click Save and Close.

,9 Edit Licensed Services -- Webpage Dialog

rooo 8
cWiSACWIS
Provider Mame: State, Out( 80000003} Total License Bed Capacity: 2 License Type: Out of State County: Milwaukee
—Licensed Services
Category Type Status Select Senice
{* Foster Care Foster Home (Out-of-State) Ilnactive vl ¥
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10. You will now return to the Services tab. The Service Categories and Types will be displayed. The
status of the Service is currently inactive. The status will become Active once the license is

approved.

(_:'_'hl:t|:rs.:,|",|":-:|:r|Js.t.rjx:f.m.ris.ccrns.in.g|cr\n|l - Licensing - Windows Internet Explorer

cWiSACWIS ™ Print (@ SpelCheck!. Help (P
— Basic
Home: State, Qut (80000003} Worker: “onda Mason Designated County: Milwaukee
Completion Date: Status: Pending
Application Activity License Information Services
—Licensed Services
 AllCounties % IMiwaukee vl Edit Licensed Semvices
Category Type Status
{* Foster Care Foster Home (Out-of-State) In Active
[pane [ [C3[ [ [ [ [, Trusted sites | Protected Mode: OFf [ - [®ww0% -~ 4
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11. To approve the license, click on the Application Activity tab

. Select Approval from the Options
drop-down and click Go.

(_ https:/ /appst.dcf.wisconsin.gov/ - Licensing - Windows Internet Explorer

cWiSACWIS

™ Print(& SpelCheck( Help (@

— Basic
Home: State, Qut (60000003} Worker: Vonda Mason Designated County. Milwaukee
Completion Date: Status: Pending

Application Activity License Information Semices

— Application Activity
Application Status: [ ntal x| Application Type: | out of State |
Date Application Provided to Famity: 0411372011 Date Signed Application Received: 04/28/2011
Date Completed Application Received: Im
Decision: ICreate License j Decision Date: M
Rehab Review r

Close

Approval
Text
Megative Action Notice
Letters
License Denial Letter
Done . [ [C7 [ [ | [ Trusted sites | Protected Mode: OFF Vi~ [ ®mwom -
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12. Select the Approve radio button in the Approval Decision group box and click Continue.

,g Approval History -- Webpage Dialog

c WiSACWIS

— Document Information
Provider: State
Type: Home Provider License
Date: 05132011

— Approval Decision
o Approve " Reroute © RecallReturn T Mot Approve  Clear

— Supervisor Approval

“ou have completed and are about to approve this piece of work. Do you
wizh to route this work to the supervisor listed below for future approval? If
ne, please select "0Other” to select the appropriate party.

Supervisar: Richard Woarker

2
=
i

— Approval History
Worker Name Status Date Action
Vonda Mason Initial 05M32011 Initial

Coniinuz Close

13. To send the license for supervisory approval, click Save on the Licensing page. When the designated
county adds another county’s service types to a provider record, the designated county can add the
service types without having to modify the provider’s license. If the designated county wants to
change its own service types, the designated county is required to modify the provider’s license.
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14. Once the License has been Approved, go back into the Licensing page (Services tab) to verify that
the Service Category and Types have been activated.

,'_’f'_'hl:l:r_ls-:,|",fa|'.l|:lsl:.r:i::f.wiscr:-ns-in.gcnur;f - Licensing - Windows Internet Explorer

eWiSACWIS ™ print(@ Speicheck( s Heip (P
— Basic
Home: State, Out (60000003} Worker: “Vonda Mason Designated County: Miwaukee
Completion Date: 05132011 Status: Active-Regular

Application Activity License Information Services

—Licensed Services

™ AlCounties % |Miwaukee 'I Edit Licensed Services
Category Type Status
¥ Foster Care Foster Home (Out-of-State) Active

[pone [ [ [ [ [ [.7 Trustedsites | Protected Made: Off [Fa ~ [®wo% - ,
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15. Below is an example of how the approved license will look from the desktop.

cWIiSACWIS ooy Y s (= Search(®  Retresh (@ print (&

Create  Maintain  Utliies  Adoption Search Help

Vonda Mason's Desktop
[¥ Date Restricted [~ Paricipant View [ View Mot Approved/Cancelled

W Ticklers
b My Ticklers
b Escalated Ticklers

§ Cases (0)
T Providers (1)
@ State, Out (60000003) Actions
Foster Home 05132011 Masen, Vonda Out Of State Des: Milwaukee License Siatus: MIA
1] Assignments
A Basic
& Home Inquiries
icenses
Out of State
05/06/2011 05052013  Active-Regular  Milwaukee
‘% Members

Sl Parent Agency
h Approvals
h Access Reports

h Haome Inquiries
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Additional Licensing Actions

1. The Additional Licensing Actions page is accessed through the Options drop-down on the License
Information tab of the Licensing page and allows for the documentation of actions taken with regard
to a license after it has been approved. Licenses that have been Renewed, Expired, or Closed cannot
be re-activated from this page. In these instances, a new Licensing page would need to be created.

‘A Licensing - Microsoft Internet Explorer, provided by DHFS - State of Wisconsin |._||E||£|
cWiSACWIS ™ Rt (&
Basic
Hame: Frovider, Home (8033198 Wiarker: Allie Cake Designated County: Milwaukes
Completion Date: 02052010 Status: Active-Regular

License Information

Home Information

Licensee(s): Prowider, Home

o710

Street: 234 Anniversary lane At

City: Macdizon State: i Zip: 237
County of Residence: Dane

License Information

Type: Foster Care - DCF 56 Effective From: |D1 SIS 2000 Effective To: |EI1 S0 2

Certification: Level 2 % Exceptionstaivers Required " Mo Exceptionsfaivers Required
Additional Information
Total Bed Capacity: 4 Preferred Loe: Oto18 Preferred Gender: Male: 4 Female: 4

Options: w Close

Actions

Additional Licensing Actions
Checklizt

Steps Completed Checklist
Text

Foster Home License

Foster Home Licensure Matification
Letters

License Hold Matice Letter

Renewal Letter

@ Done | Revocation Letter S @ Trusted sites
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2. The Additional Licensing Actions page will open. Select the appropriate Action. The Licensing
Action Reason page will open.

4 Additional Licensing Actions -- Web Page Dialog |§|
e I-‘l:-"rj lsl fl (_' u’r I S Prirt (i Spell Check £+ Help l’i

Licensing Actions

Action Effective Fram Reasonis)

00000000 Reaszoni'=):

Close

Made in Error

ioclify

Place On Hold

Revoke
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3. Select the appropriate reason(s) and then click Continue.

Note: only three reasons can be selected.

2 Licensing Action Reasons -- Web Page Dialog

c -["'['"rf-;s' fl (1 Wfl S Print l’i Spell Check

Licensing Action Reasons
Action: Modify

Feason
Zelect &l That Apply

Activate additional service types
Additional exceptions requested
Capacity, gender ar age range changed

Change in cetification level

i I e A

Change in househald composition
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4. The reason(s) selected on the Licensing Action Reasons page will display.

) Additional Licensing Actions -- Web Page Dialog

c Ifl:fjlgf 1 C WI S Print ri Spell Check

Licensing Actions

Action Effective Fram Reasonis)
Modity 7 |D1 2ar2010 E—— Additional exceptions requested, Capacity, gender or age range

changed

optons: o == |

5. Since each licensing action has an effect on the status of the license, it must go through the approval
process. Select Approval from the Options drop-down and click Go. Select the Approve radio button
on the Approval History page and click Continue.

When final approval has been reached, the status field for the license is changed and ticklers
affecting the license are removed if appropriate.

The Insert button is used to insert a new row in the Licensing Actions group box. There can only be
one active license Action at a time, so the Insert button is available only when there are no license
actions or all previous license actions have been approved.

Note: When the Action of “Modify” is selected and the Additional Licensing Action is approved, a

pending license is created. The pending license copies over all information from the previous
license, include the original license Effective To date (end date of the license).
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Revoking a license

1. Torevoke a license first access the Active-Regular license from the desktop.

cWiSACWIS

Cieate  Maintain  Utilitiez  Adoption Search Help

Maternity Home 050972005 Cake, Caitlin M.
@ Montgomery, Dan (FO000R)  Actions

Adoptive Home 09/26:/2000 Kellogs, Jim (Supervizar) Des: Milwaukee License Status: Expired
@ Mooretest Jennifer (92214247 Actions

Foszter Home 090272006 Cake, Caitlin M. (Supervisor) Des: Milvwaukes License Status: Expired
@ Mooretest Maddie (9221066Y  Actions

Foszter Home  08/04/2004 Cake, Caitlin M. (Supervisor) Des: Milvwaukes License Status: Expired
@ Muffin, Blueherry (8221684  Restricted Provider  Actions

Edo Lemon Foster Home 111202009 Daisy, Dan Des: Milveaukee License Status: Active-Regular

12 Assignments

A& Basic

B Home Inquiries

Licenses
Foster Care - DCF 56
08032011 0803202 Active-Regular  Milvwaukes

FE Multi-p1[Click o Edit Licensing |Report

11 252009
& Members

ol Parent Agency

3G 3

[ |

T = c c c - = == ==

2. Click the License Information tab then launch the Additional Licensing Actions page from the

Options field.
/2 Licensing - Windows Internet Explorer
c I'{"rf-asl..:’i (1 WII I.SI ™ Print (i Spell Chec Help ('_3
Basic
Haome: hdutfin, Blueberry (9221654 Worker: Dan Daisy Designated County: Milwaukee
Completion Date: 05032011 Status: Active-Regular

alication Activity License Information

r—Home Information

Licensee(s): fuffin, Blueberry ;  WMuffin, Poppyseed

[ofl0 The kuffin Company

Street: 12000 Bakery Strest At

City: Hancock State: W Tip: 54943

County of Residence:

—License Information

Type: IFnster Care - DCF 56 LI Eftective From: IDSJ‘DS.QEIH Eftective Ta: IDBICI3I201 2

Certification: ILEVBl 1 LI  ExceptionsAtiaivers Required & No Exceptionsiiaivers Reduired

— Additional Information
Total Bed Capacity: 3 Preferred Age: Oto 15 Preferred Gender: Male: 2 Female:

Actions
i Additional Licensi

Options: ;I Gu Close

Checklist

[ [ [ [ [ [ Trustedsites | Protected Mode: OFF ac e -
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3. On the Additional Licensing Actions page, select the Action of Revoke.

9 Additional Licensing Actions -- Webpage Dialog

cWiSACWIS Prit (@  Spell Check ( Help (2

r—Licensing Actions
Actian Effective From Reason(s)
| x| |poinoioao Reason(s]

4. Click Yes to the following pop-up message to access the Revocation Reasons page

2} ewisACWIS —- Webpage Dialog

Once a license is revoked, a two year watiting period must elapse hefore you are
ahle to create a new license for this provider. Do you want to continue?
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5. On the Revocation Reasons page, select a Revocation Reason, a Licensing Code Citation, and
Licensing Subcode Citation. Click the Insert button to add additional code citations.

9 Revocation Reasons —- Webpage Dialog

c WiSACWIS print (&

— Revocation Reasons
Revocation Reazon

| =
Licensing Code Citation
| x| Code Citation

Licenszing Subcode Citation

| 2}

Marrative
=

Delete
Rowy 1 of 1

6. Enter text in the Narrative field.
Note: Additional revocation reasons can be added or deleted from the Revocation Reasons page
prior to the approval of the revocation action.

7. Click Continue to the return to the Additional Licensing Actions page.
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8. On the Additional Licensing Actions page, enter a date in the Effective From field.

9‘ Additional Licensing Actions -- Webpage Dialog

[ = 1 ""I’-I-LS'I'l (_' W]I ;S‘

r—Licensing Actions
Action

“ Help (?

Effective From

|Revoke x| [oaaR0i

Reason(s)

Reazon(s): Has protective services record

Options: I i l
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9. From the Options drop-down, select Approval then click Go to launch the Approval History
page.

9 Approval History —- Webpage Dialog

cWiSAC Prirt (&

—Document Information
Provider: huffin
Type: Additional Licensing &ctions
Date: 0872812011

—Approval Decision
o Approve = Reroute ¢ RecallReturn © hot Spprove  Clear

—Supervisor Approval

You have completed and are about to approve this piece of work. Do you
wizh to route this weark to the supervizor listed belowe for future approwal? If
no, please select "Cther" to select the appropriate party.

Superyvisor

—Approval History
Warker Mame  Status  Date Action
Caitlin b.Cake Initial 097282011 Initial

10. Click the Continue button to return to the Additional Licensing Actions page.
11. Click Save and Close.
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Documenting a Negative Action on a revocation

The following Licensing Subcode Citations will require the documentation of a Negative Action:
56.05(1)(a)1, 56.05(1)(a)3, 56.05(1)(f)3.a, or 56.05(1)(f)3.b. When the Save button is selected on the
Additional Licensing Actions page, the Negative Action page will automatically open.

g Negative Action -- Webpage Dialog

r - . J—- .
c "‘I’ I 5' jl C W:' I S prit (& Spell Check {7 | Help f‘;
—Agency Taking Negative Action =
License f Cerification Type: Foster Home Action Taken: Rewocation
Agency Taking Megstive Action; Mot yet licenzed Agency Type: County
Mame of Contact Person: |test Title: Itest
Email Address: | Telephone: |(503J255-54UU Ext: I
—Parent 1
Mame: butfin, Blueherry S5 Birthdate: 06214969
—Substantiated Finding of CAN
r—Criminal Conviction
=

1. Document the appropriate data in the required fields. Click the Insert button in the appropriate
group box: Substantiated Finding of CAN, Criminal Conviction, Misappropriate of Client’s
Property. If additional data is needed for Parent 1 and/or Parent 2, click the Insert button in the
respective group box(es) and enter the necessary data.

2. Save and Close.
Continue with the approval.

4. When a Negative Action is documented, a link to the page will display beside the associated
license record on the desktop.

Licenses
Foster Care - DCF 56

_EIE."EIS."EEIH 0803202 Active-Regular  Megative Action  Milwaukes

Note: Atany time, the Negative Action page can be accessed and updated.
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