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Overview 

This article will assist users in completing a Kinship Home Assessment Annual Update or 
Amendment in SACWIS.   

Effective September 6, 2018, functionality that allows users to complete the JFS 1447 – 
Assessment of Relative or Non-Relative Substitute Caregiver in SACWIS was 
implemented.   

Once approved and the child(ren) is placed, the Kinship Assessment should be amended 
or updated per Ohio Administrative Code Rule 5101:2-42-18 (PCSA and PCPA Approval of 
Placements with Relative and Nonrelative Substitute Caregivers), section (M), which states 
in part: 

• Annually, based on the date of the original approval, the PCSA or PCPA shall 
complete a home assessment to assure that the placement continues to meet the 
requirements of this rule for approval of the placement.  For this purpose, users should 
choose an Assessment Type of Annual as detailed below.   

• If there are any new adults in the home, the PCSA or PCPA shall conduct background 
checks on the new adult(s).  For this purpose, users should choose an Assessment 
Type of Amend and an Amendment Reason of Change in Caregiver/Household 
Members as detailed below.   

• If the relative or nonrelative caregiver(s) have moved to a new address, the PCSA or 
PCPA shall ensure that the home meets requirements.  For this purpose, users should 
choose an Assessment Type of Amend and an Amendment Reason of Relocation 
as detailed below.   

Completing a Kinship Home Annual Assessment or Amendment 

1. Navigate to the Provider record through Provider Search or through Employee’s 
Workload.   

Note: For information regarding a Provider search, please see the following article:  

Using Search Functionality. 

 
The Provider Overview screen for the selected Provider appears. 

2. Select Kinship Assessment from the navigation pane. 

http://jfskb.com/sacwis/attachments/article/789/Using%20Search%20Functionality.pdf
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The Kinship Assessment screen appears. 

Note: If multiple Kinship Assessments are present, filter the search by entering a 
Kinship Assessment Start Date: (From Date and To Date) in the Kinship 
Assessment Filter Criteria grid and/or select the Child Name from the drop-down 
menu and click, Filter. 

3. Click the copy icon ( ) beside an Approved Kinship Assessment chosen to 
modify.  

 

The Add Kinship Assessment screen appears. 
4. Select Assessment Type of Annual or Amend from the drop-down menu 
5. Enter a Kinship Assessment Start Date. 
6. Select Worker from the drop-down menu. 
7. Select the Purpose of Assessment from the drop-down menu. In the case of an 

Annual Assessment or Amendment, Other is the most appropriate choice. This 
choice populates a text box which requires data, where users can detail the reason 
why this assessment is being updated.   

8. Select Caregiver(s) from the drop-down list (required). 
9. Click, Save. 
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Important:  If updating multiple assessments at one time, users must repeat the 
above steps for each individual assessment first, so that every placed child has an In 
Progress record. This will allow the functionality of Apply to Selected Child(ren) to 
be activated. Answers modified in one record can then be copied over into any other 
In Progress record on the Provider ID.   

The Maintain Kinship Assessment screen appears. 

Note: In the Kinship Assessment Topics grid, users will note the answers from the 
most recent assessment pre-populate, except those from Background Checks. Click 
each link to complete all listed Topics/Status to enter new information as relevant.  
The Topics can be completed in any order. However, in the case of an Annual or 
Amend Assessment Type, it is advantageous to initially complete the Amendment 
Reasons topic.   

Completing the Amendment Reasons Screen 

1. Click, Amendment Reasons. 
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The Amendment Reason(s) screen appears. 

2. Select all reasons that apply. In the case of an Annual Assessment only, the most 
appropriate response would be Other, which then requires entry in the Comments.  

3. Select, Relocation if the Kinship caregiver has moved to a new address.   
4. Select, Change in Caregiver/Household Members when a new Adult Household 

Member/Caregiver enters the home. This reason can also be used if an Adult 
Household Member/Caregiver leaves the home (they need to be removed from the 
Current Active Members list). This information can be modified in the next topic 
area.  Click Save.   
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The Maintain Kinship Assessment screen appears.   

5. Click the Caregiver/Household Information link. 

 

The Caregiver/Household Information screen appears. 

Updating the Caregiver/Household Information Screen  

1. Review the Caregiver/Household Information screen for accuracy. If any person 
information needs to be updated or added (employer, date of birth, race, ethnicity, 
language, etc.), click the Name/Person ID hyperlink to be routed to the Person 
Overview screen. 

 

2. Click, Update Provider Information.  

 

 
 
The Provider Information screen appears, defaulted to the Basic tab. From this screen, 
users can access and update the Basic tab, as well as the following additional tabs:  
 

• Address  

• Members  

• Relationships  

• Caregivers 

• Capacity   
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Note:  

For an Annual Assessment Type, there may be few to no changes needed in the 
Provider Information.   

For an Amend Assessment Type: 

• Change the Provider Address for a Relocation Amendment.   

• For a Change in Caregiver/Household Member(s) Amendment, updates to the 
Members list are needed. 

Updating the Provider Address 

1. Click the Address tab 

 

The Manage Provider Details screen appears. 

2. Click, edit, next to the Address type. 

 

The Provider Address Details screen appears.   

3. Enter an End Date to indicate when the family moved from this address. 
4. Click, OK. 
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The Manage Provider Details screen appears, displaying the Address tab page. 

1. Click, Add Address. 

 

The Domestic Address Search page appears.   

2. Enter the Provider’s new address in the Address Lookup text box. 
3. Click, Search. 

 

The Domestic Address Search Results grid displays results.  

4. Click the select hyperlink next to the relevant address.    
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The Provider Address Details screen appears. 

5. Select, Residence from the Address Type drop-down menu.  
6. Click the box for Primary Address.  
7. Enter an Effective Date.  
8. Click, OK. 

 

Upon completion of this task, the primary address of all active Provider Members will be 
changed to reflect the new address in their Person Profile(s). 

The Manage Provider Details screen appears. 

9. If the Amendment Reason is Change in Caregiver/Household Members, click the 
Members tab.   
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The Members tab screen appears. 

Adding a Household Member 

1. Click, Add Member.   

 

The Search for Person screen appears.  

2. Find the person’s record by searching for an individual who has an existing record in 
the data base, or by using the Create New Person to create a record if one does 
not exist.   

Note: For information regarding a person search, please see, Using Search 
Functionality (previously mentioned/hyperlinked above). 
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3. From the search results that appear in the Person Search Results grid, click select 
beside the name of the relevant Person Name/ID link. 

 

The Provider Member Detail screen appears. 

4. Make a selection from the Member Role drop-down menu. 
5. Make a selection from the Member Type drop-down menu. 
6. Enter the Effective Date. 
7. Click, Edit Relationships. 
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The Manage Relationships-Editor screen appears. 

8. Make a selection from the drop-down menu under the name of each person. 
9. Click, Save. 

Note: For information on editing relationships, please see the following article: 
Managing Person-Level Relationships. 

 

The Provider Member Detail screen appears, displaying the relationship information in the 
Member Relationships grid. 

10. Click, OK. 

http://jfskb.com/sacwis/attachments/article/812/Managing%20Person-Level%20Relationships.pdf
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Note: If necessary, users can make changes to Member Roles on this screen. For 
instance, if the individual was a Child Household Member and turned 18, they can 
become an Adult Household Member. If an individual was listed as an Adult 
Household Member, but they share in caregiving duties, the Member Role can be 
changed to that of an Applicant 2, 3, etc.   

 

The Members tab screen appears. 

Removing a Person’s Name from the Household 

1. To remove an individual from the household, click the edit hyperlink next to the 
person who is to be removed.   

  

  



Completing an Amendment or Update to a Kinship Home Assessment  

Page 15 of 25  Last Revised: 12/02/2019 

The Provider Member Detail screen appears. 

2. Enter an End Date 
3. Enter an End Reason.  
4. Click, OK. 

 

The Members tab screen appears. 
5. Click, Save. 
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The Maintain Kinship Assessment appears. 

6. Click Background Checks. 

 

Completing the Background Checks Screen 

The Background Checks screen appears. 

Background Checks are to be completed only at initial Evaluation or for any new adults 
in the residence.  

1. The question now appears in this section: Have there been any new adults in the 
residence since the last assessment? Select, Yes or No from the drop-down 
menu.   

2. If the answer is No, click Save to complete this section.   
3. If the answer is Yes, click, edit, beside a Background Check Item.  
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The Background Checks Details screen appears.  
 
4. Enter the Requested Date. 
5. Enter the Received Date. 
6. If applicable, enter Comments. 

Note: Users can navigate forward and backward through each Background Check 
Item using the Next or Previous option. SACWIS will automatically save changes. 

7. Once each item in the Background Check Item list is completed, click, Save. 
 

 
 
The Background Checks screen appears, displaying the information provided. 

Note: Placing a checkmark in the Apply Topics to Other Child(ren) check box will 
populate the entered data into the other child(ren)’s pending Kinship Assessment 
record(s). 

When the last screen has been completed,  

8. Click, Save. 
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The Maintain Kinship Assessment screen appears. Click, Safety Checks. 

 

The Safety Checks screen appears. 

Completing the Safety Checks Screen 

1. Select, edit, beside each Statement Item where modifications are needed. The 
previous assessment’s answers will populate; text can be entered to indicate that 
upon annual review, this information still applies or has changed. If an Amendment 
is being completed for Relocation, reassess these questions based on the family’s 
new address.   

 

Note: Depending on the Safety Item selected, the appropriate Safety Checks 
Details screen appears. 

Note: Once a Safety Checks Details screen is completed, users can click, Next, to 
navigate through the list of Safety Check Items (SACWIS will save changes 
navigating through each item). 
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2. Once edits are complete, click, Save. 

 

The Safety Checks screen appears. 

3. Click, Close. 

 

The Maintain Kinship Assessment screen appears.  

4. Select, Caregiver/Household Member Assessment.  
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The Caregiver/Household Member Assessment screen appears. 

Completing the Caregiver/Household Member Assessment Screen 

1. Click, edit, beside each statement in which modifications are needed. The previous 
assessment’s answers will populate, and text can be entered to indicate that upon 
annual review, this information still applies or has changed. If Caregiver/Household 
Member composition has changed, ensure the new individual is addressed and/or 
describe how family dynamics have changed if an individual has left the home.   

 

 

The Assessment Topic Details screen appears. 
 

2. Follow previous instruction for navigating and saving edits (SACWIS will save edits 
as topics are navigated). 

3. If applicable, place a checkmark in the check box beside the relevant name(s) in the 
Apply to Other Child(ren) grid. 

4. Click Save when all Assessment Topics are complete. 
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The Caregiver/Household Member Assessment screen appears. 

5. Click, Close. 

 

The Maintain Kinship Assessment screen appears. 

6. Click, Caregiver Assurance. 
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The Caregiver Assurance screen appears. Previous assessment data is not copied over, 
and this must be completed upon each new assessment.   

Place a checkmark in the check box beside the Caregiver Acknowledgement statement. 

1. Enter a date or select the calendar for the Date of Caregiver #1 Signature and any 
additional Caregivers. 

2. Click, Save. 

 

 

Note: The Apply Topic to Other Children check box will populate the Caregiver 
Assurance Statements to the other child(ren)’s pending Kinship Assessment record(s) if 
the Add Kinship Assessment screen has been completed for each. 

The Maintain Kinship Assessment screen appears. 

1. Click, Agency Recommendation. 
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The Agency Recommendation screen appears. Previous assessment data is not copied 
over, and this must be completed upon each new assessment.  This page must be done 
separately for each child’s kinship assessment and Apply Topics to Other Child(ren) 
functionality is not available.   

2. Make a selection from the Response drop-down menu beside each statement. 
3. Make a selection from the Agency Worker Recommendation drop-down menu. 

Note: Important: If the status, Close, is selected for Agency Worker 
Recommendation, a value from the Closure Reasons drop-down menu is 
required.  

4. Enter a date or select calendar for, Agency Worker Signature Date. 

5. Click, Save.   
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The Maintain Kinship Assessment screen appears. 

6. Click, Validate for Approval. 

 

The Validate Kinship Assessment Tasks screen appears. 

Processing the Kinship Assessment for Approval 

This screen will display any issues in the Unresolved Tasks grid. These tasks must be 
completed prior to processing for approval.  
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Once all unresolved tasks are completed, the Process Approval screen appears. 

1. Make the appropriate selection from the Action drop-down list.  
2. Agency will default to the logged-in employee’s agency. 
3. Make a selection from the Reviewer/Approver drop-down menu.  
4. Click, Save. 

 

 

Once the individual with the appropriate access rights has given the Kinship Assessment 
an Approved-Final status:  

5. Return to the Kinship Assessments page.  
6. Click the date link in the Letter Sent column. 
7. Click the Report icon to Generate a JFS1447 report.  

 

If you need additional information or assistance, please contact the SACWIS Help Desk at: 

614-466-0978, select #3, then select #5 


