Home Study Update/Recertification
Note: You must have an assignment to the provider record to create a Home Study Update/ Recertification.

Note: Information related to applicants is entered on a number of pages, including the Home Provider, Person
Management, Home Study, and Psychosocial Evaluation Report.

1. From your desktop, go to the Provider tab and click the Create Provider Work hyperlink

(&' Create provider work or select Create Provider Work from the Actions drop-down next to the specific
provider to open the Create Provider Work page.

e WiAS' A C WIS’ Actions v Financial v State v Security v Help ~ Refresh Search Caitlin M. Cake (Milwaukee County) | Log Out
Home Cases (457) Providers (207) Workers (66) Approvals (1169) Access Reports ICPC Referrals YJ Referrals (0) Home Inquiries Quick Links
(111) (10) (30)
Providers
> " > 4 -
Filter by: Providers: 207 (& Create provider work (&' Create private provider

[ pate restricted

~
I Not approved/cancelled M Muttiselect " g

2. Select Home Study Update/Recertification from the License drop-down, select the provider name in the
Providers group box, and click the Create button.

eWiSACWIS

Print &
WLP Screenshot
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3. The Home Study Update/Recertification page is used to document information gathered and to evaluate
the recertification of the family. The Basic group box includes general information items relevant to the
applicant(s). If the provider is licensed or has a pending license, the license type, licensing agency, and
certification level will pre-fill from the Licensing page. Select the update purpose, home study type, update
the home study date (if applicable), and select the placement type. Once you have completed the home
study update/recertification, you will update the home study status.
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eWiSACWIS

Frint 2
WLP Screenshot
Basic
Applicant(s): Mooretest, Wayre L W {5221501) Moorelest Morgan (3223126} Provider: Mooretest Wame 3221424}
Update Purpose : Vs
Lens. Type Couny ~ Lens. Agency: Dane County Depaniment of Human Services Certfication: Level 2 ~
Home Study Type Vs Home Study Date D3/032028 Placemant Type: Future Placement s
Home Study Status: Pending Vs Viewlllpdate Hold Hislory %
“ Curent PlacementsiSiuaton i G
-
Applicant{s)" Children
This incluges biclogical childran, chikiren through marriage, childran under guardianship, and adopted children,
Name DoB Age DoD Receiving Care
Diughter Muors (6230059) 06142017 3 00/00/0000 No
031032003 23 00/00/0000 es
10252012 13 Ho
Ne 03/04/1961 58 1012472018 No
Modify.
Other Household Members v

4. The Family tab contains the Applicant(s) Children group box and Others Household Members group box.
The first group box Applicant(s) Children pre-fill from the Home Provider page if they have been
documented on the Members tab. Clicking the Modify link will direct you to the Home Provider page where
you can Insert additional person(s) on the Members tab. The Receiving Care field is prefilled based on the
radio button selected on the Home Provider record. If the child is living out of the home, indicate where. It
is important to verify that the child’'s age is identified, as this will determine which questions to answer for
them on the Psychosocial Evaluation Report.

Note: If the foster parents have adopted a child, a new person record needs to be created for the adoptive

child.
[ e Curent Plcements/Siaation | Background formation | Results
Applicant{s)’ Children
This includes bickgical children, chikiren through marriage, children under guardianship, and adepted children
Name DOB Age DOD Receiving Care
Danughier Moore (5230259) 08142017 2 00/000000 Ho
Mary 03/04/1081 58 10/24:2019 Ho
0310272003 23 00/0040000 Yes
1062572012 13 00/0040000 Mo

My

s

5. The Other Household Members group box displays others who have been previously entered on the
Members tab of the Home Provider page. You can select the Modify link to add additional people. Clicking
Modify will direct you to the Home Provider page where you can Insert an additional person on the
Members tab. The Receiving Care field is prefilled based on the radio button selected on the Home
Provider record. It is important to verify that the person’s age is identified, as this will determine which
questions to answer for them on the Psychosocial Evaluation Report.
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Other Household Members In\»

Children placed in the
This includes individuals fre.

me or children plsced in the pre-adoptive home are not included here
ntly in the home on a regulsr basis and have substantial contact with children placed in the home.

Name DOEB Apge Relationship to Applicant(s) Receiving Care
Alex 0310172014 12 Cousin No
tmsier De Ford (0279194) 0210211062 64 Aunt Yes

Moify

6. The Current Placements/Situation tab is used to document the Current Placements/Situation for children
who are currently placed or for those who have been identified for future placement. The Children Currently
Placed in the Home group box provides a listing of all the children who have a current placement open with
the provider.

eWiSACWIS Print 8
WLP Screanshot

Basic

Applicant(s) Mooretest, Weyne L, 11l (8221561} Moorstest, Morgan (8223128} Pravider Mosretest, Wayne (2221424)

Update Purpese - Pre-adoptive o

Lens. Type County v Lens. Agency Dane Gounty Department of Human Sarvices Certification: Level 2 -

Home Study Type: Adogtive = Home Study Date: e Placement Type: Fuiure Placement v L})

Home Study Status: Pending o ViewilUpdate Hois History

= B — - |

Children Currently Placed in Home

Please keep in mind that any information written in this section is confidential and must be redacted should the home study be shared with a third party.

T

Mame DOB Age
Bluberry Pancake 0212112010 18
Duantwo J. Asfa 10112014 1
Sally B. Allen 12/01/2003 =

Current Situation

Discuss the relationship betwean the foster parent(s) and the child(ren)youth curently plscad in the home

7. The Current Situation group box allows you to document information regarding the relationship the
applicants have with a child currently placed in the home.

Current Situation

8. Document information in the Fostering Experience group box. If there are no children currently placed,
select the N/A checkbox.
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Fostering Experience

the Farily hies

9. Document information in the Family Lifestyle group box.

10. The Child Specific Placement group box will display if the Placement Type of “Child Specific Placement”

was selected in the Basic group box at the top of the page. To search out and retrieve the child(ren) who
will be placed at this home, click the Insert button.

Child Specific Placement

Name DoB Gender

Pancake_ Bluebe; 9229697 0212172010 Male Delete

. (e o

11. The Background Information tab contains summary of Background Check Results. The Summary of
Background Check Results is narrative field allows you to document the background checks completed
and whether those results were determined to be substantially related to caring for children under Ch. DCF

12.06 If findings are identified for an individual in the home, address them in the History portion of the
Psychosocial Evaluation Report for that individual.

i\ T
eWiSACWIS Print &4
WLF Screenshot
Basic
Applicant(s): Moretest. Wanne L Il 3229501} Mooresest, Morgan (8283120 Provider: Mooresest Wanne (3221424)
Ui Pre-adoptive w
Lens. Tyes County v Lens. Agency: Dane County Department of Human Services Cerifization lewsl2 W
Home Study Type Adoptive o Home Study Date: 0u032028 Placement Type e =
Home Swdy Status: Pending - WiswlUipchate Held Histary
Eamily Current Placements!Situation Background Information Results
Summary of Background Check Results
The required criminal record and child sbuse/neglect checks were completed for the Apghoant(s) and any non-chent residents in the home. List any results from the background checks completed and whether those results wers determined to be substantially related to caring for children under Gh. DGF 12.08. I
there wers o results or findings, indicate that below. For any individual with results or findings. you must discuss thase under the history section of the Peychosocial Evaluation Report. Be sure to discuss the results or findings that warrantsd = rating of 3. 4, o 5 and all mitigation that reduces the final rating.
. e

12. The Results tab contains all inventory items related to Psychosocial Evaluation Report (completed in the
next step), as well as a Psychosocial Evaluation Conclusion, Placement Considerations, and
Recommendation based on the home study update/recertification. Record the answer for each applicant
(when applicable) using a rating in the drop-down. The values default to a "2’ rating. Once you have
completed all of the tabs on the Home Study Update/Recertification page, as well as the associated
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Psychosocial Evaluation Report page, you will return to the Results tab to complete the home study

update/recertification.

eWiSACWIS

WLP Screenshot

Basic

Applicant(s): Magretest, Wenme L., Il (9221581}

Lens. Typs: County il

Home Study Type: Adoptive v

Home Study Status: Pending hd

Mooretest, Morgen (8223128)

Lens. Agency:
Home Study Date

03/03/2026

iewillpdate Hold History

Dane County Depanment of Human Services

Provider:

Updste Purpose ©

Centification

Placement Type

Frint &

Family

Recommendation

Current Placements/Situation

Background Information

It is recommended that Select Apgbcantis)

Home Study was completed by:

Home Study

Calin C. Cake
Fractitioner:
Name of Agency: [
Agency Address:
WMiwsukee, W1
Opfions: -~

be

Hpproved W o Adoption and Foster Care

Supervisor:

Home Stugy

Caitin C. Cake
Supenisor:

Moprstest, Wi (3221424)
Pre-adoptive -
Levslz W
Future Placement v L\\s
&~
v

13. From the Options drop-down (on any tab of the Home Study Update/Recertification page), select
Psychosocial Evaluation Report and click Go. This will open the Psychosocial Evaluation Report page.

Options:
Actions
Approval

Psychosocial Evaluation Report
Text

Home Study Update/Recertification

14. On the Psychosocial Evaluation Report page, there are 8 tabs: History, Personal Characteristics,
Marital/Partnership Relationship, Children/Others, Extended Family, Physical/Social

Environment, Parenting, and Adoption/Foster Care. On the History tab, answer each question. If applicable,
complete the narrative fields for each applicant.
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Psychasocial Evaluation Report Print &

Basic
Mogretest, Wayne L., I j221561) Mooretest, Morgan (3223128)
Provider: Mogrelest, Wayne (8221424 7) Completsd %
Personal Characteristies l MaritaliPartnership Relationship l ChildreniOthers l Extended Family l Physicall Social Environment l Parenting I Adoption/Foster Care
History - Wayne L. Mooretest, -
(OYes DN During this psychosocial evaluation update process was anything reported, detected or observed that resuited in the revision of any of the most current determinations recorded for this section? If yes, provide the basis for the newly determined Desk
Guide andlor Mitigation Feating_ If no, no other narration is needed
4
OYes OMNo Does this section contain any issues of concam that were not mitigated? If yes, discuss the way in which issues of concem that could not be mitigated impede effective family funciioning. If no. no other namation is nesded
4
C¥es TN During this psychosceial evaluation update process did the applicant have any new amest or conviction? If yes, diseuss how this does or could affect the applicant's current functioning andior ability to parent. Use the same critaria in the Evaluation
Instructions and determing whether you are gaing to sustain, reduce or miligats the offense. If no, no other naration i needed. v

15. On the Personal Characteristics tab, answer each question for each applicant and if applicable, complete
the narrative fields.

Psychosocial Evaluation Report Print &
Basic
Moonetest, Wayne L Bl (8221581) Mooretest, Morgan (3223128)
Provider: Mosretest, Wayne (6221424 ~) Completad Ik
Personal Characteri MaritaliPartnership Relationship l ChildreniOthers l Extended Family l Physicall Social Environment l Parenting l Adoption/Foster Care
Personal Cl ! - Wayne L. m Y
COYes ONe During this peychosocial svalustion update process was anything repenad, detectsd or cbserved that resulted in the revision of any of the most current determinations recorded for this section? If yes, provide the basis for the newly determined Desk

Guide andlor Mitigation Rating. If no, no ather narration is needed.

OYes OMNo Does this section contain any issues of concem that were not mitigated? If yes, discuss the way in which issues of concem that could not be mitigated impede effective family functioning. If no, no other naration is needed

) g [T

20. On the Marital/Partnership Relationship tab, answer each question and if applicable, complete the narrative
fields.
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Psyehosoeial Evaluation Report Print &

Basic
Applicant(s): Mooretest, Wayne L, Wl (5221581} Mooretes!, Morgan (3223128)
Provider Completed Iﬂ\)
History I Personal Characteristics MaritaiPartnership Relationship Children/Others l Extended Family I PhysicaliSocial Environment l Parenting l AdoptioniFoster Care
Marital/Partnership Relationship
OYes (DNe During this reporting period has there been a change in the maritalipartnership status of the Applicantis)? If yes, provide the basis for the newly determined Desk Guide andior Mitigation Rating. If no. no other narration is needed
4
Y¥es (N Does this section contain any issues of concem that were nat mitigated? I yes, discuss the way in which issues of concem that could not be mitigated impede effective family functioning. If na, no other narration is needed.
2

21. On the Children/Others tab, there are four sections: Minor Children, Other Minors Residing or Frequently in
the Home, Adult Children, and Adults Residing or Frequently in the Home. Enter text in each of the narrative
fields.

Note: If there are no minor children, other minors residing or frequently in the home, adult children, and /or
adults residing or frequently in the home, you will see that there are no narrative fields to complete
and text indicating there are none of those individuals in the family/home.

Note: For Minor Children and others residing or frequently in the home that were inserted on the Home
Study Update/Recertification page (Family tab), the gender is not included. You will need to include
the gender of the individual in your description, as it is not included on the Home Study
Update/Recertification template.

Psychosocial Evaluation Report Print &
Basic
Applicant(s): Mooretest, Morgan ($223128)
Frovider Complated
History l Personal Characteristics I MaritaliPartnership Relationship Extended Family l Physicall Social Environment l Parenting l Adoption/Foster Care
Minor Children - Daughter Moore -
During the reperting period has the minor's behavior been sge-appropriste” Has the minor presented any heslth, development|, educstion or ments| health issuss? How secure, welk-sdjusted and adapiable has the minor been? Haue their nesds been well met? Has the minor exhibited behaviors
that pose a threat to the health, safety and well-baing of seff or cthers? Doss the minor have 3 secure sttachment 1o both their parents? Have any akcohol of drug inveivement occurred? How has the minor responded to the arrival of a new child or children into the family?
4
Minor Children - Tester Ajax
During the reperting period has the minar's behavior been age-approprizte” Has the minor presented any health, developmental, education or menizl heakth issuzs? How s2oure, welk-adjusted and adapiable has the minor been? Have their nesds been well met? Has the minor exhibited behaviars
that pose a threat to the health, safety and well-being of seff or sthers? Doss the minor have 3 secure sttachment to both their parent=? Have any skahal or drug invalvement occurred? How has the minor responged to the amval of a new child or children into the fmily?
v
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22. On the Extended Family tab, answer each question for each applicant and if applicable, complete the
narrative fields.

Psychosocial Evaluation Report Print &
Basic
Moorstest, Wayne L, 0l (9221581) Moorstest, Morgan ($223128)
Provider: Mooretes, Wayne (8991424 ) Gompleted I}
History Personal Characteristics [ MzritaliPartnership Relationship ] Children/Others Extended Family Physicall Social Environment ] Parenting l Adoption/Foster Care
Extended Family - Wayne L. Mooretest, lll ry
OYes ONa Forthe period of this review were there sdditions or subtractions from the extended family constellation? 1 yes, provide the names and relationship of the extended family member added or subtracted. If no, no other namation is nesded.
+
OiYes Oho Were there sllegations of sbuse or neglect involving any extended family members? If yes, namate the naturs of the sllegations and disposition. If no. no other narrstion is nesded
]
OYes ONo During this psychosccial evaluation update process was anything reported, detected or observed that resulted in the revision of any of the most curent determinations recorded for this section? If yes, provide the basis for the newly determined Desk
Guide and/or Mitigation Rating. If no. no other narratien is needed.
v

23. On the Physical/Social Environment tab, answer each question and if applicable, complete the narrative
fields.

Psychosocial Evaluation Report Print &
Basic
I Moorstest, Wayne L, 0l (9221581) Moorstest, Morgan ($223128)
Provider: Mooretest, Wayne (E221424 ) Completad L\X}
History l Personal Characteristics l MzritaliPartnership Relationship ] Children/Others ] Extended Family Physicall Social Environment Parenting l Adoption/Foster Care
Physical/ Secial Environment Y
Cifes DiNe During th reporting pariod wera there significant changes in the home, neighborhood, community, job status, income and resources available since the last home study or updateirenewal was completed? i yes, discuss the nature of the changes
noted. If no, no other narration is needed.
+
e DN During this peychosocial evaluation update process was anything repented, detected or cbserved that rasubied in the revision of any of the mast cumrent deserminations recorded for this section? If yes, provide the basis for the newly determined Desk
Guide and/or Mitigation Rating. If no, no cther narration is needad.
]
Dies O N Does this section contain any ssues of concem? If yes, discuss the way in which issues of cancer that could not be mitigated impede safe and effective family functioning. If no_ ne other narration is needed O

24. On the Parenting tab, answer each question and if applicable, complete the narrative fields.
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Prink &
Basic
Agpl Moorstast, Morgan [5223128)
======= [ Camgleted %
History Personal Characteristica ManttsiParinership Relationship ChildreniOthers Exiended Family Physicalf Social Environment adoptionFoster Care
General Parenting A
Ye= O No During aticn updaie process was anything reparted, delecied or chserved that resulted in the revision of any of the most current deteminations for this section? If yes, provide the basis far the newly delermined Desk Guide andior Miigaion Rating. If na, no
Yo O No Daes this section contain any issues of concern? f yes, discuss e way in which issues. of concern thal could not be miigated impede sfe and effscive family funciioning. If no, no other narmratian i needed
Specialized Parenting
Yes O Ma ¢ the andlor Mitigaion Rating. If na, no
v
Save | Close
25. On the Adoption/Foster Care tab, answer each question and if applicable, complete the narrative fields.
Paychosocisl Evaluation Report Print &
Basic
Appl Moorutos Moran (5223128]
Pravider. [ Completed
Histary Parsonal Characteristica MantsUPartnership Relationship ChikdreniOthers Exfended Family Physicalf Soclal Environmant Paranting adoptionFoster Care
Adoption ! Foster Care
Yes O3 No During this pychasocial evaluntion update process was anything reported, detected or ohserved that resulied in the revisian of any of the most current determinaions for this saction? If yes, provide the basis for the newly determined Desk Guide andior Mitigation Rating. If no, no cther
e Na Does this sect tain ar s af w7 i o the we which f conoe: id nat be mitigated impede safe et funct If of needed.
Save | Close

26. Once you have completed all of the information on each of the tabs, select the Completed checkbox in the
Basic group box and click Save. If any messages appear, complete the required fields. Once all errors have
been fixed, click the Close button to return to the Home Study Update/Recertification page.

Note: In order to approve the Home Study Update/Recertification, the Completed checkbox must be
selected.

Note: The Completed checkbox may become unchecked throughout the home study update/recertification
process. Since the age of an individual (child, other residing in the home) determines which section
of the Psychosocial Evaluation Report the individual falls into (minor or adult), an evaluation is done
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anytime there are updates to the Home Provider page, as well as the Family tab of the Home Study
Update/Recertification page.

27. Once you have completed all of the tabs on the Home Study Update/Recertification page, as well as the
associated Psychosocial Evaluation Report page, return to the Results tab of the Home Study

Update/Recertification page. Update any ratings as necessary. Enter narrative in the Psychosocial
Evaluation Conclusion and Placement Considerations group boxes.

28. The Recommendation section contains conclusions and considerations based on the home study
update/recertification, a recommendation by you, the home study worker, and your supervisor’s
approval/denial of that recommendation. Once you have completed the home study update/recertification,

click the Select Applicant(s) link to open the Applicant Selection page.
eWiSACWIS

Print &
WLF Screenshot

Basic

Applizant(s): Mogretest Wige L, U1 (9221501} Mooretesl, Morgen (E223130) Provider:

Pre-adoptive ~

County v Lens. Agency: Dane County Degartment of Human Services Ceriification Level2 W

Heme Study Type Adoptive o Home Study Date: oun3z0zs Placement Type Fitire Placened =

Home Swdy Staws: Peanding - Wi\ pclate Hold Histary

Eamily

CumentPlscementiaton Becharaind informaten
Recommendation

t is recommended that

be Approved v o7 Adoption and Foster Care %

Home Study was completed by:

Home Study Cailin C. Cake Supervisor:
Practtioner:

Name of Agency: ) Home Study

Supenvisor

Caitiin C. Caks

Agency Address
Miwauksz, VW1

Options: v

29. On the Applicant Selection page, select the checkbox next the appropriate applicant(s). Then click

Continue.
Applicant Selection Print 1 Help @
Applicants
Select All Name Role DoB
Aardvark, Andrew Z_, Sr. (9226919) Farent 1 01/19/1954
Aardvark, Amy B. (9226559) Parent 2 01/01/1974
Aardvark, Marie (9226920) Licensee 02/13/1956

30. Record the recommend approvals or non-approvals for the applicant(s) and for what type of home
he/she/they are being recommended for (foster care, adoption or both). Click the Insert button to record
additional/different approvals or non-approvals.
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eWiSACWIS

WP Screenshot

Basic

Moaretest, Wayne L. 1Il {8221581)

Moorstest, Morgan (0223128)

Provider:

Mooretest, Wayne (0221424)

Update Purpose - Pre-adoptive ~
Lens. Type: County ~ Lens. Agency: Dane County Department of Human Services Certification: Level 2 ~
Home Study Type: Adoptive v Harne Study Date: o030z Placement Type: Future Placement v
Home Study Status Perding o Wisw/Upgiste Hold History @
oy [ Carrant Pizcamerts/siaaton | Background information

. -

Recommendation
It is recommended that Morgan Mooretest be e (e F e

Home Study was completed by:

Home Study
Practitioner:

Caitlin C. Cake

Name of Agency:

Agency

Agency Address:
Milwaukee, Wi

Options: w

Supervisor:

Home Study
Supenvisor

Caitlin C. Cake

 sove | g

31. In the “Home Study was completed by” section, verify the information, and update accordingly.

32. When the Home Study Update/Recertification is first created, it has a status of Pending. Update the Home
Study Status in the Basic group box at the top of the Home Study Update/Recertification page.

Basic

Applicant(s): Aardvark, Andrew 7., Sr._(9226919)

Aardvark, Marie (92269201

Aardvark, Amy B. (9226559

Lens Type:  County “ Lens. Dane County Department of Human
Agency:

Home Study ) Home Study | pg/22/2020

Type: Date:

Home Situdy)| Pending v | View/Updaie Hold History

Status:

Praovider:

Update
Purpose :

Ceriffication:

Placement
Type:

Aardvark, Andrew (9221905)

Level 2 b

Child Specific Flacement v

33. The Home Study Update/Recertification template is created from the Home Study Update/Recertification
page by selecting Home Study Update/Recertification from the Options drop-down (on any tab of the Home
Study Update/Recertification pages) and clicking the Go button. Information will pre-fill from the Home
Study Update/Recertification and Psychosocial Evaluation Report pages onto the template.
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11/15/2006 12

Actions
Approval
Psychosccial Evaluation Report

Sred  Home Study Update/Recerfification %

= | Y v ¥ Daw ~ & A - + = 1| ofe | =) | D Q| & o

Multipurpose Home Assessment Update / Recertification

Licensing Agency

Agency

Mame - Applicant 1 (Last, First MI) Birthdate - Applicant 1
Mooretest, Wayne L. 01,/01/1970
MName - Applicant 2 (Last, First MI) Birthdate - Applicant 2

Mooretest, Morgan A1, 115,/ 19800

Address (Streat, City, State, Zip Code) [J\\s
789 Main St

Madison, W1 53701

Update Purpose

Purpose of Update: Pre-adoprive

Household Member(s) Information

Children placed in the foster home or children placed in the pre-adoptive home are not included here.

This includes children of the A adult members, and in the home on a reqular basis
and have contact with children placed in the home.

Full Hame Birthdate Relationship to Appli (s)| Recelving Care
Daughter Moore 16,/14/2017 Child OYes
ENo
Son Moore 03/03/ 2003 Child EYes
ONo
Tester Ajax 10/25/2012 Child OvYes
EMNo
tester D Ford 02/02/1962 Aunt EYes
CONo v

34. To approve the home study update/recertification, launch the Psychosocial Evaluation Report to check the
Completed checkbox, close back to the home study, then select Approval from the Options drop-down (that
can be accessed from any tab on the Home Study Update/Recertification page) and click Go. On the
Approval History page, select the Approve radio button and click Continue. On the Home Study
Update/Recertification page, click Save to send the approval to your supervisor.

Actions
Options: e m
Psychoscecial Evaluation Report %
Text

Home Study Update/Recerification

Note: If validation errors exist, you will have to make the updates and then approve the home study again.

Placing a Home Study Update/Recertification On Hold

You can place a Home Study Update/Recertification on hold and remove from hold during the documentation
process for the Home Study Update/Recertification. When your supervisor approves the Place On Hold request
the overall status of the Home Study Update/Recertification is set to “On Hold”". Your supervisor must then
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approve the removal from hold and when doing so the status of the Home Study Update/Recertification is set
back to ‘pending’.

1. The Home Study Update/Recertification Hold Status page is accessed from the View/Update Hold History
link.

Basic
Applicant(s): Aardvark, Andrew 7 . St (9226919) Aardvark, Amy B. (9226559) Provider  Aardvark, Andrew (9221905)
Aardvark, Marie (9226920) Update W
Purpose :
Lens. Typel | county w Lens. Dane County Department of Human ~ Certification: j ayel 2 W
Agency:
Home Study v Home Study ' pg/22/2020 Flacement  chjlg Specific Placement
Type: Date: Type:
Home Study | Pending v IWewﬂJm:ale Hold History I
Status:

2. Onthe Home Study Recert Hold Status page, click the Insert button.
Home Study Recert Hold Status Print 2 Help ©

Place On/Remove Hold

Status Effective From Reason(s) Worker
.:é:. Flace on Hold 062272020 Reason(s Caitlin C. Cake
Description: Reason for hald...

3. Select the Reason(s) link. This will open the Home Study Recert Reason(s) Place on Hold page.
Home Study Recert Reason(s) Place on Hold Print &  Help ©

Reasons

Action: Place on Hold

Reason(s)
Select Reason(s)

[] Application not complete
Change in family circumstances
Delay in legal process

Other

O O o O

Support plan in place
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4. There are multiple reasons a Home Study Update/Recertification can be placed on hold. On the Home Study
Recert Reason(s) Place on Hold Page, select one or more reason and click Continue. This will return you to
the Home Study Recert Hold Status page.

5. Enter a date next to the Place on Hold field and enter a description in the Description field, if applicable.

6. Select the Place on Hold radio button. Select Approval from the Options drop-down and click Go. On the
Approval History page, select the Approve radio button and click Continue. On the Home Study Recert Hold
Status page, click Save to send the approval to your supervisor.

Remove Home Study from Hold

You can place a Home Study Update/Recertification on hold and remove from hold during the documentation
process for the Home Study. When the supervisor approves the Place On Hold request the overall status of the
Home Study Update/Recertification is set to “On Hold". The supervisor must then approve the removal from
hold and when doing so the status of the Home Study Update/Recertification is set back to ‘pending’.

1. Access the Home Study Recert Hold Status page via the View/Update Hold History link on the Home Study
Update/Recertification page.
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2. Onthe Home Study Recert Hold Status page, click the Insert button. This will insert the Remove from Hold
row.

Home Study Recert Hold Status Print & Help @

Place On/Remove Hold

Status Effective From Reason(s) Worker
) Place on Hold 062212020 Application not complete Caitlin C. Cake
Description: Reason for hold...
P
) Remove from Hold 00/00/0000 Reason(s) Caitlin C. Cake
Description:
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3. Select the Reason(s) link. This will open the Home Study Recert Reason(s) Remove from Hold page. On the
Home Study Recert Reason(s) Remove from Hold page, select one or more reason and click Continue.
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Reasons

Action: Remove from Hold

Reason(s)

Select Reason(s)

Application complete

Family circumstances resolved

Legal process resolved

Other

Suppaort plan complete

Withdrawal from program

4. On the Home Study Recert Hold Status page, select the radio button for Remove from Hold status, enter
the effective from date and enter a description, if applicable. Select Approval from the Options drop-down
and click Go. On the Approval History page, select the Approve radio button and click Continue. On the
Home Study Recert Hold Status page, click Save to send the approval to your supervisor.

Home Study Recert Hold Status

Place On/Remove Hold

Status Effective From
O Place on Hold 06/22/2020
Description. Reason for hold...

®) Remove from Hold 06/23/2020

Description:

Reason(s)

Application not complete

Reason(s) Application complete
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Caitlin C. Cake

Caitlin C. Cake
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