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Creating an Adoption Assistance Agreement 
 

Note:  Assignment to the child’s Pre-Adoptive case is needed in order to create an agreement.  

 

Note:  To create an agreement, the child must have an approved Adoption Assistance Application for 

Decision, an approved out of home placement, an approved Child & Adolescent Needs & 

Strengths (CANS), and a Foster Care Rate. 

 

1. From the desktop, go to the Cases tab and click the Create Case Work hyperlink  or 

select ‘Create Case Work’ from the Actions drop-down next to the specific case to open the Create 

Case Work page. 

 

2. On the Create Case Work page, select ‘Adoption Assistance Agreement’ from the 

Agreements/Notices drop-down. Select the appropriate Case and Participant and click the Create 

button  to open the Adoption Assistance Agreement page. 

 

Note: There must be a fully approved Adoption Assistance Application for Decision in order to create 

the Adoption Assistance (AA) Agreement. 
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3. Enter information for the Adoption Assistance Agreement. The agreement is divided into the 

following sections: Agreement Information, Application for Decision Information, Insurance 

Information, Eligibility Verification and TPR Orders. The following describes both pre-filled and 

user entered fields for each section. 

 

 

 

A. Agreement Information 

o Case Participant: pre-fills with the child’s name as a hyperlink (to Person Management). 

o Effective Date: defaults to the effective date of the Application for Decision but can be 
changed here without having to do a new application for decision. This date indicates when 
the Adoption Assistance Agreement starts, and when payment begins. 

o Provider Name: pre-fills the current provider’s name as a hyperlink (to Provider 
Management). 

o Anticipated Adoption Finalization Date (if known): the date adoption is expected to be 
finalized. This field is not required and defaults to the date on the Application for Decision, if 
it was completed there. 

o Estimated End Date: pre-fills the date of the child’s 18th birthday. 

o County: pre-fills the county of the worker creating the page. 
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B. Application for Decision Information 

o Adoption Subsidy Type: the type of subsidy, pre-filled from the Application for Decision. 

o Agreement Amount: monthly agreement amount that will be paid out to the adoptive 

parent(s) once the AA agreement is established. Pre-fills from the Application for Decision. 

o Foster Care Rate: total amount on the foster care rate linked to the Application for Decision. 

o Payee Name: the name to display on checks. The user selected values are ‘Parent 1,’ ‘Parent 

2,’ and ‘Parent 1 or Parent 2.’ 

Note: If two parents are listed on the agreement, select the ‘Parent 1 or Parent 2’ value. 

 

C. Insurance Information 

o The adoptive parent will add the child to their private health insurance plan: the associated 

radio buttons are not required, however if ‘Yes’ is selected then the Health Insurance 

Information Form (F-10115) is required to be attached. To include this form, click the 

Imaging Search link to search for the image. 

 

D. Eligibility Verification 

o Agreement signed by Parents: the effective date of the relevant AA Agreement image. 

Automatically pre-fills the most recently created AA agreement image if it is already 

uploaded. If nothing pre-fills or if the incorrect image pre-fills, select the Imaging Search 

hyperlink to select the appropriate document. 

o Agreement signed by DCF: the effective date of the relevant AA Agreement image. 

Automatically pre-fills the most recently created AA agreement image if it is already 

uploaded. If nothing pre-fills or if the incorrect image pre-fills, select the Imaging Search 

hyperlink to select the appropriate document. 

o Father Legal Status: the most recent hearing date and legal status for the father from the 

child’s legal record. It must display ‘Guardianship to DCF’ or ‘Guardianship to Agency’ for 

approval. To update the legal status, click the Modify hyperlink that will launch the legal 

record for the child. Defaults to N/A if no parent is listed on the child’s Person Management 

page and the child was previously adopted. 

o Mother Legal Status: the most recent hearing date and legal status for the mother from the 

child’s legal record. It must display ‘Guardianship to DCF’ or ‘Guardianship to Agency’ for 

approval. To update the legal status, click the Modify hyperlink that will launch the legal 

record for the child. Defaults to N/A if no parent is listed on the child’s Person Management 

page and the child was previously adopted. 

 

E. TPR Orders 

o Parent: allows linking of the appropriate TPR order to the appropriate parent. At least one 

Mother row is required if Mother Legal Status is not N/A. At least one Father row is 

required if Father Legal Status is not N/A. By default, one row is inserted automatically 

for Father (if not N/A) and one for Mother (if not N/A) upon page creation. 

o Date: displays ‘None Selected’ until the Imaging Search hyperlink is accessed, and an 

appropriate image is selected. Once the image is linked, the date displays the Document 

Date of the image. The Delete hyperlink deletes an associated row. The Insert button 

 inserts a new row if needed. 
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4. Next, send the Adoption Assistance Agreement for approval by selecting ‘Approval’ from the 

Options drop-down and clicking the Go button . On the Approval History page, select the 

‘Approve’ radio button and click the Continue button  to return to the Adoption Assistance 

Agreement page. Click the Save button  on the Adoption Assistance Agreement page to 

send for approval. 

 

5. Upon supervisory approval it will be sent to the State Central Office Adoption Unit for final 

approval. Upon final approval, eWiSACWIS will automatically: 

• End the existing AAFC Foster Home Out of Home Placement as of the day before the date of 

agreement. 

• Create an AAFC Adoptive Home Non-Paid Out of Home Placement with a begin date of the date 

of agreement. 

• Create a fully approved AAFC Adoptive Home Service. The begin date of the Service will be set 

to the Date of Agreement and the child-specific rate will be set to the agreement amount. 

 

Note: For Milwaukee Supervisors, when approving the agreement to send it to the Central Adoption 

Office, you will have to select ‘Reroute’ and choose appropriate individual’s name. 

 

Note: The AAFC Adoptive Home Service cannot be ended manually; it can only be ended by ending the 

Adoption Assistance Agreement. 
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