




 

Unified Home-Study (UHS) FSFN Clean-Up Job Aid 

Purpose: 

• To prevent an “illegal” placement or the loss of IV-E funding (with the current “pending home studies 
of the state”, the state would lose approximately $90 million in funding).  

• Current HS in the process of being completed will continue as normal.  
• The UHS FSFN enhancements are scheduled to roll out June 15, 2018.  

 
Steps: 
 

• You will not be able to just go into the approval links and mark “approved” or "not approved".  Each 
home study must go through a "validation" process.  
 

• For home studies dated 2013 and later, make the recommendation in the “Outcome” Drop Down 
menu and submit for approval under the Actions approval link.  
 

 
 

• If the Case Manager/Supervisor/Adoption Specialist/Licensing Specialist is no longer working at the 
agency, the current Case Manager/Supervisor/Adoption Specialist/Licensing Specialist is responsible to 
complete the task by: 
─ looking through the documents to enter the local background check dates found in the file or home 

study. 
─ reviewing the recommendation and submitting for approval to the supervisor.  
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• The local background checks have to be within 365 days prior to the completion date of the home 
study. The completion date is the date the supervisor signed the home study if there is a paper copy 
identified.  The local background check paper copy needs to be scanned to the home study file as an 
image.  Reminder as per CFOP 50-1, any documentation containing FCIC/NCIC information should not 
be scanned into FSFN. 

 

 
 

• If there is no completion date entered, the completion date is the date the supervisor signed the home 
study template with signatures in the attached image or paper copy.  The paper copy needs to be 
scanned and attached and uploaded to the home study prior to marking “approved” or “not 
approved”. 

 
• A supervisor may not submit for approval and then route to themselves to approve (must be a two-

tiered process).  After the approval, the Case Manager/Supervisor/Adoption Specialist/Licensing 
Specialist must make a note in the provider notes explaining why he/she is approving the 
recommendations of the UHS.  

 
• The following case note should be entered when approving an outstanding UHS: 

NOTE: The portion in red illustrates an example and must be replaced with the actual purpose or type of study 
“As a result of the new UHS functionality which is set for a June 2018 deployment in to FSFN, it was 
determine that a home study associated with this case had a pending outcome status. A review of the 
paper record indicates that all background checks were completed timely for <<enter purpose/type of 
study (e.g., emergency placement, relative placement, etc.)>> home study and the FSFN record is being 
updated to reflect the appropriate outcome for the home study approved by the supervisor on (date).” 
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• For home studies dated prior to 2013, if the Case Manager/Supervisor/Adoption Specialist is no longer 
working at the agency, the current Case Manager/Supervisor/Adoption Specialist is responsible to 
complete the task by: 
- looking through the documents to enter the local background check dates found in the file or home 

study. 
- reviewing the recommendation and submitting for approval to the supervisor by selecting approval 

from options drop down.  
 

 

 

• If there are duplicated home studies made in error, you may select the "not approved" radio button in 
the approval link and make a note in the provider record that it was a duplicate made in error.  
 

• If you cannot find the completed home study template with signatures-do not approve the home study 
and add the reason to the Incomplete UHS Excel document.  

 
• For open cases that have a pending home study, but background screens are not located- do not 

approve the home study and add the reason to the Incomplete UHS Excel document.  




