Conducting a Diligent Search and Documenting Outcomes
According to State policy (1002.3.1), “A reasonable diligent search is required by law (O.C.G.A.§15-11-55) to identify those individuals who may be considered a resource for placement or custody of the child.  The search includes the parents or relatives of the child, as well as other persons who have demonstrated an ongoing commitment to the child.  Information-gathering usually begins during the CPS investigation process.  Once the child is removed, the search intensifies.  The CPS and/or Placement case manager share in the responsibility of obtaining relevant information and documenting the search efforts.  The law specifies a limited time frame in which the search must be completed, the results documented and filed with the court for review and approval.  Conducting the search on the ‘front-end’ increases the likelihood of making sound placement decisions for the child as well as expediting permanency.”  
At minimum, the case manager conducts the search by identifying the following individuals in the child’s life:

· Parent – legal mother, legal father, and/or biological father

· Relative of Child – person (maternal or paternal) related by blood of marriage 

· Other persons who have demonstrated an on-going commitment to the child – person with significant relationship with child; person who has a positive, meaningful and/or parent-like relationship with child prior to child entering care.
This tool will outline the steps for documenting Diligent Search outcomes.  This is in no way a substitute for following policy guidelines, but rather an aid to further detail the process for conducting and documenting the case manager’s efforts.  While this document provides critical step-by-step, it is not intended to demonstrate every step or procedure a case manager can perform for the purpose of completing a thorough Diligent Search. 

There are three parts to this document:

· Search for Person Using Accurint

· Accurint for Government is an investigative tool that assists government professionals (social services staff) in quickly gathering and analyzing information from thousands of record sources.  These results allow case managers to perform diligent searches in the most efficient manner and should be used each time a parent or relative name is provided.  Although an exhaustive search needs to be completed within 60 days a child enters care, the actual diligent search process is ongoing. 
· Record Diligent Search Contact
· Diligent search contacts (or attempts) with parent, relative or non-relative (via telephone, correspondence, visit to the home, etc.) are record in GA SHINES.  Diligent search contacts are recorded on the Contact Detail page.  Diligent search is an on-going process throughout the life of a case and can be recorded at any time.  
· Add Diligent Search For Child
· Case managers use the Diligent Search Information page to capture information about potential relative or non-relative placement resources, or other persons in the case as applicable.  Information recorded on the Diligent Search Information page is pulled into the Diligent Search Report, which is launched from the Diligent Search List page.  
PART A:  Search for Person Using Accurint
Step 1:
  Access the Accurint home page at http://www.accurint.com.  DFCS staff will use Accurint for the sole purpose of locating parents, relatives and/or significant others who may become viable placement resources for a child.
Step 2:  Login using your Accurint account ID and password.  
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Step 3:  Once the user logs, if there are new features (things to know), the Announcement page displays.  Click the Continue button to proceed.   If first time logging in, users will be prompted to change password before using the application.  
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Step 4:  Accurint confirms your current e-mail address for communications regarding your Accurint account.  Click the Yes, this is my current e-mail address button.
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Step 5:  The Main Menu page loads.  To begin searching for parents and relatives, click the Advanced Person Search hyperlink located on the People tab. 
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Step 6:  The Permitted Use Certification page loads.  Users must select one purpose for before searching for a person.  There is no selection preference; however, as a state employee, case managers can choose Click to Continue Use by Person Holding a Legal or Beneficial Interest Relating to the Consumer or Click to Continue Legal Compliance.  
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For use by persons acting in & fiduciary or representative capacity on behalf of the consumer
Click to Continue Fraud Prevention or Detection
For use o protect against or prevent actual or potential fraud, unauthorized transactions, claims, or other
liability

Click to Continue Required Institutional Risk Control
Forrequired institutionsl risk control, or for resolving customer disputes or inquiries
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1 Have No Permissible Purpose

2 v From: T coamentt... | B Doament




[image: image9.png]crosoft Internet Explorer

Fie Edt View Favores Toos Help

O O HNBG P drr @ 2% 5 AT

ccress 8] ntps: fsecure acaurint.com/app)opsiman
‘&iire session. TTThe pupose for WATGh 1ou a1 condueling searches changes, you Wil need 1o evt e system. re-a
and select another purpose.

Click to Continue Transactions Authorized by Consumer
‘A5 necessary to effect, administer, or enforce a transaction requested or authorized by the consumer

Click to Continue Transactions Authorized by Consumer (Application Verification On
'As necessary to effect, administer, or enforce a iransaction requested or authorized by the consumer by.
verifying the identfication information contained in applications for employment, housing, or insurance

Click to Continue Law Enforcement Purposes
Tothe extent specifically permitted or required under other provisions of law and in accordance with the
Rightto Financial Privacy Act of 1978, to law enforcement agencies, self-regulatory organizations, orfor an
investigation on a matter related to public safety

Click to Continue Use by Persons Holding a Leqal or Beneficial Interest Relating o the Consumer.
For use by persons holding a legal or beneficialinterest relafing o the consumer

Click to Continue Use by Persons Acting in a Fiduciary Capacity on Behalf of the Consumer
For use by persons acting in & fiduciary or representative capacity on behalf of the consumer
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1 Have No Permissible Purpose

By inpuing your response and proceeding with your search, you hereby certify o Seisint, Inc. that you are in, and assume
full responsibilty for, compliance with the GLBA, and in accordance with the Public Records Products Application and
Agreement you agree to indemnify, defend and hold Seisint,Inc. its afiiates and assigns, harmless from any breach of
the GLBA by you, your agents or coniractors and any damages, fees and costs associated therewith. Information from
this file may not be used for  permissible purpose as defined by the Fair Credit Reporting Act.
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Step 7:  The DPPA Permitted Use Certification page loads.  Click the Click to Continue Court, Law Enforcement, or Government Agencies hyperlink.   
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ciick @ for adaitional information refating to the Florida DPPA.

Click to Continue Court, Law Enforcement, or Government Agencies
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‘govemment agency.

Click to Continue Motor Vehicle Safety or Theft
Use for any matter regarding motor vehicle or driver safety or theft (except by motor vehicle manufacturers).

Click to Continue Use in the Normal Course of Business
For use In the normal course of business but only to very the accuracy of personal information submitted by
the individual to the business: and ifthe submitted information is incorrect,to obtain the correct information,

but only for the purposes of preventing fraud by, pursuing legal remedies against, or recovering on a debt or
‘security interest against,the individusl

Click to Continue Civi, Criminal, Administrative, or Arbitral Proceedings
Use in connection with a civ, criminal, administrative, or arbitral proceeding, including the senvice of process,
investigation in anticipation of tigation, the execution or enforcement of judgments, or compliance with the
orders of any court. @

Click to Continue Commercial Driver's License
Use by an employer or its agents or insurerto obtain or verify information relating to a holder of a commercial
drivers license that s required under chapter 313 of tile 49 of the United States Code.

Click to Continue Insurance
Use by an insurer or insurance support organization, in connection with claims investigation actiies or
antifraud activiies.

Click o Continue Licensed Private Investigative or Security Services
Use by a licensed private investigative agency, or icensed security senice, or  purpose permitted above
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Step 8:  The Person Search page loads.  Enter the Last and First name of the person.  If additional information is available, please include in appropriate fields.  
Step 9:  Click the Search button.
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Step 10:  After search has been initiated, the system refreshes with possible matches.  To run the reports, click on the paper icon left of the person’s name.  
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Step 11:  The report page loads.  This page allows the user to select the type of report to view search information.  For the purpose of maximizing the information collected from the person search, click on the Purchase Report button on the Comprehensive Report tab.    
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Note: There is an existing contractual relationship between DFCS and Accurint to cover the cost for person searches.

Step 12:  The Comprehensive Report Options page loads.  Users have the option of selecting information to be included in report.  

Users also have the option to select neighbors’ and relatives information.

Click the Purchase Report button.  
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Step 13:  The Comprehensive Report page loads.  This report provides vital information which can be used to the purpose of identifying and/or locating parents and relatives (e. g. aliases, current and previous address, current and previous telephone and cell phone numbers, persons that are connected to the person you are searching, possible criminal records, voter registration, etc.   
This report should be used for the sole purpose of conducting a diligent search on behalf of children serviced by the DFCS.  It is not conclusive effort; however, is a tool used to support case work efforts.      
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PART B:  Add Diligent Search Contact
Once the case manager initiates contact with the parent, relatives or non-relatives, contact information is recorded in SHINES.   Prior to adding the Diligent Search contact, add persons to the Person List page.  Persons can be added at any stage in SHINES.  

To start recording a contact click the Contacts/Summaries second level tab.  The system refreshes and the user is navigated to the Contact Search page.  To add a contact, the user clicks the Add button.
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Select the Type of Contact.  Click the Continue button.  
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The system refreshes and the user is navigated to the Contact Detail page.  This page allows the user to capture specific information about the contact, including when, where, how and the participants.  
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To complete the page, follow the steps outlined below:
1. Enter the Date of Contact.  Enter the Time of Contact.

2. Enter the Purpose for the Contact.  The Purpose allows staff to specify the reason for the contact.  There are 42 choices in the Purpose drop-down field.  Select Diligent Search. 

3. Enter the Method of the visit.  Use the Method field to document the contact method used, e.g., Announced Face to Face, Correspondence, E-mail, Other, Telephone Call, or Unannounced Face to Face.

4. Record the Location of the Visit.  Although Location is not a required field, not recording the location may impact reporting.  

5. Select the appropriate Principals/Collaterals Contacts – persons involved in the visit (parent and child).  Check the box to the left of the person’s name.  

6. Save the page before adding the narrative.  The page refreshes.  Fields on the page are saved and grayed out.  

7. Click the Narrative button.  The Narrative textbox allows the user to add information about parent child interaction, quality of visit, issues around arrival and departure for visit, and the overall outcome of visitation between parent and child.  

8. Record the narrative.
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9. Once the user completes the narrative, the user clicks the floppy disk icon to save the page.  Click the red X in the upper right corner of the page to exit the window.   The Contact Detail page will be visible.  

10. A check mark will appear right of the Narrative button indicating that a Narrative has been completed for the contact, when the page is refreshed.  
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11. The contact entered will appear on the Contact Search List page.
PART C:  Add Diligent Search for Child

The case manger begins adding a diligent search from the child’s FCC stage.  To record a diligent search event, follow the steps below:

1. Click on the Person tab.  

2. Click on the child’s name hyperlink.
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3. The Person Detail page displays for the child.  
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4. Click on the Diligent Search tab.
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5. Click the Add button.

6. Click the radio button next to the person (relative/non-relative) for whom the user is recording the diligent search event.  Click the Continue button.  
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7. The Diligent Search Information page loads. 
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8. Check the ‘Include in Diligent Search Report’ box if the information on this page should be included in the report.  

9. Indicate if the person contacted was a ‘Caretaker Prior to Removal.’

10. Select the Referral Type.  If ‘Other’ enter the referral person’s name.
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11. Indicate if contact with the person successful.  If not, explain.

12. Indicate the ‘Current Outcome of the Contact.’ Remember, the relative/non-relative can be considered at a future date as a potential resource for the child.  

[image: image30.png]icrosoft Internet Explorer.

Fie Edt View Favores Toos Help

HE G Pwe Foroee @ 25 - JEQ

e €] o 7,555,157, 252 5 persn persontscspiypersontt

%u, SHINES 2.6 System Test

Case < Intake Financial

Chila
Plans

Tiogort

Resources

Case Contacts/ | Senice
summary Summaries | Authorization

Foster Care | Case

I Placement Histors | 5™ | ianagement

[ Legal|

Person Detail Records Check Citizenship and Identity Healtn Log [Diigent Search| Re

Berry Junior
11731788

* requres fies
4 conditonally required field

igent Search Inform:

igent Search
Contact Person Bery Senior

include in Diligent Search Report

O caretaker Prior to Removal
+ I previous caretaker, describe why removed:

* Referral Type: Famiy Inteniew v

+ other, describe

Referrers Name:

1 Was the person successfully contacted? ®Yes ONo
 Ifnot contacted, why?

'+ Current Outcome of Contact: v

+ s person willing to be 3 visiation resource?

1 Is the person a potential placement resource?
ot nterested
£ fnot why? otner
Possibe Future inerest

+ Date Relative Care Subsidies Discussed

Comments;

] Yo sesion Wi Tre 00t 1 25557





13. Indicate if the person is willing to be a visitation resource.

14. Indicate if the person is a potential placement resource.  If not, explain. 

15. Document the date the case manager discussed relative care subsidy with the relative/non-relative.  

16. Click the Save button.  The Diligent Search Information page is modifiable if the user needs to update parent, relative or non-relative information.  This page does not keep a history, but displays the most recent edits only.  
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17. The Diligent Search List page loads.  The relative/non-relative name appears on the Diligent Search List page.  Notice the columns on the page – Caretaker, Contacted, Visitation, and Placement.  
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18. To launch the Diligent Search Report Form, click on the Forms dropdown and click on Diligent Search Report Form.  Click on the Launch button.  
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19. The Diligent Search Report for the child loads.  Print the report for case manager and supervisor signatures.  
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Login here using your Accurint account ID and password.
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