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PROTECTION AND PERMANENCY INFORMATION MEMORANDUM, 21-10
TO: 

Service Region Administrators



Service Region Administrator Associates



Service Region Clinical Associates



Regional Program Specialists



Family Services Office Supervisors

FROM:  
Tracy DeSimone, Assistant Director



Division of Protection and Permanency

DATE:  
May 13, 2021
SUBJECT:  

Information on and Changes to the SOP Process
The purpose of this information memorandum is to inform staff of the standards of practice (SOP) development and modification process and upcoming SOP distribution changes. 

Many SOPs for child welfare and adult protective services are developed and/or modified when:

· Federal or state legislation, regulations, and other requirements are enacted/updated that require changes to current SOP;
· It is identified that current SOP does not align with best practice for a specific program area;
· There are changes in case law, court rulings, and to protect the agency and staff against future litigation; and
· Staff or external partners identify areas of SOP that need clarification.

Staff within the Division of Protection and Permanency (DPP) have many years of experience within child welfare and adult protective services, with most staff having much of their experience in frontline service.  Prior to the development of and modification to SOPs, DPP staff conduct research of best practices in other states and consult with national child welfare and adult protective services experts to ensure that 
final SOPs reflect the best interest of the families, children, and vulnerable adults served 
by the Department for Community Based Services (DCBS), as well as to ensure that all SOPs meet federal and state requirements. 
DPP utilizes the following release types to communicate SOP and other important updates to staff:

· Field Draft Review (FDR): Draft SOP updates are submitted to the SOP distribution list for review and feedback.  Comments are due by close of business 14 calendar days from the date the FDR is sent to the distribution list and are submitted by one representative from each region.  Comments from the FDR are compiled, identifying information is removed, and a meeting is scheduled with DPP program staff to develop the statement of consideration (SOC).  The SOC is a compilation of comments received during the FDR with responses from DPP program staff. 
· Protection and Permanency Transmittal Letter (PPTL): PPTLs are used to communicate changes made to SOP, such as policy revisions or changes in procedure.  The final release is the result of the FDR process, expect in instances where an FDR is not required, (e.g., state or federal mandate).  In most cases, PPTLs will include the SOC. 
· Protection and Permanency Memorandum (PPM): PPMs are used to clarify SOP and to advise staff of minor revisions that do not change procedure.  Examples include updates to forms or related resources, addition of new forms or related resources, and any other clarifications for existing policy.   
· Protection and Permanency Information Memorandum (PPIM): PPIMs are used to communicate temporary process changes, outside resources, trainings, webinars, and other general information.  
· Did You Know? (DYK): DYKs are brief reminders about existing practice or resources. 
In response to feedback received regarding the number of SOP releases distributed each week, and to decrease the volume of emails from SOP updates, DPP is streamlining the SOP update distribution.  Effective Monday, May 17th, 2021, SOP communication will be distributed through a weekly newsletter.  Updates within the newsletter will be in the same format that staff have received previously and as outlined above.  Below is a snapshot of an example newsletter.  All SOP updates from the prior week will be broken out by program area within the newsletter and distributed every Monday.  
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PPTL 21-15 SOP 4.10, 4.11.1, 4.11.2, 4.11.4, and 4.47—The transmittal letter
clarifies the process of reporting placement information to the billing specialist
as either out-of-home care (OOHC) request, or placement change screens in
TWIST.

PPTL 21-13 SOP 4.51 —The transmittal letter provides guidance for
documentation needed within thirty (30) calendar days of a child entering out-
of-home care (OOHC) including: birth certificate, social security card, birth
records and immunization records.

PPM 21-09—DPP-157, DPP-159—The purpose of this memorandum is to advise



  

There are specific times throughout the year that staff will see an increase in SOP updates.  Typically, this occurs after the legislative session and when changes to federal laws and regulation occur.  These updates will be provided within the newsletter unless there is a need to communicate with staff sooner based on mandated timeframes.
Additionally, there will be instances in which urgent changes, information, or projects with specific implementation dates will need to be communicated with staff sooner than the weekly newsletter.  In these instances, updates will be distributed separately from the newsletter through the current email process.  

It is vital that staff familiarize themselves with SOP updates as they are released.  This ensures that staff are aware of and are practicing within the requirements of current federal and state law, as well as to ensure that appropriate services are provided to families, children, and vulnerable adults.
If you have any questions regarding this memorandum, please contact:

Tracy DeSimone, Assistant Director
tracy.desimone@ky.gov 
(502) 564-6852, ext. 3571
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