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PROTECTION AND PERMANENCY INFORMATION MEMORANDUM, 17-01
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Gretchen Marshall, Assistant Director


Division of Protection and Permanency

DATE:   
January 13, 2017
SUBJECT:
Explanation of KOG Roles

Included in this memorandum is a description of the KOG roles and an explanation of what functions each role allows.  When generating a request for staff roles, please reference this memorandum to ensure that you are requesting the appropriate permissions.  

· Full Access-This role allows staff to add/edit, submit, review, approve, pend and pull back and view all TWIST information statewide.  This role should only be requested for staff who will be assigning and approving assignments across teams.  

· Supervisor Approval Authority-Allows staff to add/edit, submit, review, approve, pend and pull back assignments for their own team and allows them to view TWIST information statewide.  This role should be requested for FSOSes or staff that will be acting as their FSOS in his/her absence.    

· CI Worker-Allows staff to add/edit, submit and pull back assignments for the team to which the worker is assigned, and allows them to view TWIST information statewide.  The only staff that should need this type of access are centralized intake staff and their FSOSes.  

· Social Services Worker-Allows staff to add/edit, submit and pull back assignments for cases to which they are assigned and to view TWIST information statewide.  
 
· View Only-Allows staff to view TWIST information statewide, but this role does not allow editing or information input of any kind. 

· C.O. Admin.-This view should be requested for central office administrative staff, and will allow them to view TWIST information statewide, approve both intake deletes and case deletes statewide.


· Support Services-This role should be requested to provide staff the ability to add information such as contacts in cases statewide.  Users in this role cannot submit or approve work. 


· Expunge-This role should only be requested for central office staff whose responsibility it is to expunge records based on court orders.  This role allows staff to add/edit, review and approve, and view TWIST information statewide.  

When submitting a request for KOG permissions, please ensure that you are requesting the appropriate role for the functions that the staff member will be performing.  Additionally, before submitting your request, please ensure that the staff person, for whom you are submitting the request, is assigned the correct “Worker Type.”  
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If the staff person for whom you are submitting the request is not in the correct “Worker Type” you can correct that at the time that you generate your request for a new role. 
If you have any questions regarding the content of this memorandum, please contact sarah.cooper@ky.gov via email, or by telephone at (502) 564-7635, ext. 3562.
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