CASE DELETE/REFERRAL DELETE PROCESS
TIPSHEET
A case delete or referral delete request is submitted in TWIST (using the Deletes tab).   Once a week a “Delete Report" is generated, consisting of all case delete and referral delete requests for the current week.  The delete requests are then reviewed by a DPP specialist in central office.  An APS specialist on the Adult Protective Services Branch reviews APS related delete requests and a CPS specialist on the Child Safety Branch reviews CPS related delete requests.   
For questions and/or information please contact the Child Safety Branch, CPS specialist at 502-564-2136 or the Adult Protective Services Branch, APS specialist at 502-564-7043.
The following tips may make this process more efficient:

· There MUST be an exact duplicate of the referral or case information you are requesting to be deleted entered into TWIST prior to requesting the deletion;

· The best way to assure you have an exact duplicate entered into TWIST: copy the referral statement in the case/referral to be deleted.  Begin the new referral, paste the referral statement into the new referral;
· If there is not an EXACT duplicate in TWIST the deletion request may be denied;
· In some instances, there is a request to delete a referral that meets acceptance criteria for an investigation and it has been re-entered as a resource linkage.  These requests are denied with the above explanation referenced.  However, if it has been entered as an investigation and does not meet criteria, the information may be re-entered as a resource linkage and a request to delete the original information is submitted.

· If a referral has been entered as an APS and CPS referral AND meets criteria for both, then the request for deletion of either will not be approved.  Both investigations need to be worked according to their individual criteria.

· The referral information must be entered into the referral screen.  It cannot be entered into contacts;
· If a deletion request is approved, any information contained in TWIST that is associated with that referral will also be deleted;
· If a deletion request is denied, the specialist reviewing the request will provide an explanation for the denial in TWIST;
· If the deletion request is denied, the request may be re-submitted after the corrections have been entered into TWIST;
· If you have questions regarding the deletion request denial, please contact the central office APS or CPS specialist;
· Please review the Intake Determination screens.  The Intake Determination screens should be identical or the deletion request may be denied.  
To request a case or referral delete, the supervisor opens the TWIST case in the appropriate referral:
· Click on Deletes;
· Select Submit Case Delete or Submit Referral Delete;
· Turn on edit pencil;
· Submit: YES;
· Reason:  Include Case# and Referral # of delete request and Case # and Referral # of where exact duplicate is located.  If this information is not provided, the delete request may be denied;
· Click Submit button.
