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DEPARTMENT OF CHILDREN AND FAMILY SERVICES  

 
         Distribution: X, Z, M 
 

POLICY GUIDE 99.03  
 

APPROVAL FOR TRANSFER OF FOSTER HOME LICENSE 
AND CHILDREN’S CASES BETWEEN PRIVATE AGENCIES 

 
DATE: February 15, 1999 
 
TO: Rules and Procedures Bookholders, Private Agency Child Welfare Staff and 

Agency Performance Team Monitors      
 
FROM: Jess McDonald 
 
EFFECTIVE: Immediately 
 
 
I. PURPOSE 
 

The purpose of this Policy Guide is to inform all private agency staff and agency 
performance team monitors of the approval process for transferring a license of a private 
agency foster home and the child(ren) cases who are in their care to another private 
agency. When conflict arises between private agency staff and a foster parent, the foster 
home license and child(ren) case cannot be transferred to another agency without the 
approval of the Department Agency Performance Monitor. 

 
II. APPROVAL REQUIREMENTS 
  

The transfer of children’s cases and foster parents license can have a detrimental effect on 
the child(ren) services and permanency. Resolution of the foster parent’s dissatisfaction 
within the same agency is in the best interest of all parties.  Transferring of license and 
child(ren) cases should be a last resort and only at the approval of the Department’s Agency 
Performance Monitors. 

 
Foster parents who are in good standing and not under licensing enforcement have the right 
to request that their foster home license be transferred to another supervising agency, as 
well as the child(ren) case in their care.  A transfer of a child(ren) case is considered a last 
resort and must be in the child(ren) best interest. A transfer of the foster home license and 
child(ren) case must be approved by the Agency Performance Monitor of the current 
supervising agency. 
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The following shall be completed prior to the approval of a transfer: 
 

1)  A written explanation of issues shall be sent to the Agency Performance 
Monitor of the supervising agency by the foster parent.  The explanation of 
issues shall include: 

    
a) nature of the complaint,     
b) the issues and concerns as they relate to the foster home and the best 

interest of the children,     
c) the steps that the foster parent has taken to resolve the situation; and 
d) the outcome of steps taken. 

 
2) Problem resolution efforts by the Agency Performance Team monitor shall be 

completed and recommendations shall be documented by the agency in the 
agency file and foster parents licensing file.  The Agency Performance 
Monitor shall request the foster home licensing file and children’s case file 
from the private agency to assist in the problem resolution process and to 
obtain information regarding the foster parents current licensing status with 
the private agency.  Based on the file review, the Agency Performance 
Monitor may determine that additional people should be part of the problem 
resolution. Problem resolution shall begin within 5 days of receiving the 
written request for transfer from the foster parents. Problem resolution efforts 
should be concluded within 20 days. 

 
3) Problem resolution is considered successful when: 

 
a) the issues were resolved and both parties are satisfied with the outcome, 

or 
b) the issues were resolved by transferring the case to another case 

manager within the same supervising agency. 
 

4) When problem resolution results in the recommendation of transferring a 
foster parent license and a child(ren) case to another supervising agency, the 
Agency Performance Monitor is responsible for assuring that all parties 
working with the case are notified of the situation resulting in the transfer and 
that the transfer is complete. 

  
5) In some instances, the Agency Performance Monitor could determine by the 

file review that problem resolution is not appropriate and that additional 
intervention into the situation will be required.  In these instances, the Agency 
Performance Monitor shall notify his or her supervisor by telephone of the 
results of the file review and together they shall determine the follow-up 
needed to resolve the situation. 
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III. RESPONSIBILITIES OF AGENCY RECEIVING NEW TRANSFER 
 

The Agency Performance Monitor to the new agency shall identify cases that are being 
transferred to a new agency under the provisions of this Policy Guide as such. Follow up by 
the new agency shall be as follows: 
 

1)  contact with the foster home and child(ren) within 2 days; 
2)  review file; 
3)  obtain a new 597A - Application for Family Home License to authorize the 

new agency/team to assume supervisory responsibility; 
4)  obtain a release of information to request the licensing file; 
5)  verify that background clearances have been completed; 
6)  document any non-compliance licensing issues which must be resolved; and 
7)  complete the private agency requirements for transfer of licensing 

supervision. 
  

IV. RULES TO REFERENCE 
 

During the file review and the problem resolution, the following rules may need to be 
consulted: 

 
Rule 301, Appendix E - Placement Clearance Desk (information regarding placing a 
hold on the foster home) 

  Rule 300 - Reports of Child Abuse and Neglect  
Rule 402 - Licensing Standards for Foster Family Homes (information regarding 
licensing compliance of the home) 
Rule 401 - Licensing Standards for Child Welfare Agencies (information regarding 
licensing compliance of the private agency) 
Rule 301 - Placement and Visitation (information to assist in determining the best 
interest of the child as it relates to the child’s placement). 

 
V. FILING INSTRUCTIONS 
 
 File Policy Guide behind Rule 401, Licensing Standards for Child Welfare Agencies. 
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