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Overview 
Placing a child in a “Kinship – Relative” or “Kinship – Non-Relative” home begins with 
completing an Inquiry.  Please refer to the Creating a Provider Record from a Provider 
Inquiry Knowledge Base Article for how to create this record.  All Kinship placements are 
child-specific and will require an inquiry record for each child the agency seeks to place, 
either to create a Kinship provider or to place a new child with an existing Kinship Provider. 
If you are assessing a family for multiple children, list all ‘Specific Children on Interest’ on 
the same Inquiry record; this will allow users to copy information entered on one child’s 
assessment to another child(ren)’s pending Kinship Assessment.   
 

Note: It is important to date the inquiry prior to or on the specific date you wish to 
utilize a Provider record for a child’s placement.   
Note: Reference: Ohio Administrative Code Rule 5101:2-42-18 PCSA and PCPA 
Approval of Placements with Relative and Nonrelative Substitute Caregiver and the 
Ohio Job and Families Services JFS 1447 form.  

Using the Kinship Provider Prior to Kinship Home Assessment Approval 
If a child is placed into a Kinship home on an emergency basis prior to the assessment 
approval, or a Court orders a child to be placed in a home not otherwise approved by the 
placing agency, a supervisor may select Pre-Approved Pending Assessment or Court 
Approved from the Type Status drop-down menu, effective as of the placement date. The 
system will populate the Service Credential needed to place the child immediately, although 
completion of the pending Kinship Assessment is still required.   
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From the Ohio SACWIS Home Page: 
1. Click, Provider. 
2. Click, Provider Search.  

 
The Search for Provider Profile screen appears. 

3. Enter appropriate search criteria or the Provider ID, if known. 
4. Click, Search.  

 
 
The Search Results grid appears. 
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5. Click, edit, beside the appropriate Provider name. 

 
The Provider Overview screen for the selected Provider appears. 

1. Select, Kinship Assessment from the navigation pane. 

 
 
The Kinship Assessment screen appears. 

Note: If a Kinship Assessment already exits, you can filter the search by entering a 
Kinship Assessment Start Date: (“From Date and To Date”) in the Kinship 
Assessment Filter Criteria grid, then select the Child Name from the drop-down 
menu and click, Filter. 

2. Click, edit beside the appropriate In Progress Kinship Assessment.  
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Note: The in Progress Kinship Home Assessment was automatically created when 
the Kinship inquiry was linked to the provider record. If no In Progress Kinship Home 
Assessment exists for the child to be placed, a new inquiry must be created and/or 
linked to the existing Provider ID.   

The Add Kinship Assessment screen appears. 
Note: Assessment Type and Kinship Assessment Start Date fields are pre-
populated. 

3. Select Worker from the drop-down menu. 
4. Select the Purpose of Assessment from the drop-down menu. 
5. Select Caregiver from the drop-down list (required). 
6. Click, Save. 

  
The Maintain Kinship Assessment screen appears. 

Note: In the Kinship Assessment Topics grid, you will click each link to complete 
all listed Topics/Status. The Topics can be completed in any order. 

1. Click the Caregiver/Household Information link. 
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The Caregiver/Household Information screen appears. 
 

Completing the Caregiver/Household Information Screen  
 
Note: If you click the Name/Person ID hyperlink, you will be routed to the Person 
Overview screen. 

 
Note: Relationships defaults to Applicant 1. 

 
2. Click Update Provider Information.  

 

 
 
The Provider Information screen appears, defaulted to the Basic tab. From this screen, 
you can access and update the Basic tab, as well as the following additional tabs: 
Address, Members, Relationships, Caregivers and Capacity. 
 

3. If you make changes under any of the Provider tabs, click Save when you are 
finished. 
 
Note: When you edit information under any of the Provider Information tabs, and 
then click, Save, you are returned to the Caregiver/Household Information screen, 
except when you are in the Relationships tab. Once you click, Save, after you finish 
editing the Relationships tab, you will be returned to the Provider Overview screen. 
Important: If there are unresolved relationships on the Provider Info tab, they must 
be resolved in order to get back to the Caregiver/Household Info screen. 
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The Caregiver/Household Information screen appears. 
 

4. Click, Close. 

 
The Maintain Kinship Assessment appears. 
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Completing the Background Checks Screen 
 

1. Click, Background Checks. 

  
The Background Checks screen appears. 
Note: Background Checks are to be completed only at initial Evaluation or for any new 
adults in the residence. 

2. Select edit for each Background Check Item. 
Note: By placing a checkmark beside the name of the appropriate child(ren) in the 
Available Child(ren) list, Ohio SACWIS will populate the background check items to 
the other child(ren) pending Kinship Assessment record(s). 

 
Note: When you click the edit link, you have the option to click, Next, to proceed in 
consecutive order for each statement, rather than saving and returning to the 
Background Checks screen each time. 
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Note: Checking the Apply Topic to Other Children check box will populate the entered 
data into the other child(ren)’s pending Kinship Assessment record(s). 

 
Once you have selected the edit link beside a Background Check Item, the Background 
Checks Details screen appers. Navigate using, “Next” through each Background Checks 
Details screen. When you are on the last screen. 
 

3. Click, Save. 

 
 
The Background Checks screen will appear, indicating your data has been saved. 
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The Maintain Kinship Assessment screen appears.  
 

4. Click, Safety Checks. 

 
 
The Safety Check Items screen appears. 

Completing the Safety Check Items Screen 
 

1. Select edit beside each statement.  

 
 

Note: Depending on the edit row selected, the appropriate Safety Checks Details 
screen appears. 
Note: Once you have completed a Safety Checks Details screen, you can click, 
Next, to navigate through the list of Safety Check Items. 
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2. Once you have finished the edits, click, Save. 

 
You will be returned to the Safety Checks screen. 
 

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, to complete each Assessment Topic.  

 
 
The Assessment Topic Details screen appears. 

2. Follow previous instruction for navigating and saving edits. 
3. Place a checkmark in the check box beside the relevant name(s) in the Apply to 

Other Child(ren) grid. 
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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).  

 
 

4. Click, Close when you have completed each Assessment Topic. 
 

 
 
The Maintain Kinship Assessment screen appears. 
 

5. Click, Caregiver Assurance. 
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The Caregiver Assurance screen appears. 

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

2. Enter a date or select the calendar.  
3. for the “Date of Caregiver #1 Signature.” 
4. Click, Save. 
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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).  

 
 
 
  
 

The Maintain Kinship Assessment screen appears. 
 

5. Click, Agency Recommendation. 

 
 
 
The Agency Recommendation screen appears.  
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1. Make a selection from the Response drop-down menu beside each statement. 
2. Make a selection from the Agency Worker Recommendation drop-down menu. 

Note: Important: If the status, Close, is selected for Agency Worker 
Recommendation, you must make a selection from the Closure Reasons drop-
down menu.  

3. Enter a date or select calendar for, Agency Worker Signature Date: 
4. Click, Save.   

  

 
The Maintain Kinship Assessment screen appears. 
 

5. Click, Validate for Approval. 
Note: If the status of the Kinship Assessment is Close, Validate for Approval will not 
appear in the Topic menu. 
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The Validate Kinship Assessment Tasks screen appears. 
 

Processing the Kinship Assessment for Approval 
This screen will display any issues in the Unresolved Tasks grid. You will need to resolve 
the issues prior to processing for approval.  

 
Once all unresolved tasks are completed, the Process Approval screen appears. 
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1. Make the appropriate selection from the Action drop-down list.  
2. Agency will default to your own 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:  

1. Return to the Kinship Assessments page.  
2. Click the date link in the Letter Sent column. 
3. Click the Report icon to Generate a JFS1447 report.  
4. Copy the existing approved Kinship Assessment to create an Amendment or 

complete an Annual Assessment.  
Note: The system will automatically populate an ODJFS Kinship Care – 
Relative Home or Kinship Care – Non-Relative Home Service Type under the 
Provider’s Service Credentials so that placement can be made in this home.   
Important: If a child’s placement is terminated, but returns to this same 
kinship home later, a new Inquiry and a new Kinship Assessment will need to 
be completed to re-place the child. 
 



Completing a Kinship Home Assessment 

Page 20 of 20   Last Revised: 11/16/2023 

Note: When an amendment to the Kinship Assessment is needed (for 
example, if the caregiver relocates or a new household member is present), 
or an annual assessment is required, the copy function can be used to create 
the needed record. The copy function is denoted with the following icon:  
 

 
 

The report function can be used to generate the JFS 1447. The report function is denoted 
with the following icon: 

 

 
 
If you need additional information or assistance, please contact the OFC Automated 
Systems Help Desk at sacwis_help_desk@childrenandyouth.ohio.gov .  
 

mailto:sacwis_help_desk@childrenandyouth.ohio.gov
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